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Welcome

TrigPoint Solution’s automated PROMPTT® System provides a modern day approach to
maximizing rig asset and personnel performance. An easy to use, interactive, mobile system
ensures compliance to your corporate tracking, maintenance, and safety procedures by utilizing
proven RFID (radio frequency identification) technology.

The PROMPTT® System is easy-to-use and highly configurable to your exact requirements. The
purpose of this help system is to provide instructions for navigating the PROMPTT® System web
site. In the event you need personalized assistance, please do not hesitate to contact us.

The PROMPTT® System
The PROMPTT® System web interface is used to:

Set up components, inventory, locations, and users

View components, inventory, tasks, task lists, safety activities, checklists and work orders
Research components and task histories

View and modify material transfer and location information

View alerts and notifications

Export site information into spreadsheets and other file formats

Run and view reports
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Contact Information:

TrigPoint Solutions, Inc.

88 Inverness Circle East, Suite 1-103
Englewood, CO 80112

Support; (877) 874-4765

Email: support@trigsol.com
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General Information

How to Read This Document

The information in this user manual follows the basic PROMPTT® system menu. The sections
are organized with high-level topics like Assets or Safety, followed by the consecutive sections
describing which building blocks and elements are used to create and maintain these functions.

A section typically starts with a method to review the existing data. The subsequent sections
explain the methods to create and maintain that data.

To avoid repetition, many of the sections include hyperlinks to other sections. These can be
clicked to transfer the user to the referenced section.

Basics

Within the PROMPTT® system, fields marked with an asterisk (*) are required fields.

When an ellipsis (...) is displayed in the application, it indicate that there is more data than what
can be initially shown on the screen.

Search Pages

Search pages are used throughout the PROMPTT® System, allowing the user easy access to
view the data. The following describes the standards for all search pages; see the corresponding
section for the particulars of an individual search page.

Saved Searches User Logged In
PROMPTT VIRIGPO!NT
B Home @ Assets v 4 safety v [] Checklists ¥ (5) Time ¥ (B Hours Of Service v [ admin v RIGIQ. ~ kfiley Logout
Search My Searches -
General Filer ——
] Search D> Export B Normal-Priority-by-Department | AT~
—_ H
Rt B (= ] Save Search [B]
Filers
] =l o -1 | )
Page 1 of 1 (13 items) Create. Add Column B3
Denoles Sort Order & o B e B e - Ofwes— O(s= O |
| O |2 Rig #1 Amersham 09/20/2012 Mormal Change il in Engines Mechanical Engin
o | g 82 Cheshie (092112012 ormel Change Sesls Bac i
lconArea ————— P O | Rig #2 Cheshire 09/24/2012 Normal Allign Mast safety Top ]rl'//
v’"D B Rig #2 Cheshire 104262013 Critical BOP Certification | o= ®% vandor Othw
Select box Column Header
Search page

e Search pages are initially opened with no data presented. The Search button must be
clicked to display the data.

o Filters are used to determine what data will be displayed on the search page. Leaving the
filter blank will show all available data.

e The last filter used is saved during a login session. When re-entering a search page, the
data will be retained from the previous search.
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e To search all of the columns for a given value, enter the value in the general filter at the
top left of the page. If the value is found in more than one column, the system will ask
which column to use.

e Any of the columns can be used to sort the data. Click the column once to sort in
ascending order, click it a second time to sort it in descending order.

e Columns that have been used to sort the data will display an up or down arrow to the
right of the column label.

e To clear the filters, click the Reset button. The Search button will need to be clicked to
display the data.

e To export the data displayed on the page to an Excel file format, click the Export button.

e On some pages, additional columns can be added. To add columns to a search page,
click on the Add icon &4 for Add Column.
A list of detail definitions that are assigned to the entity is displayed.

Select one or more of the details to be shown. Click the OK button to add the
details to the search page or click the Cancel button to return to the search page
with no changes.

The columns are added to the search page. Use the horizontal scroll bar, or the left
and right arrows, to move back and forth across the page.

e Search pages that can have columns added to it can also have columns deleted from it.
Click the Delete icon kd to the right of the column label to delete the column.

e Most search pages that can have columns added to it can also have columns moved
around. Click on the column title and drag the column to the desired position.

¢ Filters can be saved permanently in a Saved Search.

To create a saved search
Enter the search criteria.
Click the Search button.
Enter a name for the saved search.
Click the Saved Search button.
To use a saved search
Click the saved search name in the Saved Search pane.
To change a saved search
Enter the search criteria.
Click the Search button.
Click the Save icon = to the right of the saved search.
To delete a saved search

Click the Delete icon Ed to the right of the saved search.
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e To change pages on a search page, click on the page number or click the left or right
arrow next to the page numbers. Clicking the left double arrow will display the first page
and clicking the right double arrow will display the last page.
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Logging On
In the browser address bar, type the PROMPTT® web address, http://www.mypromptt.com.

The Customer Login page is displayed.

PROMPTT

Customer ID: | || Submit |

Customer Login page

Or

In the browser address bar, type http://www.mypromptt.com/nnnnnn into the address bar, where
nnnNnn is your customer number.

In the Customer ID box, type your customer ID and click the Submit button

The Login page appears.

Username: | |

Password: | |

Login Page

Enter the following information

Username Enter the user's name.
Password Enter the password. The password is case sensitive.

If the browser is set to save user hames, click on the name field in the drop-down list to select the
user name. This does not apply to the first time logging in.

Click the Login button.

The Home page is displayed.
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The Menus

The Main Menu, located at the top of the page upon logging in, consists of different submenus
based on the user’s authorization level. These submenus allow you to navigate throughout the

website.

¢ Home: The Home page is the starting point for every user in his or her daily work. It
summarizes the most important information for the user’s daily business and provides
access to the most frequently used tools.

e Assets: The Assets menu contains Asset Control and Asset Management.
502 Assels

Control
Components
Material Transfers

Inventory

Management
Tasks
Work Orders
Report Viewer
Assets Menu

e Safety: The Safety menu includes Observation Cards, Stop Cards, JSA’s (Job Safety
Analysis), Meetings, and Operational Events.

&8 Safety v
Observation Cards
Stop Cards

J5As

Meetings

Operational Events

Safety Menu

e Checklists: The Checklists menu consists of Checklists and Checklist Execution.

|£| Checklists
Checklists

Checklist Execution

Checklists Menu
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e Time: The Time menu includes Time Capture and Time Compliance.
Hl Time v

Time Capture

Time Card

Time Card Approval
Payroll Admin

Time Compliance
Meal Sheet

Mealsheet Summary
Time Menu
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e Hours of Service: The Hours of Service menu contains the options to tracks pre and

post trips.

B Hours Of Service v i

Hours OF Service
Hours of Service Daily Log

PrefPost Trips
Hours of Service Menu

e Admin: Enables administrative tasks, such as creating a user, location, components, and

inventory items and setting up tasks.

(22 Admin

General
Hotifications
Users
Locations
Device Activity

Device Registration

Management
Instruction Choices
Task Assignment
Instructions

Task Profiles
Report Designer

Attachments Work Order Update Rules
Translation Editor
Safety
Web Logs
15A Management
Core

Subscriptions
Control Values
Primary Lists
Supplemental Lists

Detail Definitions

Checklists
Checklist Templates

Time Capture
Project Codes
Cost Categories

Work Tasks

A t
seets Pay Periods
Component Choices

Departments
Component Detail Definitions )

Questions
Component Templates .

Holidays
Inventory shift Designations
Itemn Templates

Locations
Items ] .

Location Choices
Security Location Detail Definitions
Modules Location Templates
Configure Security Well Data
View Security

Admin Menu

Admin is only available if the user has been assigned the "Web Admin" role.
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e RiglQ: This menu consists of RIGIQ Data Visualizations and Data Analysis.
RIGIQ. ~

Data Visualization
Asset Management
Compliance

Work Orders
Safety

Data Analysis

Component Map

Rental Utilization
Compliance

Work Orders

Maintenance Score
Maintenance Score Rig Level
Safety

Inspections

RIGIQ Menu

Menu options may vary depending on the individual user’s security.
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Icons used on the Website
Icon Name Action
%] Delete Deletes an object
[+ Add Adds an object
A Notification Indicates a notification is available for the object
Lightning bolt Execution
Paper clip Indicates there is an attachment associated with
the object.
’ Pencil Displays details and edits the object
) Notes Indicates there is a note associated with the
object.
= Printer Prints
B Right double arrow Goes to the last page
1] Left double arrow Goes to the first page
4 Left arrow Goes to the previous page
4 Right arrow Goes to the next page
= Details Displays the details page of an object
°12 Family Indicates that there are objects associated with
the object.
Text Allows text entry
% Copy Copies the object
o Checkmark In components, indicates that there is a task
available for the component. In work orders,
closes the work order.
= Save Saves
® Reject Rejects a task, task group or task component.
= Image Indicates there is an image associated with the
object.
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Icon Name Action
i ] Information Displays information
ko Back Returns to the previous page
4 Depend Highlights questions that depend on this question.
L § Dependency Highlights dependent questions
» Next Moves to the next
- Previous Moves to the previous
Add comment Enables the entering of a comment
5] Add Work Order Enables the entry of a work order
¥ Down Chevron Expands the object
o Up Chevron Collapses the object
(=) Sign Out Sign the user out
() Sign In Sign the user in.
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Using Reports
Reports are used to display, export, and print information from the PROMPTT® System.

To view a report, the Reports content brick needs to be added to the Home Page. See the Home
Page section on how to do this. The reports displayed in the Reports content brick are unique to
each customer.

¢ ﬁ Reports ™

Accounting Load List ""
Certification Summary

Checklist Answiars

Combined Compliance Summary

Commission Verification

Compliance Report

Compliance Report Diata

Compliance Summany

Component Adctivity

Component Compliance

Reports List

From the Report List, click on the blue link for the report to be viewed.
A filter page will be displayed.

For example, after selecting the Compliance Reports Data the following filter page would be
displayed.

Sesrch Detadl |Dretion ) Locsiion T Rig iy
Deent (ot - =l ! [ regort |
Start Date | 13 End Date | =]
Seirch Value [<Blinks_anything, Ordling, Ya] ¥ Localion [0 Rig, ol g Dckene, 002 @)%
Taik Profile |".\.'. Ireructiong,. 1 Dy, 3 -.u-] L

Compliance Report Data Filter

From the filter page, enter the search criteria. The Compliance Report Data has seven filters that
can be used to determine the search results; Search Details, Location Type, Start date, End
Date, Search Value, Location, and Task Profile. The Start Date and End Date filters are required
to run the report. The remaining filters are optional.

Click on the View Report button.
The Report will be displayed.
From this page, you have the option to export or print the data from the report.

Reports can be exported to an Excel or Acrobat (PDF) file. This is done by selecting a format
from the Export drop-down list and then clicking the Export link.

A dialog box is displayed, asking if you want to open or save the PDF or spreadsheet.
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Click the Open button to open the file, click the Save button to designate a location to save the
file, or click the Cancel button to return to the page without saving or opening the file.
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Home Page

The home page is the starting point for every user in his or her daily work. It summarizes the most
important information for the user’s daily business and provides access to the most frequently
used tools. Some content is dynamic (Task List Activity, for example, is changed daily) while
other content is relatively static (Standard Favorites, for example).

The home page is user configurable; the content of the home page can be tailored to the needs
of the corresponding user and role. The user has the choice to place the content blocks freely
anywhere on the home page.

There are three types of content blocks that can be added to the Home page, the Standard
Content, the RIGIQ Data Visualization Content, and the RIGIQ Data Analysis Content.

Standard Content

The Standard Content consists of nine different content blocks.

e The Recent Safety Activity content block shows the number of checklists, JSAs, stop
cards, hazard hunts, and operational events that have been completed for the current
date.

e The Device Activity content block shows the synchronization activity of all devices. It
contains a link to the Device Activity screen.

e The Work Orders content block shows open work orders for the user’s assigned
location. The Work Order list provides information about each work order, including its
due date, priority, location, department, area, and description. Clicking on the work
order information will open the Work Order page. Users can create a new work order
by clicking the Create Work Order button.

e The Standard Favorites content block can have links to the Component Search,
Observation Cards, Change Password, and the Download for the PC Application. It
also has links to user specific saved component searches.

e The Open Task List content block shows all the open task lists for the user’s assigned
location. The Task List provides information about each task including its name, status,
and due date. Clicking on the task list name brings up the tasking for the selected task.

e The Subscribed Notifications content block displays all the notifications to which the
user has subscriptions set to view.

e The Time content block will show users currently on tour if meal sheets are being used.
If the environment uses time and attendance, the user will have the ability to access
their time card. If the user is a supervisor, the content block will display any of the
supervisor’'s users that are logged in.

e The Task Summary content block displays time specific task compliance for the
locations the user is authorized to view.

e The Reports content block provides links to commonly used reports and is a subset of
all available reports.
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RIGIQ Data Visualization Content

The RIGIQ Data Visualization Content consists of eleven RIGIQ dashboards that can be used as
content blocks. These dashboards are dynamic and are refreshed daily. The underlying data for
any data point can be seen by hovering the cursor over the point.

The Location Performance content block shows assets and components that were
recently scanned or not scanned.

The Monthly Compliance content block displays a bar chart of tasks completed
versus total tasks by month.

The Overall Performance content block shows component transfer and scanning
activity.

The Rig Compliance content block shows a heat map of maintenance compliance by
rig. The higher the task expired percentage, the larger and darker grey the locations
appear.

The Safety Monthly Performance content block shows a bar chart of safety activities
performed.

The Total Safety Activities content block shows a line chart of safety activities by
month.

The Total Safety Activities by Rig content block shows the number of safety activities
for each rig for the period.

The Total Safety Activities Summary content block shows a breakdown of safety task
types for the period.

The Work Order Monthly Trend content block displays a line chart of the total cost of
work orders versus the number of work orders over time.

The Work Order Rig Performance content block displays a scatter chart of the total
cost of work orders versus number of work orders by rig

The Work Order Top 10 Most Expensive Component Types content block displays
a bar chart of the top 10 most expensive component types.

RIGIQ Data Analysis Content

The RIGIQ Data Analysis Content consists of seventeen RIGIQ dashboards that can be used as
content blocks. These dashboards are dynamic and are refreshed nightly.

The Completed Percentage content block displays a color intensity chart of task
completion by category.

The Component Map content block displays a map of all the components that have
been scanned with GPS coordinates enabled.

The Maintenance Score content block shows the score and total Code 8 hours per rig.
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e The Maintenance Score Expired Percent content block shows the score, critical
maintenance task %, overall maintenance task expired %, and the expired tasks deltas.

e The Maintenance Score Rig Level content block shows the score of an individual rig.

e The Maintenance Score Rig Level Open Tasks and Work Orders content block
shows a list of work orders and tasks by priority level for each rig.

e The Maintenance Score Rig Level Weekly Performance content block shows the
score, expired %, outstanding work orders, and code 8% at a rig level.

e The Maintenance Score Work Order Cost content block shows the total cost of work
orders for the prior seven days for each rig.

e The Rig Compliance by Rig content block shows a scatter plot of maintenance task
expired percentage versus code 8%.

e The Monthly Compliance content block shows a line graph of maintenance task
expired % versus code 8% by month.

e The Rig Summary by Rig content block shows bar charts of maintenance tasks
expired % and key performance indicators for all rigs.

e The Safety Activity Types content block shows a bar chart of safety activity types by
month.

e The Safety Monthly Performance content block shows a line chart of safety activities
versus code 8% by month.

e The Safety Rig Performance content block shows a scatter plot of rig-level safety
activities versus code 8%.

e The Work Order Rig Performance content block displays a scatter plot of total work
orders versus code 8% for each rig.

e The Work Order Rig Summary content block displays bar charts of work orders and
key performance indicators for all rigs.

e The Work Order Monthly Performance content block displays a line chart of work
orders versus code 8% by month.

Creating a Dashboard Definition

When a user initially logs into the PROMPTT® system they will see the default dashboard in the
home page. If no content blocks have been added to the default dashboard, the user will see the
text . This default dashboard definition is then saved with
the user’s own dashboard. The name of the dashboard is displayed in the upper left-hand corner
of the home page. Any changes that the user makes after the initial log in will be to the user’s
dashboard not the default dashboard.

To add create or change the dashboard definition click the Add icon &4 for the Add Content.

The Add Content dialog box is displayed with the Standard Content tab displayed.

User Guide - PROMPTT® System 17|Page




TRIGPOINT
S OLUTI ONS
Standard Content ” RigI} Data Visualization Content ” RigIQ Data Analysis Content ]
Device Activity Recent Safety Ackivity Reports
Dewice Activity %} Recent Safety Activity %] Reparts B~
o 1 Chck HERE fo o 1 [
e det [ ]
e Than 24 fours 6765 ek by 154 :
1572 Hours B2% 24 0 e
. S Stop Cands Opsrational Events u
0 0 .
ors Than Cine Wesk BL71% a
[ ]
Content Blocks
Add Content dialog box

Click on a content block to add it to the home page. This procedure can be repeated as many
times as needed.

To add RIGIQ content blocks, click on one of the RIGIQ tabs and click on the content block to be
added.

Once all of the content blocks have been added to the home page, the user can drag and drop
the content blocks to place them in any order.

Content blocks can be deleted from the home page by click the red Delete icon Ed in the upper
right-hand corner of the content block.

Sharing Dashboard Definitions

Once a dashboard has been configured, it can be shared with specific users, roles or all users.
The configuration of a home page is called the Dashboard Definition.

Click the Add Icon &2 for Share Dashboard.

The Share Dashboard dialog box is displayed.

Share Dashboand (x]

*What do you want to call this Dashboard?:

Is this Dashboard

Public?: Is this Dashboard for a certain Role?: Is this Dashboard for a specific User?:

OR =] OR =]

Share Dashboard dialog box

Enter the following information.
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What do you want to call this Dashboard? Enter a name for the dashboard definition
of up to 200 characters.

Answer one of the following three questions.

Is this Dashboard public? Click the checkbox if this dashboard definition is to be shared
with all users in the system.

Is this Dashboard for a certain Role? Select a role from the drop-down list of roles if
this dashboard definition is to be shared with a specific role.

Is this Dashboard for a specific user? Select a user from the drop-down list of users if
this dashboard definition is be shared with a specific user.

Click the Save button to save the dashboard definition and return to the Home page, or click the
Cancel button to return to the Home page without saving the definition.

Using Dashboard Definitions

A dashboard is a dashboard definition that has been added to the user. When the dashboard
definition has been completed, the user can then specify which definition they will use as a
dashboard.

Click the Add icon &2 for the Open Dashboard
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The Open Dashboard dialog box is displayed.

My Existing Dashboards

............................................

Dashboard with Safety [0 Raole 572042015 9:11:52 AM Karen Riley

Ed  Karen Riley Dashboard @) Public 5/20/2015 9:11:52 AM Karen Riley

Click on the Name to load a Dashboard

Public Dashboard Definitions

Default Dashboard (o 5/19/2015 8:49:56 AM Morman Paul
X | Baszic Home Page @) 57202015 9:12:54 AM Karen Riley

Click on the Name to create and foad the Public defined Dashboard

Role Dashboard Definitions

Web Administrator WebAdmin O 5/20/2015 9:09:30 AM Karen Riley
X | Web User WebUser O 5/20/2015 9:09:43 AM Karen Riley

Click on the Name to create and load the Role defined Dashboard

My Dashboard Definitions

[X] Safety Dash @ 5/20/2015 9:12:29 AM Karen Riley

Click on the Name to create and foad the Dashboard defined for me.

Open Dashboard dialog box

Click on a dashboard definition.

The Name dialog box is displayed.
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FWhat do you want to call this Dashboard?:

=)

Name dialog box

Enter a name for the dashboard of up to 200 characters.

Click the Ok button to save the changes and return to the Home page with the dashboard loaded,
or click the Cancel button to return to the Open Dashboard dialog box.

The user can change the current dashboard by clicking the name of any of the dashboards in the
My Existing Dashboards pane.
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Assets

Components

Components are at the heart of the PROMPTT® System. They represent a company’s assets.
The PROMPTT® System can be used with any type of equipment that is tracked, maintained, or
checked. Components can have an unlimited amount of user-created details associated with
them. The PROMPTT® System’s tasking, work order, and checklist modules update these details
automatically or the user can update them manually. Templates are used to create Components
easily and consistently. Components can be created either in the field using a Handheld device or
through the website.

Reviewing Components

From the Main Menu, select Assets -> Components.

The Component Search page appears.

To see components by a location type, select a type from the Location type filter.

To see components by a location group, select a group from the Location group filter.

Use one or more of the filters to determine which of the components will be displayed. Leaving
the filter blank will show all components.

Select one or more locations from the Location filter drop-down list.
Select one or more sub locations from the Sub Location filter drop-down list.
Enter a name or a partial name of a component in the Name filter.
Select one or more statuses from the Status filter drop-down list.
Select one or more Types from the Type filter drop-down list.
Click the Search button.
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The results of the search are displayed.
.F'IQOME'TT Component Search ,,-.-;&,; P
L : dwt - by L w e . w = kribay
Search J= l = T x|
: P g e
- | [ ™ -
] t E3
L | LY | e | e

oridft: 18F-421

Component Search page

Columns can be moved by clicking and holding on the name of the column then drag and drop to
the chosen location.

A Bell icon “indicates that there is a notification for the component.

A Paperclip icon © indicate there is an attachment to the component

A Checkmark icon ¥ indicates that there is a task available for the component.

The Search Pages section contains additional information about search pages.

Reviewing Component Details

When you click a component name from the Component Search page, the Component Details
page for that component appears. The Component Details page contains a header section and
nine tabs. The nine tabs are Details, Attachments, Instructions, Scan History, Component History,
Transfer History, Work Orders, Checklists, and Map.

e The Header section of the Component Details page displays the Standard Details, the
Component Hierarchy, and the Notes for the component. The Standard Details
provides the name, type, current location, current sub location, status, and parent name
of the component. Components grouped together are called a family. The Component
Hierarchy shows a map of the component’s family. The Notes show any notes attached
to the component and allows entry of new notes.

e The Details tab displays the component details, date the detail value was last updated,
and who did the update. If the detail definition is set to allow editing, the value can be
changed using the inline editing feature.

e The Attachments tab displays any images or attachments that have been associated
with the component or the component type. The attachments tab shows the type of
attachment and if the image will synchronize to the Handheld.
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The Instructions tab displays the instructions assigned to all components, the
component type, or the component.

The Scan History tab displays the history of when the component was scanned, where
the component has been scanned, who scanned the component, what task was used to
scan the component and the Tag ID of the component. The scan history can be
transferred to another component from this tab.

The Component History tab shows the changes made to the component, where the
component was changed, what component detail was changed, the value before it was
changed, the value to which it was changed, who changed the component, and when
they made the change.

The Transfer History tab shows the transfer history of the component, including the
Material Transfer ID, the location the component was transferred from, the location the
component was transferred to, the type of transfer, the shipping reference number of the
transfer, the Attention To of the transfer, who made the transfer, and when the transfer
took place.

The Work Orders tab presents a list of work orders that include the component. It shows
the ID, description, department, due date, priority, and status of the Work Order.

The Checklists tab displays any checklist instances that used the component. It shows
the checklist ID, the name, the assignment, the leader, and the date that the checklist
instance started.

The Map tab displays the GPS coordinates for the component where it was last scanned.

Modifying the Standard Details

After performing a component search, click on the name of the component that is to be modified.

The Component Details page is displayed.

PROMPTT Component Details: BOP Annular 20-AN-4333 ,7 TRIGPOINT T:gT

T Home

iy Standard Detalls ————————————~  “[3 Component Hierarchy ——————— 1| Notes

Hame
Type

ceatian

ncation [Rig £1 Amersham - DT

Parznt Name | Kone

i) assets ¥ B safery v Checklists ~ H Time ~ E Hours Of Service ¥ B8 Admin ¥ kriley | Logout

B Annuler 20-AH-333 BOP Anmular 20-AN-4323
Rig 21 Amersnam

II

Active

upanes [ |

prany| ey | [ar—n | e | —— | — ppe— g

—
{E«al Type: [l w] Display Temptate Details: [] ey T
Detall Current Valoe Previous Valee Last Update Updated By

[Brcum - &l

Pressure: Abowe TSPS] |7ERs 10,2015 KRiey

. K -
Good Minoy KRiey

Good KRiey

£l Accimis

iabar Gauges functianing Minor Eod

310/2015 KRy

Components Detail page
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In the upper left-hand corner is the Standard Details pane. From here, enter a new name, if
needed, or select a new value from the drop-down lists. Click the Update button to save the
change.

A component can be setup with a parent component in the standard details. This is how families
are built. A parent component can also have a parent. The family hierarchy is displayed in the
Component Hierarchy pane to the left of the Standard Details pane.

To enter a note, click on the note and enter the text, pressing the Enter key will save the note.

Creating and Modifying the Details

After performing a component search, click on the name of the component that is to be modified.

The Component Details page is displayed. The details associated with the component are shown
in the Details tab, sorted by Detail Type and then by Detail.

Details " Attachments ” Instractions ” Scan History ” Component History " Transfer History ” ‘Work Drders " Checklists l
{Eﬂai Type: [l w] Display Tempiate Detail [] it sail
Detaill L Current Valee Previous Valee Detall Typeds Last Update Updated By
[Aocum - Alr Pressure Ahowe T5PSI e 03102015 F
Accum - Fluid Level Goad mine najinams KRiley
[Aocu mudator Pump Regulabo Good 03102015 F
(20l Apcumustatar Gauges functioning Minor “[Enad najinams KRiley
Details tab

To limit the details to a specific type, click on the Detail Type filter and select a detail type. To only
display template details, check the Display Template Details box.

Any of the columns can be used to sort the data. Click the column once to sort in ascending
order, click it a second time to sort it in descending order. The arrow to the right of the column
label will indicate the sort order.

Only details that have the editable flag set to “Yes” in the detail definition can be modified. Details
that have this flag set to “Yes” have a small triangle in the upper right-hand corner of the data cell
in the current value column. Click on the data cell that is to be changed, enter the new value or
select a value from the drop-down list, and press the Tab or Enter key to save the change.
Clicking on another data cell instead of pressing the Tab or Enter key cancels the change.

To add a detail, click the Add Detail button

The Add Detail dialog box is displayed.

[ Add Detail @

Flease choose & Detall @

o rl B Clean strainers m

[ —

Add Detail dialog box
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Select a detail from the drop-down list and click the Add button to save the detail and return to the

Details tab, or click the Cancel button to return to the Details tab without saving.

Creating and Deleting Attachments

After performing a component search, click on the name of the component that is to be modified.

The Component Details page is displayed.
Click on the Attachments tab

The attachments associated with the component and component type are displayed.

Detalls || Attachments " Instructions H Scan Histary ” Component Histary " Transfer History H ‘Wark Orders H Checklists ]
Attachments for this Type b g Attached To This Component
attach £ teach 3
Type Symc Ta HH Type Symc To HH
£5-133-33 (2 KB) Othees . %] display-asset (4 KE) Image %]
Attachments tab

To upload an attachment, click the Add icon &2 for the preferred Attachment pane.

The Add Attachments dialog box is displayed.

T )

Upload | Select |
®File:
Broswse
(Max fike size 20HE)
*Mame:
[ |
Type:
[1mage |
Om Hamdheld :
e — y

Add Attachments dialog box

To upload a new attachment, click the Upload tab.
Click the Browse button to select the file to attach.
Enter the Name and select the type of attachment.

Check the On Handheld box if the attachment is to be sent to the Handheld.
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Click the Upload button. Click the Browse button to add another attachment, or click the Close
button to return to the Attachments tab.

The attachment is now associated with the component or component type.
To add an existing image, click the Select tab.

The Select Attachments dialog box displays a list of attachments.

Seleck Attachments

| Search
| Search ¢ | Reset ¥y
i | el P
Page 1 of 4 (40 Bems] { 234
Select Mame s Typeds Filz Mame
D changed the name Doeru miznit signatue 1 jpg
D shift pver ime Doscumenk shift over ime-docx
[l 30" drill collar Image 30" drill collar_jog
(] 4 inch drill coliar Tmage: 4 inch drill collar jpg
[l ackd ftem imw Image zdd tem Ime PRG
(| baskCLImportSaL Image naskCLImportSOL bt
D Bushing Trmasige: Bushing.|pg
(] Bushing Tmage: Bushing.|pg
[l casing Image casing.jog
D casing 2 Image casing 2.pg
Page 1 of 4 (40 Bems) 1234
attach ™
~ +

Add Attachments dialog box - Select

Use one or more of the following filters to determine the attachments to be displayed: Name,
Type, or Filename. Leaving the filters blank will display all attachments.

Click the Select box for any attachments on the page that are to be added to the component or
component type, and click the Attach button. Each page of attachments must be entered
separately. Once all of the attachments are added, click the Close button to return to the
Attachments tab.

The attachment is now associated with the component or component type.

The checkbox to Synchronize to the Handheld can be modified in the Attachments for this Type
pane or the Attached to This Component pane. If the box is checked, the image will be sent to the
Handheld. If it is unchecked, the image will not be sent. Please note that the size of the images
that can be synchronized to the Handheld is user defined in the Control Table.

To delete an attachment, click the Delete icon Ed to right of the attachment.

Scan History tab

After performing a component search, click on the name of the component that is to be modified.

The Component Details page is displayed.
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Click on the Scan History tab.

Details ” Attachments “ Instructions H Scan History ” ‘Component History H Transfer History “ Work Orders ” Checklists “ Map I

[ search p» [ Reset 9 [ Export | I
i I | Il I ILI -1
Page 1 of 10 (97 items) 123456 p bW
Date Location Userss Scan Skipped Task Profile Tag ID
05/02/2015 03:37:28 PM | 010 Rig Phoenix Karen Riley 0x160a210363f31460
05/01/2015 01:34:17 PM |010 Rig Phoenix Karen Riley 0xe00401002f21ef24
05/01/2015 01:27:07 PM |010 Rig Phoenix Karen Riley 0xe00401002f21ef24
05/01/2015 01:23:02 PM | 010 Rig Phoenix Karen Riley 0xe00401002f21ef24
Scan History tab

Use one or more of the following filters to limit the number of components to be displayed: Date,
Location, User, Scan Skipped, Task Profile, or Tag ID. Leaving the filters blank will select all scan
history.

Click the Search button to perform the search.

The results matching the search criteria will be displayed.

To clear the filters and return to the original results, click the Reset button.

To export the data displayed on the page to an Excel file format, click the Export button.

Any of the columns can be used to sort the data. Click the column once to sort in ascending
order, click it a second time to sort it in descending order. Columns that have been used to sort
the data will display an up or down arrow to the right of the column label.

Reassigning Scan History
From the Scan History tab, click on the Tag ID that is to be reassigned to another component.
The Component Tag Reassign dialog box is displayed.

[ Companant Tag Reassic (=)

0ld Component: Tag ID: New Component:
TONGS:TOO50 0x160a210363f31460

(“Ressgn g5 | cancel |

Component Tag Reassign dialog box

Click Add icon &4 to select the component to which the scan history is be reassigned.
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The Select a Component dialog box is displayed.
[SelectAComponent @]
» Select a Component
| Search |
sk (e
ol |l -/ - I Il )
Page 1 of 323 (3221 items) 123456 p
Select Component Name £ Type OEM Model Serial Asset ID N

$Riley Test Component$Value
a

Sala Block

O

$Riley Test Component$Value

- Tongs

O

$Riley Test Component$Value

3 Tongs

O

$Riley Test Component$Value

3
L

Tongs

®
O SRiley Test Component3$xxx |Tongs

C’ Eﬁﬂfgogzttbi;\fa\ue a [T

C} *Base o000 Air Dryer Orion Drilling
C} *Base 000X Base Orion Drilling
O |*Base¥00000 Base

O |*BaseXC00XX Base

Page 1 0f 323 (3221 items) 122456 p

Select a Component dialog box

Use one or more of the following filters to limit the number of components to be displayed:
Component Name, Type, OEM, Model, Serial, or Asset ID. Leaving the filters blank will select all
components.

Click the Search button to perform the search.

The system displays the lists of components that match the entered search criteria.

To clear the filters and return to the original results, click the Reset button.

To export the data displayed on the page to an Excel file format, click the Export button.

Any of the columns can be used to sort the data. Click the column once to sort in ascending
order, click it a second time to sort it in descending order. Columns that have been used to sort
the data will display an up or down arrow to the right of the column label.

Click the radio button for the component and click the Select button to select the component, or
click the Cancel button to return to the Component Tag Reassign dialog box without selecting a
component.

After selecting a component, click the Reassign button to reassign the scan history to the
selected component. The scan history for the selected Tag ID will be removed from the original
component to the new component. The Cancel button can be clicked to return to the Scan history
tab without reassigning the history.
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Material Transfers

Transfers are used to move components, inventory, and non-inventory items in and out of
locations and record their specific movements.

Material Transfer Type

Material Transfer Types are used to define the different types of transfers that the PROMPTT®
System supports. The Material Transfer Type is maintained in the primary lists. The Material
Transfer Type determines if a transfer is a ship or receive, if the transfer will go directly to the
destination or go to In Transit location, if the user will be prompted to assign a parent to a
component, if multi scan is used, and if certification checks will take place.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Material Transfer Type in the Type drop-down list.

PROMPTT Primary Lists w@rmepomr

M Home & Assets v (B Time v (B Hours Of Service v B admin v RHIGIQ. v gbecerra Lagout
Primary Lists

Type: | Material Transfer Type

Add Material Transfer Type

1D | Name Type | Component Status | Display | Send To ination | Parent C Assign | Enter SKU | Multi Scan | Cert Check | Allow Exp | Location Type-]
-3 |Component Update Other N N N N N N [ All
-2 | Receive at Rig Receive/ Y Y ¥ N N N u All
Iﬂ 8 Raceive at Dectination Receiva Y Y ¥ N N N i All
-1 |Send Send N N N N N N Y Al
E3 |11 |Send for Repair Send Y Y N N N N Y All
-4 | Stock Take Other Y N N N N N A All

Primary Lists page — Material Transfer Type

Click the Add icon for Material Transfer Type.

The Add Material Transfer Type dialog box is displayed.
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[ Add Material Transfer Type @]
HName:
[ |
Type: Component Status:
[ Other v | | Adtive v |
Display: Send To Destination:
Ly vl Ly v
Parent Component Assign: Enter SKL:
[¥ v [r v
Multi Scan: Cert Check:
[ o v [n v |
Allow Exp: Location Type:
[y v [an v |

Add Material Transfer Type dialog box

Enter the following information.

Name The name of the transfer type as it will appear when entering a transfer on the
Handheld or in the web application. Enter a Name of up to 50 characters.

Type The type of transfer. Select Send, Receive, or Other from the drop-down list.
Optional.

Component Status The component will be updated to this status when the transfer is
processed. Select a component status from the drop-down list.

Display Determines if the transfer type will be displayed in the Material Transfer Type
drop-down list when creating a transfer. Select Y for Yes, or N for no from the drop-down
list, this will default to Y.

Sent to Destination Determines if the components or inventory items will be transferred
directly to the destination, or if they will be transferred to the In Transit Location.

When this is set to N, the components will be transferred to the In Transit location and the
item will be moved to the Sent Quantities of the source location when on a Send transfer.
On a Receive Transfer, the component will be moved from the In Transit location and the
items will be moved from the Sent Quantities of the source location.

When this is set to Y, the components will be transferred directly to the destination
location and the items will moved directly to the available or unavailable quantities of the
destination location when on a Send transfer. On a Receive transfer, the components will
be moved directly from the source location to the destination location and the inventory
items will moved to the available or unavailable quantities at the destination location.

Select Y for Yes, or N for no from the drop-down list, this will default to Y.
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Parent Component Assign Controls if the user will be prompted to assign the
component to a family when performing a Receive transfer on the web on Handheld
application. Select Y for Yes, or N for No from the drop-down list, this will default to Y.

Enter SKU Reserved for future use.

Multi Scan Determines whether the user will be able to scan components on the
handheld singly or in a group. When this is set to Y, the user will be able to scan
component tags in a group. The user will not be prompted to assign the component to a
family when this is set to Y. When it is set to N the user will only be able to scan
components singly. Select Y for Yes, or N for No from the drop-down list, this will default
to N.

Cert Check Determines if a check of the component’s certification date to ensure it is
within the specified tolerances should be performed in the Handheld applications. When
this is set to Y, a check will be performed. When this is set to N, a check will not be
performed. See Setting up Certification Checks. Select Y for Yes, or N for No from the
drop-down list, this will default to N.

Allow Exp Determines if a component that is has an expired certification can be added to
the transfer. Setting this to Y will allow the component to be added, setting it to N will stop
the user from adding the component to the transfer. Select Y for Yes, or N for No from
the drop-down list, this will default to Y.

Location Type Location types limit the locations for which the transfer type can be used.
Select a location type from the drop-down list, or select All to be able to use the transfer
type with all locations, this will default to All.

Click the Save and Add Another button to add another transfer type, click the Add button to save
the transfer type and return to the Primary Lists page, or click the Cancel button to return to the
previous page without saving any changes.

Material transfer types are modified using the inline editing feature. If the field can be modified, it
will have a small triangle in the upper right-hand corner of the data cell. Click on the data cell that
is to be changed, enter the new value or select a value from the drop-down list and press the Tab
or Enter key to save the change. Click on another data cell or the Esc key to cancel the change.

Ship Via

The Ship Via is used to maintain a consistent list of shipping vendors. Ship Vias are maintained in
the primary lists.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Ship Vias in the Type drop-down list.
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PROMPTT Primary Lists PROMPTT
€8 Home @5 Assets v b safety v [ Checklists v (D Time ~ (B Hours Of Service v [ admin ~ RIGIQ. ~ kriley Logout
Drimary Lists
add Ship via &9
m Ship Via

(%] & Rhino Transport

%] 46 FEDEX

[%] 28 Sunrise Shipping

Primary Lists page — Ship Via

Click the Add icon &d for Ship Via.

The Add Ship Via dialog box is displayed.

: Add Ship Via @]

Ship Via :

| Saveand Add Another || Add || Cancel |

Add Ship Via dialog box

Enter a Ship Via of up to 50 characters.

Click the Save and Add Another button to add another Ship Via, click the Add button to save the
Ship Via and return to the Primary Lists page, or click the Cancel button to return to the previous
page without saving any changes.

Ship Vias are modified using the inline editing feature. If the field can be modified, it will have a
small triangle in the upper right-hand corner of the data cell. Click on the data cell that is to be
changed, enter the new value or select a value from the drop-down list and press the Tab or
Enter key to save the change. Click on another data cell or the Esc key to cancel the change.

Reviewing Material Transfer Information

From the Main Menu, select Assets -> Material Transfers.
The Material Transfer Search page appears.

Use one or more of the filters to determine which of the transfers will be displayed. Leaving the
filter blank will show all transfers for the pre-defined period. For older transfers, see the Reports
section.

Enter a component name or a partial name in the Component/ltem filter.
Select one or more locations from the From Location filter drop-down list.

Select one or more sub locations from the To Location/Sub Location filter drop-down
list.
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Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Date filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Select a transfer type from the dropdown list in the Type filter.

Enter a reference or partial reference in the Ref filter.

Enter a name or a partial name in the Attn To filter.

Enter a name or a partial name of a user in the Created By filter.

Select one or more locations from the Current Location filter drop-down list.
Click the Search button.
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The search results are displayed.

PROMPTT
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Material Transfer Search page

The Search Pages section contains additional information about search pages.

Click the ID of a Material Transfer.

The Material Transfer Detail dialog box is displayed.

T 3

o s )
1D Date:
12013 02/10/2015
Diestination Location: Ship Via Motes:
Rig &1 Amersham ups
Attention To: Ship Referenae:
Mike Filbanks TG12-4312
‘Component]s) Status Update: Destination Sublocation:  Sowrce Location:
Auxiliary Brakes:AB-G81 Rig #1 Amersham
BOP - Accumulator:230-028 Rig o2 Cheshire
Item{s): Description: Quantity: Status: Innemtorksd: ‘Source Location:
4 1/2 inch Drill Collar 1 Available Yes Rig #1 Amiersham
Bushing 20 inch 2 Avpilable Yes Rig w1 Amérsham
B inch Drill Collar 1 Unavailable Yes Rig #1 Amiersham

Click a Component Name to view the Component Details page for the component.

Material Transfer Detail dialog box
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Creating a Material Transfer
From the Main Menu, select Assets -> Material Transfers.
Click the Add icon &4 for Add Material Transfer in the upper right-hand corner.

The Material Transfer page is displayed.

PROMPTT Materiol Transfer Fraierornt

Halarisd Trpasler

Material Transfer page

The Transfer number is automatically created using the next up number. This is the unique
identifier for the transfer.

The Date Shipped defaults to the current Date/Time
Select a transfer type.

Select a “Destination Location” from the list of locations in the drop-down list after choosing a
transfer type.

The components and items on the transfer will be moved to this location when the transfer is
completed.

Enter the following information

Ship Via Only for material transfers of type send. Select the shipper from the “Ship Via”
from the drop-down list or click the letter icon £ and manually type in the value. Enter up
to 50 characters.

Attn To Only for material transfers of type send. Enter person to whom the package is
being sent. Enter up to 50 characters.

Shipping Reference # Only for material transfers of type send. It can be used to note
any existing internal shipment reference number. Enter up to 50 characters.

Enter any notes.

To create a material transfers, at least one component, inventory, or non-inventory item must be
added to the transfer. Components can be added to the Material Transfer. To add components to

the transfer, click the Add icon &2 for Add Component.

The Add Component dialog box will be displayed.
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I' Search |
| Search } | Resct 'ﬁ
| | bl -\ =1l II Il Wl =1
Fage: 1 of 2 (11 tems) 1 2
Select | Component Mame.o, Type OEM Mol Sarial Asset ID ‘Stakus Liscation 2,
. . fiian [y g 23 21 A
D Auxllany Brakes: AB-282 Brakes Bilin g X34234234 Ackhe Rig #£1 Amersham
D Eleciric Motar:EM2468101 EMotor Intemational| EM1234891 IEXI4576] 141 Inactive Rig #1 Amersham
|:| Foridifi: 1E2-021 Forklift John Deer 182021 Ackhe Rig #1 Amersham
O - . I Diekroit . all- N oy &1 AmErs
Grerator: 1ad-201 Ganeratos Dekcal 1=907 865 12908758 148-201 Airthe Rig &1 Amersham
D Harness: 124-00% Hernass Apalis 124075 Ackhve Rig #£1 Amersham
|:| Loader 1:86745 Loade: CAT D2SETS 9678 86745 Ak Rig #1 Amersham
D Mazt 1-E Mazt Intemational | abc-123 2930 h01-308 Acthe Rig &1 Amersham
D Mud Pump:MP 1035365 Hud Pump 1365853 1X35985 HPLO39369 Ak Rig #1 Amersham

=
]

1af 2 (11 ems) 1 2 [

) -

Add Components dialog box

The location will default to the user’s assigned location. This can be changed to select
components from other locations.

Use one or more of the following filters to limit the number of components to be displayed:
Component Name, Type, OEM, Model, Serial, Asset ID, Status, or Location. Leaving the filters
blank will select all components for the selected location.

Click the Search button to perform the search.

The system displays the lists of components that match the entered search criteria.

Click the Select box for any components on the page that are to be added to the transfer, and
click the Add button. Each page of components must be entered separately. When all of the
components have been added, click the Close button to return to the Material Transfer page.

The components will be displayed on the Material Transfer page

Assign Parent: Status Update:
=Forklift:182-021 No Parent ~ | [No change

Assign Parent field

When the material transfer type has Parent Component Assign flag set to Y and transfer type is a
receive, a new parent can be assigned to the component at this time. Select a parent from the
drop-down list of the Assign Parent field. The drop-down list will display components that are
already assigned to the receive location.
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A new status can be assigned to the component at this time on transfer types of both send and
receive. Select a status from the drop-down list of the Status Update field. Leaving the Status
Update field blank will keep the component at its current status when transferred.

Components that are part of a family can be received as a single component or the whole family
can be received. After adding the component to the transfer, select the All radio button to receive
the whole family, or select the Selected Only radio button to receive the single component. Only

components in blue will be transferred.

Component(s)

Tank Skid:CD-894 No Change b
Agitator:AGI03 '
*Motor 25 HP:CD339

Transfer: O a () selected Only

Transfer All or Selected Only

When receiving a transfer at a location that has sub locations, the system will require that a sub
location be entered. Select a sub location from the drop-down list of the Destination SubLocation
field.

*Destination SubLocation:
Choose

No Change b

Destination SubLocation field

To delete a component from the transfer, click the Delete icon Ed to the right of the component.

Inventoried items can be added to the Material Transfer. To add items to the transfer, click the
Add icon &2 for Add Inventory Item.

The Inventory Item Entry dialog box will be displayed.

(Lmwentory ttem atry =)
| Smarch
Source Location: RE #1 Amersham w I Eearch } | Reset 4’ |
| -|I -1l 1| I|[ 1| -] |
Page 1 of 1 {5 fems) Add Column B3
Type Description s Avallable Unavailable Unit OFf Measure Transfer Avall Qty Transfer Unavall Oty
Orll Callars 4 1/2 Inch Drill Collar 2 2 Each ]
Ca=ing and Tubing 8 inch Dl Colla 2 a Each
Casing and Tubing Bushing 20 inch o z Each
Casing and Tubing Casing 13 3/8 In 3 Each
Casing and Tubing Casing 4 142 In 2 Each
teme;

Inventory Item Entry dialog box

The source location will default to the user’s location. This can be changed to select items from
other locations.
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Use one or more of the following filters to limit the number of items to be displayed: Category,
Type, Description, Available, Unavailable, Unit of Measure, Transferred Avail Qty, or Transfer
Unavail Qty. Leaving the filters blank will select all items for the selected location.

To see item details on this page, click on the Add icon &4 for Add Column.

The Search Columns dialog box is displayed with a list of detail definitions that are assigned to
items.

[ Search Colamns [E]]
Figame select one aor mars dataiks
IDI ;:Irl.:"'l I; escription
a I'.I y 10
CIEM P
[ Frefermed venda

Search Columns dialog box

Select one or more of the details to be shown.

Click the OK button to add the details to the Inventory Item Entry dialog box or click the Cancel
button to return to the Inventory Item Entry dialog box with no changes.

The columns are added to the dialog box. They will show any data that has been entered for the
detail. Use the horizontal scroll bar to move back and forth across the page.

These details can be used as search criteria.
Click the Search button to perform the search.

The system displays the lists of items that match the entered search criteria and have a positive
value for Available, Unavailable, or the Sent status at that location, or have the Always Display
flag set to “Yes”.

Use the inline editing feature to add items to the Material Transfer. Click on the data cell that is to
be changed, enter the new numeric value, and press the Tab or Enter key to save the change.
Click on another data cell instead of the Tab or Enter key to cancel the change. The number must
be positive and will accept up to two decimal places. For material transfers of type send, the
shipment amount cannot be greater than the inventory at the location.

Click the Done button to add the items and return to the Material Transfer page, or click the
Cancel button to return to the Material Transfer page without adding any items. Iltems can be
removed from the transfer by clicking the Delete icon Ed to the right of the item.

Non-inventoried items can be added to the transfer. This is accomplished by clicking the Add icon
&4 for Add Non-inventoried Item.

The Add Non-inventory Item dialog box is displayed.
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*Description:
*Ciuzntiby

*Soarce Location:

|Rig &5 Essex |

| save and add ancther || save || cancel |

Add Non-inventory ltem dialog box

Enter the following information

Description The description of the non-inventory item. Enter up to 50 characters.
Quantity The quantity to be sent or received. Enter up to a 20-digit whole number.

Source Location The location from which the item is being sent. Select the location from
the drop-down list for Source Location.

Click the Save and Add Another button to save the non-inventory item to the transfer and add
another non-inventory item, click the Save button to add the non-inventory item, or click the
Cancel button to return to the Material Transfer page without adding a non-inventory item. Non-
inventory items can be removed from the transfer by clicking the Delete icon Ed to right of the
non-inventory item.

Click on the Transfer button to complete the transfer.

User Guide - PROMPTT® System 40|Page




TRIG
s O

L U

POINT
T N S

|
o

The Material Transfer Summary dialog box is displayed.

[Tﬂlsﬁ!rsduﬂhad

Submitbed:
Complated:
Transfar ID:
Type:
Destination:
Ship Via:
Aftention To:
Ship Reference:
Components[1]:

Tkern(s)[3]:

Casing 13 3/8 in[2]
Casing 4 1/2 in[1]
4 inch screw[3]

2{10f2015 2:51:05 PM
2{10f2015 2:51:19 PM
12015

Send

Rig #1 Amersham
FEDEX

Samual Berbar
TG-1234

*BOP - Accumulator:230-028

Status:
Available

Unavailable

Inventoried:
fes
fes

No

Source Location:
In Transit

Source Location:
Rig #1 Amersham
Rig #1 Amersham
Rig #5 Essex

(o)

)

Material Transfer Summary dialog box

Click the OK button to return to the Material Transfer Search page.

To print a hard copy of the material transfer, click on the printer icon at the top right of the
material transfer dialog box.
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Setting up Certification Checks

Companies need the ability to catch possible certification violations as the components are being
transferred. The PROMPTT® System has the ability to check a component’s certification date on
the Handheld to ensure it is within the specified tolerances and allow the component to be found
and removed from the transfer.

Setting up the Control Table

The control table has two values that are used with certifications. A minimum of one of these
values must be setup for certification checks to be performed. If both are setup, it will use the one
that calculates the earliest day for the certification warning to be displayed.

CertificationThresholdDays Determines the date the certification warning will be
displayed by subtracting this value from the certification due date. Enter a numeric value
between 0 and 365.

Example:

Control Table: Certification Threshold Days = 31

Component A:

Last Cert Date = 2/28/2014

Cert interval = 365

2/28/2014 + 365 = 2/28/2015

The next certification is due on 2/28/2015

2/28/2015 — 31 days = 1/28/2015

The certification warning will start being displayed on 1/28/2015

CertificationThresholdPercent Determines the date the certification warning will be
displayed by multiplying this value with the certification interval of the component.

Example:

Control Table: Certification Threshold Percent = 8

Component A:

Last Certification Date = 2/28/2014

Certification Interval = 365

The next certification is due on 2/28/2015

2/28/2015 — (365*.08) = 1/29/2015

The certification warning will start being displayed on 1/29/2015

Setting up the Components

For the system to check a component’s certification, the component must have three specific
component details assigned to the component. See the Creating and Modifying the Details
section for instructions on how to add details to a component.

These details must have Detail to Handheld flag set to Yes. See the Creating and Modifying a
Component Detail section for instructions on how modify component details.
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Certification Interval The number of days between certifications. Enter a numeric value
between 0 and 365.

Certification Required Determines if the component should have a certification check
performed when it is being transferred. Set this value to Y to have the certification check
performed for the component. Set it to N to not have the check performed for the
component.

Last Certification Date The date that the last certification was performed. Select a date
from the calendar.
Setting up the Material Transfer Type

A material transfer type has to have two fields set for a certification check to take place. See the
Material Transfer Type section for instructions on how to modify a material transfer.

Cert Check Determines if the certification check should be performed for this type of
material transfer. Set this field to Y to perform a certification check and give a certification
expired warning anytime a component with an expired certification is added to the
transfer. Select Y or N from the drop-down list.

Allow Exp Determines if components with expired certifications are allowed to be added
to this type of material transfer. Set this field to N to prohibit components with expired
certifications being added to the transfer. Set this field to Y to allow the override capability
of adding components with expired certifications.

Please note that Handhelds have to be on the heavy publication in order to perform the check on
components not at the handheld location.
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Operating Days

Through an API link to the Electronic Drilling Record (EDR), the PROMPTT® System can update
specific details of locations. These location details are then used to update component details.
This feature facilitates the maintenance of the component certifications. It allows managers to see
the changing information on a daily basis. It can be used to send notifications based on user-

defined parameters.

Reviewing Operating Days

From the Main Menu, select Assets -> Operating Days.

The Operating Days page is displayed.

PROMPTT

Operating Days: 010 Rig Phoenix

PROMPTT

P Home (G Assets v & Safety ~ [O] Checklists » (5 Time v [ Hours Of Service v [ Admin ~  RIGIQ. ~ kriley Lagout
- il Standard Dperating Information ~ /iy Additional Operating Information
Locatian m
Detall ‘Current Value Previous Walue Last Update Updated ]
Wil Hame —
- el Orng et ]
Ny = ——
R I Wl Job Start Date 0032015 11/14/2014 312/ 2015 iy
Wl Jobs Time
Tatal Op Days | .
’ (13,
5 On weil 13 wall Type wertical Harkontal AE1EE015 b by
Last Upcated 1272015 2:39 PM Time Code 00 {Rig Up/Dowin) 16. 00 0303/ 2015 System
Time Code 02 {Driling) 27,00 3o 2005 Eystom
Actie Days Since Last Update to be added ta i 1 -
18 Tl Code 03 (R 55.00 (03033015 Syst
the cperating days upon Update: ime Code B2 {Reaming} — yatem

Time Code 04 {Coring )

Time Code 0% {Condibion & Ciroulate) 85.00 a3pn3za1s System
|" update . \J Time Code 0& {Trips) 11.00 a3fnaza1s System
e - Time Code 07 {Lubricate Rig) 16.00 03/03/2015 System

Time Code 08 {Repalr Rig) 27.00 as/n3/za1s System

Opersting Days Beport: Time Code 0% (€40 Deill Line) 5.00 a3/o3/ 2015 System

Time Code 10 { Deiation)

Time Code 11 {Winsine Log) 0.50 a3po3/za1s System

Time Code 12 {Run C5G & Cenment) 111.50 3033015 System

Time Code 13 {Wailt an Cement} 14.50 0303/ 3015 System

Time Code 14 {Mipple Up BOP) 16.50 (03032015 System

Time Code 15 {Test BOP) 2150 a3/n3 /a1 System

Time Code 18 {Drill Stem Test) 11.00 a3/aa/za1s System

Time Code 17 {PlagBack) 2.50 03/03/2015 System

Time Code 18 {Squeeze Cement)

Time Code 19 {Fshing)

Time Code 20 (DIR Work) 2.00 03/03,/2015 System

Time Code 21 156.00 (0303 3015 System

Time Code 22

Time Code 23 =.50 03/03,/2015 System

Time Code Tatal 1518.000 (03032015 System

lly Comp o g Informaticn

Order | Mame Current Gperating Days Certification Inberval I.ld:MlHj
DOGHOWSE TRAILER: 167-932
HAusilliary Brakes:AB-382

BOF - Annular-0312-869

Alrdyne: AD-392 12345

-Hamsessz 124-026

Crown: 135-896 200

13 W 1148-202 s 0206201 4

Operating Days page

The Operating Days page contains three panes. The three panes are Standard Operating
Information, Additional Operating Information, and Component Operating Information.
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e Standard Operating Information provides the well name, spud date, release date, total op
days, days on well, last update, Active days since last update to be added to the
operating days upon update, type, current location, current sub location, status, and
parent name of the component. There is a link to the Operating Days report.

e Additional Operating Information provides the well information received from the EDR,
including International Association of Drilling Contractors (IADC) codes. The current
value, previous value, last updated date, and who updated it are displayed.

e The Component Operating Information pane will show the current operating days, the
certification interval, and the last certification date for the components at this location. For
a component to be displayed in this pane, the component detail “Track Operating Days”
must be added to the Component and set to a “Y”.

Modifying Operating Days

Standard Operating Information pane

The information in the Standard Operating Information pane can be changed.

Well Name The name of the well. Enter a well name of up to 50 characters.
Spud Date The date that well was spudded. Select a date from the calendar.
Release Date The date that the well was released. Select a date from the calendar.

Total Ops Days The total number of operating days. Enter a number between 0 and
100,000.

Active Days Since Last Update to be added to the operating days upon Update The
default days to be applied to the components. Enter a number between 0 and 10,000.

Click the Update button to change the data.
The Operating Days Report can be run for the location from this pane.

Click on the blue link labeled Operating Days Report.

Additional Operating Information pane

The Additional Operating Information pane can be modified using inline editing. The data cells
that have a small triangle in the upper right-hand corner can be changed. Click on the data cell
under Current Value that is to be changed, enter the value or select a value from the drop-down
list and press the Tab or Enter key to save the change. Click on another data cell instead of the
Tab or Enter key to cancel the change.

The data that is changed here will update the location details.

Component Operating Information pane

The left-most column can be used to determine what order the components will be shown in this
pane
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Inventory

Inventory management in the PROMPTT® System is used to track inventory, spare parts, and
high volume, low value consumable items. These items have attributes that make them
unsuitable for traditional asset tracking systems, yet it is important to have visibility of their use,
location, and counts. Items can have an unlimited amount of user created details against them.
Items are created easily and consistently with the use of templates. Items are able to have
images and attachments associated with them.

Reviewing Inventory

From the Main Menu, select Assets -> Inventory.

The Inventory page is displayed.

To see inventory by a location type, select a type from the Location type filter.

To see inventory by a location group, select a group from the Location group filter.

Use one or more of the filters to determine which of the items will be displayed. Leaving the filter
blank will show all items.

Select one or more categories from the Category filter drop-down list.
Select one or more item types from the Item Type filter drop-down list.
Enter a description or partial description of an item in the Description filter.

Enter a whole number in the Available Qty filter. The less than, greater than or equals
symbol can be used in conjunction with the value.

Enter a whole number in the Unavailable Qty filter. The less than, greater than or equals
symbol can be used in conjunction with the value.

Enter a whole number in the Sent Qty filter. The less than, greater than or equals symbol
can be used in conjunction with the value.

Select a unit of measure from the Unit of Measure filter drop-down list.

Enter a whole number in the Item Reorder Qty filter. The less than, greater than or
equals symbol can be used in conjunction with the value.

Click the Search button to display the results of the search. The available, unavailable, and sent
guantities shown on the Inventory page are the sum of the quantities available for the locations
and filters selected.
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PROMPTT Inventory ;ﬂrmarm NT TEST
/l\llo.'.'.c G Assaets ~  £58 Safety hecklists ~ . Time ~ (& Hours Of Service ~ [ Admin ~ kriley | Logout
- | EEEohh——_—_—_=.~. . [ My Searches |
[ | search P |
P — C— p
Locaton G o expot [
| [ =1L -1l Il Ll Ll 1 L
. ms) 12 Add Calumn [[J
Category b | Ttem Type Ed oy Ed oty bd [sentgty EJ | unitofmeasure EJ | 1tem Recrder oty &

4 1/2 Inch Drill Collar E 3 1 Each

Irwenkary Casing and Tubing (8 inch Dl Collar 2 1 o Each

Casing and Tubing |Bushing 20 inch 2 2 2 Exch

Irwenkary
-

Casing and Tubing |Casing 13 3/4 in 5 1 o Each

Inventory page

Columns can be reordered by clicking and holding on the name of the column then dragging and
dropping to the chosen location.

To see any notifications for the item, click on the Bell icon &, To see any notes for the item, click
on the Notes icon . Any item that has an attachment will display the Paperclip icon

The Search Pages section contains additional information about search pages.

Reviewing Inventory Details

When you click the description of an item from the Inventory page, the Inventory Detail page for
that item appears. The Inventory Detail contains a header section and three tabs. The three tabs
are Location Inventory, Details, and Attachments.

e The Header section of the Inventory Detail page shows the standard details for the item,
the primary image, and any notes associated with the item.

e The Location Inventory tab displays the current inventory broken out by location and
status. Location quantities can be modified here.

e The Details tab displays the details for the item. If the detail definition is set to allow
editing, the value can be changed here using inline editing.

e The Attachments tab displays any images or attachments that have been associated
with the item, if the image is the primary image, and if the attachment will synchronize to
the Handheld.

Modifying the Standard Details

After performing an inventory search, click on the name of the item that is to be modified.

The Inventory Detail page is displayed.
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r Back Ta Search ‘ ] '
M rome () Assets v @B safery v [F] checklists ¥ (B Time v (B Howrs Of Service ¥ BB Admin ¥ fherolinl | Logout

Details

*Description: *Category:
IImnnml\-
(8 Li2 inen Dril Callar
*Item Type:
[l Eollars
*Unit Of Measwre:
= [+]
*Item Reorder Qiy:
[z ]
med Comiponent Types: *Always Display: *Tag Locatiom:
-] [pace ]
Update . ]
Location Inventary ” Details U Attachments ]
| search
[ 1| | 1| | L
Page 1 of 1 (3 items) #dd Location Inventery [0
Location 2 Avallable Qty Unavaltable Qty Sant Qty Location Item Reorder Quantity
Rig 21 Amersham 2 2 1
Fig #3 Devan E] 1 ] 2
Rig &6 Cramiey o o

Inventory Detail page

The upper pane is the Standard Details pane. From here, you can enter a new value in one of
the standard detail fields. Click the Update button to save the change.

To enter a note, click on the box at the bottom of the pane and enter the text. Pressing the Enter

key will save the note.

Modifying the Location Inventory

After performing an inventory search, click on the description of the item that is to be modified.

The Inventory Detail page with the Location Inventory tab selected is displayed.

Location Imventory ” Details U Attachments. ]

[ Search |
[T D) TR O srevores |
|

] | I | L
Fage 1 of 1 (4 ibems) #dd Locatian Inventory 3
Location .., Avallabie gty Unavallable gty Sent gty Location Item Reorder Quantity
Rig #1 Amarsham 2 2 1 1
Rig #2 Chashire 3 7 o s
Rig 23 Devan 3 1 [ 3
Rig #& Crawiey 15 o o 1

Location Inventory

Locations that have inventory for the item are shown. Any locations that are below the reorder
guantity for either Available or Unavailable status of the item will display the quantity in red.
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One or more of the filters can be used to limit the items displayed: Location, Available Qty,
Unavailable Qty, Sent Qty, or Location Item Reorder Qty.

The Show Needing Reorder box can be checked to show only locations where the item have an
inventory below the Location Item Reorder Quantity. Leaving the filters blank will select all
locations.

The Available Quantity, Unavailable Quantity or the Location Item Reorder Quantity can be edited
using inline editing. Click on the data cell that is to be changed, enter the numeric value and
press the Tab or Enter key to save the change. Click on another data cell instead of the Tab or
Enter key to cancel the change.

To add inventory to a location, click the Add icon &4 for Add Location Inventory.

The Add Location Inventory dialog box is displayed.

[hsetecmen oo o)

*Lowartion:
Feig #4 Burford v |

*Availables ity

[0 |

"Umawailable Cty:
[o |

*Location Ibem Recrder Juamtity:

[z |

Add Location Inventory dialog box

Enter the following information
Location The location to which the inventory is being added. Select a location from the
drop-down list.

Available Qty The quantity that will be available for use at the location. Enter a humeric
value with up to two decimal places.

Unavailable Qty The quantity that will be unavailable for use at the location. Enter a
numeric value with up to two decimal places.

Location Item Reorder Quantity The quantity at which the item should be reordered for
this location. This will default to the value setup in the Item Reorder Qty in the Master
Item. Enter a whole number.

Creating and Modifying the Details

After performing an inventory search, click on the description of the item that that is to be
modified.

The Inventory Detail page is displayed.

Click on the Details tab

User Guide - PROMPTT® System 49|Page




TRIGPO
s O T

L U

NT
N S

|
o

The details associated with the item are displayed, sorted by Detail Type and then by Detail.

Location Inventary H Details H Attachments l

[w;i Type: [All w] Dbpizy Tempiate Detaiis: ] ™ aad +

Detall 2 Current Yalue Freviows Value Detall Type.s Updates Updated By

Mo Maste

m Master
OEM UFC ¥ N Mo Mt
Prefermed Vendor ABC Companry e Mas

Industry 10 DR-3455 e

Fablan Berolinl

ter Fablan Berolini

Details tab

To limit the details to a specific type, click on the Detail Type filter and select a detail type.
Checking the Display Template Details box will show only the details that were part of the
template.

Any of the columns can be used to sort the data. Click the column once to sort in ascending
order, click it a second time to sort it in descending order. The arrow to the right of the column
label will indicate the sort order.

Only details that have the editable flag set to “Yes” can be modified. Details that have this flag set
to “Yes” have a small triangle in the upper right-hand corner of the data cell in the current value
column. Click on the data cell that is to be changed, enter the new value, or select a value from
the drop-down list and press the Tab or Enter key to save the change. Click on another data cell
instead of the Tab or Enter key to cancel the change.

To add a detail click the Add Detail button
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The Add Detail dialog box is displayed.

[_aaa peran [

Add Detail dialog box

Select a detail from the drop-down list and optionally enter a value for the detail.

Click the Save button to save the detail and return to the Details tab, or click the Cancel button to
return to the Details tab without saving.

Creating and Deleting Attachments

After performing an inventory search, click on the name of the item that is to be modified.
The Inventory Detail page is displayed.
Click on the Attachments tab

The attachments associated with the item are displayed.

Location Imventory ” Details H Attachments ]

Attackments

attach [0

Type Syne To HH Primary

display-axsat (4 KB) Image O ] X}

*Only Images smalker than 150 KB can be synced ta HandHeld

Attachments tab
To upload an attachment, click the Add icon &2 for Attach in the upper right-hand corner of the
Attachments pane.

The Add Attachments box is displayed.
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Add Attachments dialog box

To upload a new attachment, click the Upload tab.

Click the Browse button to select the file to attach.

Enter the Name and select the type of attachment.

If the attachment is an image that is to be synchronized to the Handheld, click the On Handheld

box.

Click the Upload button.

Click the Browse button to add another attachment or click the Close button to return to the

Attachments tab.

The attachment is now associated with the item.

To add an existing image, click the Select tab.

The Select Attachments dialog box is displayed with a list of attachments.
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[l Bushing Image: Bushing.|pg
(] Bushing Image: Bushing.|pg
[l casing Image casing.jog
(| casing Image «casing 2.|pg
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e

Add Attachments dialog box - Select

One or more of the filters can be used to limit the number of attachments displayed: Name, Type,
or Filename. Leaving the filters blank will display all attachments.

Click the Select box for any attachments on the page that are to be added to the item, and click
the Attach button. Each page of attachments must be entered separately. Once all of the
attachments are added, click the Close button to return to the Attachments tab.

If the attachment type is an image, there is an option in the Attachments pane to select the image
as the Primary image for the item. A primary image will display on the Inventory page and on the
Location Inventory page.

The checkbox to Synchronize to the Handheld can be modified in the Attachments pane. If the
box is checked, the image will be sent to the Handheld. If it is unchecked, the image will not be
sent. Please note that the size of the images that can be synchronized to the Handheld is user
defined.

To delete an attachment, click the Delete icon Ed to right of the attachment.
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Tasks

Tasks are any type of work or activity that needs to be performed, from daily checks to monthly
maintenance to safety meetings. Tasks can be scheduled at any interval and optionally assigned
to a specific user type or skill level. A task list is completed on a handheld device or on the
website. To create a task, please see the Setting up Tasks section.

Reviewing Tasks Lists

From the Main Menu, select Assets -> Tasks.
The Task List Search page appears.

Use one or more of the filters to determine which of the tasks will bed displayed. Leaving the filter
blank will show all tasks.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Enter a task name or partial task name in the Task List filter.
Select one or more locations from the Location filter drop-down list.
Select one or more types from the Type drop-down list.

Select one or more statuses from the Status drop-down list.

Select one or more priorities from the Priority drop-down list.

Check the radio button for Equal To, Before, or After and select a date from the calendar
in the Expires filter. Leaving all the radio buttons blank will use equal as the operator for
the filter.

Check the radio button for Equal To, Before, or After and select a date from the calendar
in the Created filter. Leaving all the radio buttons blank will use equal as the operator for
the filter.

Enter the percent in the Pct filter.

Check the radio button for Equal To, Before, or After and select a date from the calendar
in the Due filter. Leaving all the radio buttons blank will use equal as the operator for the
filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Selected filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Enter a user name or partial user name in the Selected By filter.

Click the Search button to execute the search.

The search results are displayed.
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To cancel a task, click the Delete icon Ed to the left of the task list. Only tasks that have not
expired and have not been completed can be cancelled.

The Search Pages section contains additional information about search pages.

Completing a Task on the Website

Tasks are completed on the Handheld or the website.
After performing a task search, click on the name of the task list that is to be completed.

The Tasking page is displayed with the task and all of its components.
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In the main pane on the right, click on the component that is to be worked.
The component is expanded to show all the plan groups under it.

If the group cannot be completed, click on the Reject icon @.

A list of reject codes is displayed.

Select a reject code to reject the group, or click the Back button to return to the top of the group
without making any changes.

If the group is to be completed, click the group that is to be worked.
Groups that do not have confirmation text set up will display the instructions.

Groups that have confirmation text setup will display the confirmation text as a question. The
Accept text and the Decline text will display as answer buttons.

To return to the groups without answering the question, click the Decline text button.
To start the group click the Accept text button, and the instructions will be displayed.
The Back button can be clicked to return to the previous page.

Click on the information icon & to see the display text from the instruction.

Click on the image icon = to see the image associated with the instruction.
Click on the Close button to close the image.

If the instruction cannot be completed, click on the Reject icon @,

A list of reject codes is displayed.

Select a reject code to reject the group, or click the Back button to return to the top of the group
without making any changes.

Click the instruction to be completed to answer each instruction individually, or click the Select All
button to have each of the instructions prompted in sequence.

The system will display the first instruction as a question with the answers shown below the
question.

Answer the question for the instruction.

Depending on how the plan is setup in the system, either click on the second instruction or
answer the sub-instruction.

Answer all the instructions and sub instructions until the group is complete. Repeat this step until
all the groups have been completed. If there is more than one component for the task, repeat the
process until all of the components have been completed.

The Back button can be clicked at any time to return to the previous page.
Once all of the instructions have been completed, click the Back to Search button to return to the

Task List Search page.
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The task status will display as completed.
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Work Orders

Work Orders are used to track required repairs at a particular location. There are multiple ways of
creating Work Orders.

o Work Orders are created by the system as a deficiency Work Order via tasking or a task
can be created to schedule a Work Order.

e Work Orders are created manually by the user on the website or the handheld.

Reviewing a Work Order

From the Main Menu, select Assets -> Work Orders.
The Work Orders page is displayed.

Use one or more of the filters to determine which of the work orders will be displayed. Leaving the
filter blank will show all work orders.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Select one or more locations from the Location filter drop-down list.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Due filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Select one or more priorities from the Priority filter drop-down list.

Enter a description or partial description in the Description filter.

Select one or more types from the Type filter drop-down list.

Select one or more departments from the Department filter drop-down list.
Select one or more areas from the Area filter drop-down list.

Select one or more statuses from the Status drop-down list, or take the default of Hold
and Open. Select All to see all work orders with any status.

Click the Search button.

The search results are displayed. Any overdue open work orders will have the due date displayed
in red. Any critical work orders will have the priority displayed in red.
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Work Orders page

To only see overdue Work Orders, click the Overdue button.
Only work orders that have passed their due date are displayed.

To create a printable PDF file of the Work Order, click the Select box for the Work Orders to be
printed, and click the Print button.

The system will prompt to Open, Save, or Cancel the print file. Click the Open button to view the
print file in a PDF format, click the Save button to save the print file in the Downloads directory, or
click the Cancel button to cancel the operation.

To close a work order from the Work Order page, click the check icon ¥ to the left of the Work
Order. If all the information required to complete the Work Order has been entered, the Work
Order will be set to a Completed status. If the information to complete the Work Order has not
been entered, the Work Order page will be opened and a red warning will be displayed next to
any sections that still require information.

The Search Pages section contains additional information about search pages.

Creating a Work Order

From the Main Menu, select Assets -> Work Orders.

Click the Add icon &# for Add Work Order, located on the right-hand side of the page.

The Create Work Order dialog box is displayed.
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*Description: | |
*Location: [ 010 Rig Phoenix v
*Type: |Select... v
*Dapartment: [Salect... v
*Area: |Select... v
*Due: |
*Priority: | Normal v
Note: | |
Notification Recipients:
Add (3
[ Create Work Order J» j

|:| Immediately Open Work Order

Create Work Order dialog box

Enter the information for the Work Order

Description Enter a description of the Work Order.

Location The Location defaults to the user’s assigned location but can be changed by
selecting another location from the drop-down list.

Type The type is used to group work orders together for reporting purposes and is used
in RIGIQ reporting. Select a work order type from the drop-down list.

Department Select a Department from the drop-down list.
Area Select an Area from the drop-down list.

Due Date Select a Due Date from the calendar.
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Priority The Priority defaults to Normal but can be changed by selecting another priority
from the drop-down list. A priority of Critical will have the priority in the Work Order page
colored in red.

Notes Optionally enter any Notes in the note entry area.

Notifications Below the Notification pane, to the right, click the Add icon &4 for the
Notification pane to add notification recipients.

The Add Notification Recipient dialog box is displayed.

Email Address: User:
I | oR Selact... v

(i) (et

Add Notification Recipient dialog box

To add a notification recipient, enter an email address or select a user from the drop-
down list and click the Add button. To add another person to be notified, click the Add
icon again.

The mandatory fields are denoted with an asterisk (*) and require information to be entered in
order to create the Work Order.

Additional information can be added to the work order by clicking the check box next to
Immediately Open Work Order.

Click the Create Work Order button.

The work order is created. The Work Order ID is automatically created using the next up number.
This is the unique identifier for the Work Order.

The Current Status will always be Open for new work orders. The status will be changed as the
work order is processed through the system.

If the Immediately Open Work Order box was not checked, the Work Orders page will be
displayed.

If the Immediately Open Work Order box was checked, the Work Order Detail page is displayed.
Follow the instruction in Modifying a Work Order in the next section to edit any of the displayed
information.
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Are: [Caher ~] “nue: [7ray2015 | Friority: [Hormal -]
Assigned To: [Select... ~| Completed: Completed By:
Appraved: Approved By: tost [ |
Department: [Hone ~]
acd
; Comp « rAttachments & Links
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%]
Ak Aecd Add
L Steps
Cost Timne: {[HH: MM ) Done Remowve
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I.
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Work Order Detail page
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Modifying a Work Order

When you click a work order description or status from the Work Orders page, the Work Order
page is displayed. The Work Order page contains eight panes. The eight panes are Detalils,
Notification Recipients, Components, Attachments and Links, Completion Steps, Items, Notes
and Audit Log, and Invoices. The order of the different panes are user defined and are setup in
the Control Values.

The Details pane displays the work order header information; this includes the
description, department, area, due date, priority, work order details, the user the work
to which the work order is assigned, the completion and approval information, as well
as the status. Both the date and user who completed or approved the work order are
updated automatically by the system at the time the work order status is changed.

The Notification Recipients pane displays any users or email addresses that are to
be notified about the work order. Any user listed here will have an email sent to them
whenever the subscription is activated.

The Components pane shows any components that have been associated with the
work order.

The Attachments and Links pane displays any images, attachments, or links that
have been associated with the work order.

The Completion Steps pane displays any labor to be used on the work order.

The Items pane displays any inventoried or non-inventoried items that have been
planned for use or used on the work order. This pane will only be displayed if the
environment has the Inventory module turned on.

The Notes and Audit Log pane displays any notes that have been entered for the
work order as well as the status changes the work order has gone through.

The Invoices pane displays the information for any invoices that are attached to the
work order.

Adding Work Order Details

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open or Held status can have details

added.

The Work Order Detail page is displayed.

In the lower right-hand corner of the Details pane, click the Add icon &4 for Add Detail.
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Add Detail dialog box

Click on the drop-down list for Detail. Only detail definitions that have been assigned to work
orders in the detail definition are displayed. Select the detail to be added to the Work Order, and
click the Add button. Click the Cancel button to return to the Work Order page without adding a
detail.

The detail is added to the Work Order and defaults to the detail default value.

Modify the detail to the correct value. When the detail definition is set to allow editing, the detalil
can be modified after it is added to the work order.

Click the Update button to save the changes. To cancel the change, click the back icon ** to
return to the Work Orders page without saving the change.

Adding Notification Recipients to a Work Order

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open or Held status can have
notification recipients added.

The Work Order Detail page is displayed.

In the Notification pane, in the lower right-hand corner, click the Add icon &# to add notification
recipients.

To add a notification recipient, enter an email address or select a user from the drop-down list
and click the Add button. To add another person to be notified, click the Add icon again.

Adding Components to a Work Order

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open or Held status can have
components added.

The Work Order Detail page is displayed.

Click the Add icon &4 in the lower right-hand corner of the Components pane to add components
to the Work Order.

The Add Components dialog box is displayed.
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Add Components dialog box

The radio button for This Area Only are checked by default. This can be changed to search All at
Location by clicking the radio button next to the option.

Use one or more of the following filters to limit the number of components displayed: Component
Name, Type, OEM, Model, Serial, or Asset ID. Leaving the filters blank will select all components
for the location.

Click the Search button to perform the search.
The system displays the lists of components that match the entered search criteria.

Click the Select box for any components on the page that are to be added to the work order, and
click the Add button. Each page of components must be entered separately. When all of the
components are added, click the Close button to return to the Work Orders page.

Adding Attachments and Links to a Work Order

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open or Held status can have
attachments and links added.

The Work Order Detail page is displayed.

In the Attachments and Links pane, in the lower right-hand corner, click the Add icon for the
Attachments and Links pane to add attachments or links to the Work Order.
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The Add Attachments dialog box is displayed.

[ 0

Upload " Select ” Link ]
*File
Browse.
(Max file sixe 30HE)
*Hame:
[ ]
Type:
| T o |
Om Handheld @
.
E upioad e |

Add Attachments dialog box

To upload a new attachment, click the Upload tab.
Click the Browse button to select the file to attach.
Enter the Name and select the type of attachment.

If the attachment is an image and is to be synchronized to the Handheld, click the On Handheld
box.

Click the Upload button.

Click the Browse button to add another attachment or click the Close button to return to the
Attachments tab.

The attachment is now added to the Work Order
To add an existing image, click the Select tab.

The Select Attachments dialog box is displayed with a list of attachments.
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Add Attachments dialog box - Select

Use one or more of the following filters to determine the attachments to be displayed: Name,
Type, or Filename. Leaving the filters blank will display all attachments.

Click the Select box for any attachments on the page that are to be added to the work order, and
click the Attach button. Each page of attachments must be entered separately. Once all of the
attachments are added, click the Close button to return to the Attachments tab.

The attachment is now added to the work order.

The checkbox to Synchronize to the Handheld can be modified in the Attachments and Links
pane. If the box is checked, the image will be synchronized to the Handheld. If it is unchecked,
the image will not be synchronized. Please note that the size of the images that can be
synchronized to the Handheld is user defined.

To delete an attachment, click the Delete icon Ed to right of the attachment.
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To add a link
Click on the Add icon in the lower right corner of the Attachments and Links pane.
The Add Attachments dialog box is displayed. Click the Link tab.

T =

o [ | o

Website URL:

Add Attachments dialog box - Link

Enter the URL into the Website URL field.
Click on the Attach button.

Click the Close button when all links have been added to return to the work order.

Adding Completion Steps to a Work Order

Completion Steps are used to track the labor used on the Work Order. To add a completion step
to a work order

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open, Held or Completed status can
have completion steps added. Adding completion steps to a work order will reopen the work
order.

The Work Order Detail page is displayed.
Enter a description of the step in the first field of the Completion Steps pane.
Optionally, enter the Cost and the hours required to complete the step.

When the step is complete, check the Done checkbox to the right of the step. The Work Order
cannot be closed until all completion steps have been checked as being done.

A work order that has been completed can be still have a completion step added to it.

In the pane titled “Step1: Select whether the Procedure has completed”, enter a procedure, and
optionally a cost and a time and click the Add icon &4,

An Add Comment dialog box is displayed.
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Add Comment dialog box

Enter a comment as to why the Work Order is being re-opened and click the Done button.

The work order has an Open status.

Adding Notes to the Work Order

Notes can be added to the work order. The system automatically creates the audit log whenever
a change to the work order takes place. To add a note to the work order

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open or Held status can have notes
added.

The Work Order Detail page is displayed. The View Notes and Status Changes radio button is
marked by default.

In the Notes and Audit Log pane, type the note and press the Enter key.
To view the full Audit Log, click the View All radio button.

The full Audit Log is displayed in the Notes and Audit Log pane.

Adding Inventory to the Work Order

Items are added to the work order by entering an inventoried item in the Tracked Item field or a
non-inventoried item in the Non-tracked field. To add inventory to the Work Order

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open or Held status can have
inventory added.

The Work Order Detail page is displayed.

Use the inline editing feature to add items to the work order. Click on the data cell that is to be
changed, enter the value or select a value from the drop-down list, and press the Tab or Enter
key to save the change. Click on another data cell instead of the Tab or Enter key to cancel the
change.

Inventory Item A drop-down list with all of the items that have an inventory amount
greater than zero at the work order location. Select an item from the drop-down list.

User Guide - PROMPTT® System 69|Page




w _|

RIGPO
O T |

L U

N

|
o N

Non-inventory Item A free-form text field. Enter the non-tracked item that is to be used
on the Work Order. Enter up to 300 characters.

Planned Qty The quantity of the item that it is estimated will be used on the Work Order.
The number must be positive and will accept up two decimal places.

Qty Used This is the actual quantity of the item that is used on the Work Order. The
number must be positive and will accept up two decimal places.

Unit of Measure If this is a tracked item, the field will default to value set up in the item
record. If it is a non-tracked item, select a valid unit of measure from the drop-down list.

Status If this is a tracked item, select the status of the item that is going to be used on
the Work Order. This field is disabled for non-tracked items.

Unit Cost If this is a tracked item, the value will default to the value set up in the item
record. If this is a non-tracked item, enter the dollar value of the item.

Extended Cost This is calculated by the system and is the Qty Used times the Unit Cost.
Click the Add icon &2 to add the item to the work order.
As the item is used on the Work Order, update the Qty Used.

When finished with the item for the work order, click the Used check box to have the system
deduct the quantity used from the location inventory. Marking the work order as Complete will
also deduct the quantity used from the location inventory. Once an item’s used quantity has been
deducted from the location inventory, it is no longer editable.

The Delete icon Ed can be clicked to remove an item from the work order if the used checkbox
has not been checked.

Adding Invoices to the Work Order

Invoices associated with the Work Order can be uploaded. A control value determines if invoices
are required prior to completing a work order.

After performing a work order search, click on the description or the status of a work order to
open the Work Order page. Only work orders that are in an Open or Held status can have
invoices added.

Select a Vendor or Department from the drop-down list in the Invoices pane.

Select the date the work was completed.
Enter the invoice amount and click the Add icon &2,
Click the Attach Invoice icon & to add a copy of the actual invoice.

To remove an invoice, click the Delete icon Ed to the right of the invoice.

Copying a Work Order

From the Main Menu, select Assets -> Work Orders.

The Work Orders page is displayed.
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One or more of the filters can be used to limit the number of work orders displayed: ID, Location,
Due, Priority, Description, Department, Area, Created, or Status. Leaving the filters blank will
select all work orders.

Click the Search button.
The search results are displayed.

Click on the copy icon ' to the left of the Work Order to be copied. This will bring up the Copy
this Work Order dialog box.

[ Copy this wark order @

*Description: [Copy of BOP Cottfication |

*Location: |Rn #1 Amershiam [¥) |
*Department: |Vendar |
*&rea: |Other |

*Due |
*Prigrity: |Critical |

Mote: | |

RM Rig2
West Super

Hotification Reckpbents:

add (3

Create Work Order

B 1mmediakely Spen wark drde

Copy this Work Order dialog box

Enter the information for the Work Order
Description The original description prepended by “Copy of” is prepopulated in the
description field. Modify the description if needed.

Location The original location is defaulted but can be changed by selecting another
location from the drop-down list.

Type The type is used to group work orders together for reporting purposes and is used
in RIGIQ reporting. Select a work order type from the drop-down list.

Department The original department is defaulted but can be changed by selecting
another department from the drop-down list.

Area The original area is defaulted but can be changed by selecting another area from
the drop-down list.
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Due Date Select a due date from the calendar.

Priority The original priority is defaulted but can be changed by selecting another priority
from the drop-down list. A priority of Critical will have the priority in the Work Order page
colored in red.

Notes Optionally, enter any Notes in the note entry area.

Notifications The original notifications recipients will be defaulted. Recipients can be

added to the Work Order by clicking the Add icon & for the Notifications pane. To add
another person to be notified, click the Add icon again.

To add additional information to the Work Order, click the check box next to Immediately Open
Work Order.

Click the Create Work Order button.
If the Immediately Open Work Order box was not checked, the Work Order page is displayed.
If the Immediately Open Work Order box was checked, the Work Order page is displayed. Follow

the instruction in Modifying a Work Order in the next section to edit any of the displayed
information.

The Work Order ID is automatically created using the next up number. This is the unique identifier
for the Work Order.

The Current Status will always be Open for new Work Orders, regardless of the status of the
original Work Order.

Processing a Work Order

Completing an Open Work Order

When a Work Order is first created, it is in an Open Status. As work is performed for the Work
Order, the status can be changed to either Completed or Held using the following steps. Work
Orders cannot be closed until all procedure have been checked as being done.

After performing a work order search, click on the description or the status of a work order.
The Work Order page is displayed.
Click on the Complete or Hold button.

The status is changed to Held or Completed.

Click on the Back Arrow icon *™ to return to the Work Order page

Re-opening a Held or Completed Work Order

A Held or Completed Work Order can be reopened at any time when the Work Order is ready to
be worked, or if it is found that there is additional work to be done on it.

After performing a work order search, click on the description or the status of a work order.

The Work Order Detail page is displayed.
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Click on the Re-Open button.

The status is changed to Open.

Click on the Back Arrow icon “™ to return to the Work Order page.

Approving a Completed Work Order

Once a Work Order is completed, it must be approved. Once a Work Order is approved, it can no
longer have the status changed.

After performing a work order search, click on the description or the status of a work order.
The Work Order page is displayed.
Click on the Close button.

The status is changed to Approved.

Click on the Back Arrow icon “™ to return to the Work Order page.

Cancelling a Work Order

If a Work Order is entered by mistake, it can be cancelled. Once a Work Order is cancelled no
other work can be done on it, nor can the status be changed.

After performing a work order search, click on the description or the status of a work order.
The Work Order page is displayed.

Click on the Cancel button.

An Add Comment dialog box is displayed.

(sascommen &)

i Mote must be added to cancel work order

Add Comment dialog box

Enter a comment as to why the Work Order is being cancelled and click the Done button.

The status is changed to Cancelled.

Click on the Back Arrow icon “™ to return to the Work Order page.
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Safety

Observation Cards

Observation cards are used on the Handheld to record any behaviors that are noticed on the rig.
Both safe and at-risk behaviors can be recorded.

Reviewing Observations Cards

From the Main Menu, select Safety -> Observation Cards.
The Observation Cards page is displayed.

Use one or more of the filters to determine which of the observation cards is displayed. Leaving
the filter blank will show all observation cards.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Time filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Select one or more risks from the drop-down list for the Risk filter.

Enter a JSA name or partial JSA name in the JSA filter.

Enter a JSA description or partial JSA description in the JSA Description filter.
Select a Yes, No or All from drop-down list for the Stopped filter.

Select a location from the Location filter drop-down list.

Enter a name or a partial name of a user in the Observed By filter.

Enter a name or a partial name of a user in the Reviewed By filter.

Select one or more statuses from the drop-down list for the Status filter.

Click the Search button to display the results of the search. Risks 1-3 will be shown in green,
risks 4-6 will be shown in orange, and risks 7-9 will be shown in red. A status of Rejected will be
shown in red, Approved will be shown in green, and a status of Pending will show in ochre.
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Observation cards page

To create a printable PDF file of the Observation Card, click the Select box for the Observation
Cards to be printed, and click the Print button.

The Print dialog box is displayed.

= Print
General Options
Select Printer
[] & Fax | HPDOB90T (HP
= HP ePrint = Microsoft XPS C
-_q;',HP LJ300-400 color M351-M451 PCL6 Class Driver =% NPI18DFF7 (HP
< >
Status: Ready Printto file
Location:
Comment
Page Range
(® Al Mumber of copies:
Selection Current Page
() Pages: |:| ¥ | Collate 53 53
Enter either a single page number or a single 1 = 1 2
page range. For example, 5-12
Print | ‘ Cancel | Apply
Print dialog box

Click the printer to select it and then click the Print button to print the observation, click the Cancel
button to return to Observation Cards page without printing.
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Clicking the High Risk button will show any observation cards that have a risk of seven, eight or
nine.

Accepting and Rejecting Observation Cards

Once an observation card has been created on the Handheld and is synchronized to the
PROMPTT® System, a manager needs to review each card and determine if the level of the
observation is at the rig level or the company level and if the observation should be accepted or
rejected.

Accepting an Observation Card
From the Main Menu, select Safety -> Observation cards.
The Observation Cards page appears.

One or more of the filters can be used to limit the number of observation cards displayed: 1D,
Time, Risk, JSA, JSA Description, Stopped, Location, Observed By, Reviewed by, or Status.

Click the Search button.
The search results are displayed.

Click on the ID or the status of the observation card that is to be reviewed. An observation card
must be in a pending status to be reviewed.

The Observation Detail dialog box is displayed. It will show the area, behavior, safe value, at risk
value, comments, and any solutions that were recorded at the rig on the Handheld.

Click either Rig Level or Company Level. Optionally, enter a comment as to why this card is being
accepted.

The approve button is enabled.
Click the Approve button. Once an observation has been approved, it cannot be modified.

The Observation Card can be printed from this dialog box.

Click the Print icon ™ in the upper right corner.
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= Print
General | Options
Select Printer
[ ]ez Fax - HPDOB9OT (HP
= HP ePrint = Microsoft XPS C

sy HP U300-400 color M351-M451 PCL6 Class Driver = NPI18DFF7 (HP

< >

Status: Ready Print to file Preferences
Location:

Comment: Find Printer...

Page Range

LI

(® Al Mumber of copies: |1
Selection Current Page
() Pages: 1 | Collate

Enter either a single page number or a single 1
page range. Forexample, 5-12

Print Cancel Apply

Print dialog box

Click the printer to select it and then click the Print button to print the observation, click the Cancel
button to return to Observation Cards page without printing.

Click the Close button to return to the JSAs page.

Clicking the Close button will save the acceptance and return to the Observation Cards page.
Clicking the X in the upper right corner of the dialog box will close the Observation Card without
saving any changes.

Rejecting an Observation Card
From the Main Menu, select Safety -> Observation card.
The Observation Cards page appears.

One or more of the filters can be used to limit the number of observation cards displayed: ID,
Time, Risk, JSA, JSA Description, Stopped, Location, Observed By, Reviewed by, Status.

Click the Search button.

The search results are displayed.
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Click on the ID or the Status of the observation card that is to be reviewed. An observation card
must be in a pending status to be reviewed.

The Observation Detall dialog box is displayed. It will show the area, behavior, safe value, at risk
value, comments, and any solutions that were recorded at the rig on the Handheld.

Optionally, enter a comment as to why this card is being rejected.
Click the Reject button. Once an observation has been rejected, it cannot be modified.

The Observation Card can be printed from this dialog box.

Click the Print icon ™ in the upper right corner.

The Print dialog box is displayed.

[ Print

General Options

Select Printer

[]&2 Fax - HPDOBY9O7 (HP
=% HP ePrint a# Microsoft XPS C
= HP LJ300-400 color M351-M451 PCL6 Class Driver =% NPI18DFF7 (HP

< >

Status: Ready Printto file Preferences
Location:

Comment Find Printer..

Page Range

4F

(@ Al Mumber of copies: |1
Selection Current Page
() Pages: 1 | Collate

Enter either a single page number or a single 1
page range. For example, 5-12

Print Cancel Apply

Print dialog box

Click the printer to select it and then click the Print button to print the observation, click the Cancel
button to return to Observation Details dialog box without printing.

Clicking the Close button will save the acceptance and return to the Observation Cards page.
Clicking the X in the upper right corner of the dialog box will close the Observation Card without
saving any changes.
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JSAs

A Job Safety Analysis (JSA) is performed on the Handheld or Tablet while at the rig. These are
comprised of a series of questions that the user must answer. To see how to setup a JSA, see
the JSA Management section.

Reviewing JSAs

From the Main Menu, select Safety -> JSAs.
The JSAs page is displayed.

Use one or more of the filters to determine which of the JSAs will be displayed. Leaving the filter
blank will show all JSAs.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Started filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Select a location from the Location filter drop-down list.
Enter a name or a partial name of a JSA in the JSA filter.
Enter a value or partial value in the Other filter.

Enter a name or a partial name of a user in the Leader filter.

Enter a numeric value in the User Count filter. The less than, greater than or equals
symbol can be used in conjunction with the value.

Enter a numeric value, in minutes, in the Total Time filter.
Enter a name or a partial name of a user in the Rig Manager filter.
Select one or more statuses from the drop-down list for the Status filter.

Click the Search button to execute the search.

The results of the search are displayed.
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JSAs page

To create a printable PDF file of the JSA, click the Select box for the JSAs to be printed, and click
the Print button.

The system will prompt to Open, Save, or Cancel the print file. Click the Open button to view the
print file in a PDF format, click the Save button to save the print file in the Downloads directory, or
click the Cancel button to cancel the operation.

To export the data displayed on the page to an Excel file format, click the Export button.

The Search Pages section contains additional information about search pages.

Reviewing JSA Details

After performing a JSA search, click on the ID or the status of the JSA that is to be reviewed.

The JSA Detail dialog box is displayed. It has a header area that will show the name of the JSA,
the ID, the Start and End dates and times, the total time spent completing the JSA, the status, the
leader who performed the JSA, the rig manager, the driller, the third party counts, and the
personnel.

Any images that were attached to the JSA are displayed. Clicking on the image will bring up the
Attachments dialog and allow a closer look at the image. The arrows can be used to scroll
through the images if there is more than one.

A list of all the JSA questions and the answers is displayed below the image.

The JSA can be printed from this dialog box.

Click the Print icon ™ in the upper right corner.

The system will prompt to Open, Save, or Cancel the print file. Click the Open button to view the
print file in a PDF format, click the Save button to save the print file in the Downloads directory, or

click the Cancel button to cancel the operation.

Click the Close button to return to the JSAs page.
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Meetings

Meetings are created on the Handheld to record the different types of meetings at a location. By
using the Meetings module, the user is able to maintain information such as the number of
attendees, the purpose of the meeting, and the start time and the end time.

Reviewing Meetings
From the Main Menu, select Safety -> Meetings.
The Meetings page is displayed.

Use one or more of the filters to determine which of the Meetings will be displayed. Leaving the
filter blank will show all Meetings.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Started filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Ended filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Select a location from the Location filter drop-down list.

Select one or more meeting types from the drop-down list for the Type filter.
Enter a topic or partial topic of the meeting in the Topic filter.

Enter a name or a partial name of a user in the Leader filter.

Enter a numeric value in the User Count filter. The less than, greater than or equals
symbol can be used in conjunction with the value.

Enter a numeric value, in minutes, in the Total Time filter.
Select one or more statuses from the drop-down list for the Status filter.

Click the Search button to display the results of the search. A status of Incomplete will be shown
in red and Complete will be shown in green.
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Meetings page

To create a printable PDF file of the Meeting, click the Select box for the Meetings to be printed,

and click the Print button.

The Print dialog box is displayed.

= Print
General | Options

Select Printer

[] < Fax

| - HPDOB907 (HP

= HP ePrint
] ey HP LU300-400 color M351-M451 PCL6 Class Driver

<

Location:
Comment:

Page Range

() Selection ) CurrentPage

(_JPages: I:l [+] Collate

Enter either a single page number or a single
page range. Forexample, 5-12

=% Microsoft XPS C
= NPI18DFF7 (HP

>

Status: Ready [ Printto file

(@) Al Mumber of copies:

3 3
jﬂjjﬂj

Print | ‘ Cancel | Apply

Print dialog box
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Click the printer to select it and then click the Print button to print the meeting, click the Cancel
button to return to Meetings page without printing.

The Search Pages section contains additional information about search pages.

Reviewing Meeting Details

After performing a meeting search, click on the ID or the status of the meeting that is to be
reviewed.

The Meeting Detail dialog box is displayed. The header section shows the type of meeting, the
date and time the meeting was started, the date and time the meeting ended, the total time spent

on the meeting, the ID of the meeting, the location where the meeting was recorded, the leader of
the meeting, the user count and whether the meeting was completed or not..

The Attendees pane shows the users who attended the meeting.
The Topic pane shows the topic of the meeting.
The Follow up pane shows any comments for a follow up meeting.

The meeting can be printed from this dialog box.

Click the Print icon ™ in the upper right corner.
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The Print dialog box is displayed.

= Print
General | Options

Select Printer
| ]es Fax + HPDOBY907 (HP
= HP ePrint = Microsoft XPS C

sy HP U300-400 color M351-M451 PCL6 Class Driver = NPI18DFF7 (HP

< >

Status: Ready Print to file Preferences

Location:
Comment: Find Printer...

Page Range
(® Al Mumber of copies: |1

LI

Selection Current Page

(_JPages: 1 | Callate
Enter either a single page number or a single
page range. Forexample, 5-12

Print Cancel Apply

Print dialog box

Click the printer to select it and then click the Print button to print the meeting, click the Cancel
button to return to Meetings Detail dialog box without printing.

Click the Close button to return to the Meetings page.
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Operational Events

Operational events are created on the Handheld to record any safety events that are found at the
site.

Reviewing Operational Events

From the Main Menu, select Safety -> Operational Events.
The Operational Events page is displayed.

Use one or more of the filters to determine which of the Operational Events will be displayed.
Leaving the filter blank will show all Operational Events.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Enter a numeric value in the Images filter. Entering a “1” will select all Operational event
s that have one image, entering a “2” will select all Operational events that have two
images, etc. The less than, greater than or equals symbol can be used in conjunction
with the value.

Enter a comment or partial comment in the Comments filter.
Select one or more locations of location type rig from the drop-down list for the Rig filter.
Enter a name or a partial name of a user in the Created By filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Created On filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Click the Search button to display the results of the search.

PROMPTT Frriaroint
" fary E abis [ = . = kiibey
Sumreh LIS T
i b }- Prist W Eage S x]
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e [ |
1 | = |

Srbecl 5] .IntHI .h-m-wu .m .tri!'I'f | Ereated On o

Operational Events page

To create a printable PDF file of the Operational Event, click the Select box for the Operational
Events to be printed, and click the Print button.

The system will prompt to Open, Save, or Cancel the print file. Click the Open button to view the
print file in a PDF format, click the Save button to save the print file in the Downloads directory, or
click the Cancel button to cancel the operation.
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Clicking on the image icon &= will bring up the Attachments dialog box and allow a closer look at
the image. The arrows can be used to scroll through the images if there is more than one.

The Search Pages section contains additional information about search pages.
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Checklists

Checklists are any type of work or activity that needs to be performed on demand. A checklist is
completed on the web, in the PC/Tablet application, or on the handheld device and the results
uploaded to the server for later review and analysis.

Checklist Answers

Reviewing Checklist Answers

From the Main Menu, select Checklists-> Checklists.
The Checklist page appears.

Use one or more of the filters to determine which of the checklists will be displayed. Leaving the
filter blank will show all checklists.

In the ID filter, enter an ID or partial ID.

Enter a numeric value in the Images filter. Entering a “1” will select all checklists that
have one image, entering a “2” will select all checklists that have two images, etc. The
less than, greater than or equals symbol can be used in conjunction with the numeric
value.

Select one or more types from the Type filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Started filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Select one or more rigs from the drop-down list for the Rig filter.
Enter a name or partial name in the Leader filter.
Enter a work order description or part of a work order description in the Work Order filter.

Click the Search button to display the results of the search.

PROMPTT Checkists reieroi
{8} Home @ Assets v 4 safety v [7] Checklists v (D) Time v (B Hours Of Service v B Admin v RIGIQ. v msmith Logout
Saarch =
[ ] Saarch P Print (=) HE
| L || - | ] | -1 ] | | ]
Page 1 of 1 (4 items)
Select | ID Images Type Started Rig Leader Waork Order
O 10007 Rig Safety Inspection 02/13{2015 12:14:09 PM Rig #1 Amersham Sebastian Rodriquez w oK
O 10006 Rig Inspection 02/13/2015 12:13:22 PM Rig #1 Amersham Gerardo Medina
O 10005 Rig Inspection 02/13/2015 12:12:40 PM Rig #1 Amersham Fabizn Barolini b
D 10004 Drill Record 02/13/2015 12:11:03 PM Rig #1 Amersham Anne Wood

Checklist page

The Search Pages section contains additional information about search pages.
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Click an ID to display the answer detail for the checklist. The Detail pane includes the checklist
ID, the type of checklist, the date and time the checklist was started, the date and time the
checklist was ended, the location, and the name of the leader of the checklist.

Any images that were attached to the checklist are displayed in the Image pane. Clicking on the
image will bring up the Attachments dialog box and allow a closer look at the image. The arrows
can be used to scroll through the images if there are more than one.

The Questions/Answers pane displays all the questions and their answers.

The checklist can be printed from this dialog box by clicking the Print icon = in the upper right-
hand corner.

The system will prompt to Open, Save, or Cancel the print file. Click the Open button to view the
print file in a PDF format, click the Save button to save the print file in the Downloads directory, or
click the Cancel button to cancel the operation.

Click the Close button to return to the Checklist page.

Checklist (%]
-
(il Detail ‘| Images ‘A Associated Work Orders
1D: 10007 Add to Exisiting 8 Create New
Type: Rig Safety Inspection lone 2 Allign Mast o
Started: 2/13/2015 12:14:09 PM 10 Jet Line on Flowline has leak m
Ended: 2/13/2015 12:15:01 PM
Location: Rig #1 Amersham
Leader: Sebastian Rodriquez
/‘El Q ions/Answers
Base i
Rig Number Rig #3 Devon
Leader Fabian Berolini
Date Completed 02f12/2015
Fire Extinguisher Inspection
Scan Fire Extinguisher Hamess: 124-025
Date of Certification 02/13/2015
Hose and Nozzle checked? Ok
Pressure indicator checked? ®Yes No
Pressure reading checked? Yes (@No
First Aid
‘Question Answer
Scan Kit Engine Gen 3:108376
Kit restocked? ®Yes No
Kit checked and dated? Yes (@MNo
Scan eyewash station Engine Gen 3:108976
Eyewash station checked and dated? 8Yes No
L

Checklist Detail dialog box
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Checklist Execution

Selecting a Checklist to Execute

From the Main Menu, select Checklists-> Checklist Execution.

The Checklist Execution page is displayed.

Use one or more of the filters to determine which of the checklists will be displayed. Leaving the
filter blank will show all checklists.

Enter a name or partial name of a checklist in the Name filter.

Enter a description or partial description of a checklist in the Description filter.

Enter a reference or partial reference in the Reference filter.

Select one or more categories from the drop-down list for the Category filter.

Click the Search button to display the results of the search.

PROMPTT Checklist Execution PROMPTT
{'n_f\ Home o3 Assets v &% Safety ~ I:l Checklists ~ L Time ¥ ‘B Hours Of Service ¥ BB Admin ¥ RlGlQ » kriley Logout
Search My
[ | Search P
[ I I JE___-1]
Page 1 of 1 (3 items)

Name.& Description Reference Category
ACCUMULATOR TEST ACCUMULATOR TEST AND INSPECT 1.0 Unit Inspection
ADJUST BRAKES ADJUST BRAKES R2 10 Unit Ingpaction
BHA REPLACE PARTS BHA REPLACEMENT 1.0 Unit Inspecticn

Checklist page

The Search Pages section contains additional information about search pages.

Clicking the lightning bolt icon

Executing the Checklist

In the Detail pane of the checklist, select a location. The location will automatically default to the

user’s assigned location.

will display the Checklist dialog box.

Click the Add icon &4 for Attach in the Attachments pane to add any attachments to the checklist.

Mandatory questions on the checklist will have an asterisk(*) before the question. The Complete
button will not become enabled until all of the mandatory questions have been answered.

The checklist questions are displayed in groups.

Groups that have the Multi-group in the checklist template set to a value between 2 and 10 will
display the group that many of times. There will be a group number indicator after each group,
showing the group number out of the total number of groups.
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Groups that have the Multigroup set to Unlimited will have the Add icon &2 after the group name.
Clicking the Add icon will add the group to the checklist instance. As each group is added, the
Add icon will then be moved to the last instance of the group. This allows the user to add the
group to the checklist as many times as is necessary. There will be a group humber indicator
after each group, showing the group number out of the total number of groups.

There are sixteen types of questions that can be asked on a checklist.

A Confirm question will display a checkbox with OK. Click the box for a positive answer.

A Yes/No question will display a radio button for Yes and a radio button for No. Select
the correct response to the question.

A Date question will display a calendar when clicked. Use the arrows to move between
months and years on the calendar to find the correct date. Click on the day to enter the
date . A date can also be manually entered in the format mm/dd/yyyy where mm is the
month, dd is the day and yyyy is the four-digit year.

A Numeric question will display a text box that will only accept numeric values. Enter the
correct numeric value.

A Text question will display a text box that will accept alphanumeric values. Enter up to a
200-character answer.

A List question will display a drop-down list. Click on the correct element in the list to
answer the question.

A List-Multiple question displays a drop-down list that will accept multiple answers. Mark
one or more of the check boxes in front of each list element.

A Location guestion displays an Add icon &# to add the location.

Click the Add icon &2 for Add location. The Add Location dialog box is displayed.
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Search |
L | [ | -] ]
Page 1 of 2 (11 items) 12 [p
Select Location Hame .2, Location Type -]
() |Flestwood Field Dffica
™ - Systemn Default
L In Transit Location
':::' Rig #1 Amersham Rig
':::' Rig #2 Cheshire Rig
':::' Rig #3 Devon Rig
O Rig #4 Burford Rig
':::' Rig #5 Essex Maintenance Yard
':::' Rig #6 Crawley Rig
@] Rig #7 Fleetwood Rig
O Systam System Processing
Page 10of 2 (11 items) 12 [p
- 4

Add Location dialog box

Use the Location Name or Location Type to limit the number of locations to be displayed.
Leaving the filters blank will select all parent locations.

Click the Search button to perform the search. Click the Reset button to set the search
back to its original values.

The system displays the lists of locations that match the entered search criteria.

Either of the columns can be used to sort the data. Click the column once to sort in
ascending order, click it a second time to sort it in descending order. The arrow to the
right of the column label will indicate the sort order.

Click the Select box for the parent location to be used to answer the question and return
to the Checklist dialog box, click the Close button to return to the Checklist dialog box
without adding a location.

A Component question displays an Add icon &3 to add the component.

Click the Add icon &2 for Add Component. The Add Components dialog box is displayed.
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fﬁ Select a Component
Search
I [ L el I Il L] [Rerzcenr]]
Page 1of 2 (16 items) 12 P
Select Component Name 2, Type OEM Model Serial Asset ID Status | Location 2. -]
Airdyne:AD-392 Airdyne Ningiino 2131233 Active |Rig #2 Cheshire
Aurliary Brakes:AB-B93 Auxiliary Brakes | Ningino 234734734 Active |Rig #2 Cheshire
BOP - Annular:032-869 Annular International | 1362863 31735986 032-869 Active Rig #2 Cheshire
Coil Trailer:AB333912 Cail Trailer None AB333912 Active Rig #2 Cheshire
Coil Trailersbaswe3723723 | Coil Trailer None baswe3723723 Dot - Rig #2 Cheshire
Unrepairable
Crovwen:139-896 Crown International | 3893029 193-209 139-8%6 Active Rig #2 Cheshire
DOGHOUSE TRAILER:167-932 | Building 167532 Adtive Rig #2 Cheshire
Drawworks-Engine: 182-762 Draveworks CHANGE 28918273 182-762 Active Rig #2 Cheshire
E;;"’“"’rkﬁ"r'“s’“'ss'"“’ B | CHANGE 839012 102-192 Adtive Rig #2 Cheshire
O Drawworks:383-019 Draveworks International | 132-092 DW19212 389-019 Active Rig #2 Cheshire
Page 1of 2 (16 items) 12
=y
Add Components dialog box

Use one or more of the following filters to limit the number of components to be
displayed: Component Name, Type, OEM, Model, Serial, Asset ID, Status, or Location.
The location filter will default to the checklists’ location; this can be changed to select
components from other locations. Leaving the filters blank will select all components for
the selected location.

Click the Search button to perform the search. Click the Reset button to set the search
back to its original values.

The system displays the lists of components that match the entered search criteria.

Any of the columns can be used to sort the data. Click the column once to sort in
ascending order, click it a second time to sort it in descending order. The arrow to the
right of the column label will indicate the sort order.

Click the Select box for the component to be used to answer the question, or click the
Close button to return to the Checklist dialog box without adding a component.

A Signature question displays a signature box. Use the mouse to draw the signature.

A User question display a drop-down list of users. Click on one user in the list to answer
the question.

A User-Multiple question displays a drop-down list that will accept multiple answers.
Mark one or more of the check boxes in front of each user selected.

An Image question displays an Add icon &4 to add an image.

Click the Add icon &4 for Add Image.
The Add Attachments dialog box is displayed.
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Add Attachments dialog box

To upload a new attachment, click the Upload tab.
Click the Browse button to select the file to attach.
Enter the Name and select the type of attachment.

If the attachment is an image that is to be synchronized to the Handheld, click the On
Handheld box.

Click the Upload button. Click the Browse button to add another attachment or click the
Close button to return to the Attachments tab.

The attachment is now associated with the checklist answer.

To add an existing image, click the Select tab.

I Select Attachments !

Search

Page 1of 4 (40 kems) 1234 |

rEdll:‘l: Mame s Typeds File Mame |
1 changed the name Documaent signature 1jpg
D shift pwer ime: Desc L mienk shift ower ime.docx
| 30" drill collar Image: 30" drill collar jpg
D 4 Inchi drill collar Image 4 inchi drill collar.jpg
[l add ltem e Image 2k ltem inv PRG
I:I oaskcCOLImportSOL Imaige aaskcCLImportSOL. bt
| Bushing Image: Bushing.|pg
a Bushing Image Bushing.|pg
(| casing Image: casing.jog
a casing 2 Image casing 2.|pg

Fage 1 of a (40 kems) 1234

Add Attachments dialog box - Select
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The Select Attachments dialog box is displayed with a list of attachments.

Use one or more of the following filters to determine the attachments to be displayed:
Name, Type, or Filename. Leaving the filters blank will display all attachments.

Click the Select box for any attachments on the page that are to be added to the item,
and click the Attach button. Each page of attachments must be entered separately. Once
all of the attachments are added, click the Close button to return to the Attachments tab.

The attachment is now associated with the item.

To delete an attachment, click the Delete icon Ed to right of the attachment.

For an Auto User question there will be no question asked; the answer will default to the
user answering the checklist. Non-editable

For an Auto Date Time question, there will be no question asked; the answer will default
to the current date and time. Non-editable

For an Auto Location question, there will be no question asked; the answer will default
to the handheld location. Non-editable

When all the mandatory questions are answered, the Complete button is enabled. The Complete
button should not be clicked until all questions have been answered and reviewed; the answers
can no longer be edited once the checklist is marked as complete.

Clicking the Complete button marks the checklist as complete and returns the user to the
Checklist Execution page. Clicking the Cancel button will return the user to the Checklist
Execution page without saving the answers.
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Time Capture
Individual Entry on the Website
From the Main Menu, select Time -> Time Card.
The Time Card page will be displayed.
PROMPTT *ﬁv»:-om
2~ ” ) . . . B aars . = ghecarra
< Feb 23 2015 "-nj‘-.:ll::xﬂ- S * (et Categery -
A Time Card was not recorded for Gustav Becerra on this day.

Sgn in Sige Out
Gustry Becerra

PEX DI

Time Card page

The date for which the time is being tracked is displayed in the top left corner of the page.
Clicking on the left arrow will move the date back by a day.

The Project Code and Cost Category default to the values set up in the department. A different
Project Code or Cost Category can be selected from the drop-down list. These codes can be
changed for the user at any time.

Not all codes are used in all departments. For some departments, these codes are
locked and cannot be changed.

Click the Sign In icon =,

A Per Diem check box will be displayed if the user’s department is eligible for per diem pay.
When this is clicked, the user will be marked for per diem pay.

Depending on how the department the user is assigned to is setup, one or more pre-work
guestions may be asked. Select the answer for any questions that are asked. If any questions are
answered negatively, a warning message will appear with instruction and in some cases may
stop the user from entering any time. These questions may vary based upon the user’s
department.
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To record meal times, click the Go To Lunch icon. Once this has been selected, the Back from
Lunch icon will become activated.

When the user has returned, select the Return from Lunch icon. The system defaults to the
project code and cost category that was used prior to lunch. If this is not the correct project code
or cost category, after returning the users from lunch, change the project code or cost category.

At the end of the day, select the Sign Out icon ‘=.. Depending on how the department is setup, a
set of Post Work Questions will be asked and must be answered in order to sign out. If any
guestions are answered negatively, a warning message will appear with instruction. These
guestions may vary based upon the user’s department.

Once the user has signed out, the supervisor will need to use the Daily Time Card Approval to
approve the time card.
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Time Card Approval
Time Card Daily Approval

For any time cards that have been entered through the website or as individuals on the tablet/PC
application, the supervisor will need to perform a daily approval of the time cards.

From the Main Menu, click Time -> Time Card Approval.

The Time Card Summary page is displayed. The search criteria will default to the current pay
period, the location of the person logged in, and the supervisor of the person logged in.

From the Time Card Summary page, select the Department, Supervisor, and Pay Period that is to
be approved.

Click the Search button.

The search results are displayed.

-anMpTT Time Card Summary 'l!_?.-n GFGINT
b o dssers v g satey v [ iun = (O Tima v (B dewn OF Sevice + [ Ad . T Foun
Id?:?l = ] — ’“‘ FEb 18 to FEb 24 -

«.

TR s

- Y x x x
— x x [ x x[T

Time Card Summary page

Click the time card for the date and user that is to be approved.

The Time Cards dialog box is opened.
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Approve Oips Reject Select All Umsebsct AN
i1 Feb 202015 ¥ Open a~
-ﬂilt Stop | Project Code Cost Category 1ht(l|l|:l'l)q
i I::.I"g :P:" project 4568 Cost 153 fi758
Recorded Work Time: 07:59
Gustav Becerra
Administrator
Office
Mote
History
[0 PeER DIEM
[0 oer
add [
Project Code Cost Category Pay Code Position Time [HH:MM) J
project 4588 Cost 153 Superviscr Daz0n |

Summarized Work Thme: k800

Press Enter ar Tab out of Time field after making a time change

Time Cards dialog box

The Summarized Work Time will default to the Recorded Work Time. The time may be changed
by using the inline editing feature. Click on the time data cell that is to be changed, enter the time
in hours and minutes, separated by a colon. Press the Tab or Enter key to save the changes, or
click on another data cell instead of the Tab or Enter key to cancel the change.

To add time to the Summarized Work Time click the Add icon &4 in the upper right corner of the
Summarized Work Time.

The Add Time Card Summary Detail dialog box is displayed.

User Guide - PROMPTT® System

98|Page




[ Add Time Card Summary Detail @

*Project Code: *Cpst Center: *Time [HH:MM):
v |icast 153 v |
*Position:
|A|:|rnini5h-=|tnr b I
OR
Pay Code:
None bl I

([pone ] _cancel |

Add Time Card Summary Detail dialog box

Enter the Project Code, Cost Center, and Position, or enter the Pay Code. Enter the time in hours
and minutes, separated by a colon.

Click the Done button to save the changes and return to the Time Cards dialog box or click the
Cancel button to return without making the addition.

Check the Per Diem or the Oil Based Pay (OBP) to mark the user as receiving per diem or OBP.

When the time is correct on the time card, click the select checkbox in the upper right-hand
corner of the time card and click the Approve button to daily approve it or click the Reject button
to reject it. Rejected time cards will not be appear in the Weekly Summary or in the Payroll
Administration process.

If a time card is approved by mistake, or if a change needs to be made after it has been daily
approved, click the select checkbox in the upper right-hand corner of the time card and click the
Open button.

To see all time cards for the user, click the name on the left side of the page.

All the time cards for the user for that week are displayed and can be edited in the same manner
as an individual time card.

The different time cards can be approved in a group or individually. To approve or reject a time
card individually, click on the check box to the left of the date and then click the Approve or Reject
button. To approve or reject a group of time cards, click the Select All button and then click the
Approve or Reject button.

To see all time cards for that day, click on the date header.

All the time cards for the user for that week are displayed and can be processed in the same
manner as an individual time card.
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The different time cards can be approved in a group or individually. To approve or reject a time
card individually, click on the check box to the left of the date and then click the Approve or Reject
button. To approve or reject a group of time cards, click the Select All button and then click the
Approve or Reject button.

Weekly Time Card Approval

Once all the time cards have been approved for a department, the supervisor must perform a
weekly approval. It is during the weekly approval that overtime hours will be determined and other
department time rules applied. For departments that have a value greater than zero in the Added
Minutes field, these minutes will be added for any day a user worked as part of the Weekly Time
Card Approval process.

From the Main Menu, click Time -> Time Card Approval.

The Time Card Summary page appears. The search criteria will default to the current pay period,
the location of the person logged in, and the supervisor of the person logged in.

From the Time Card Summary page, select the Department, Supervisor, and Pay Period that is to
be approved.

Click the Search button.
The search results are displayed.
To perform a weekly approval, click the Weekly Summary button.

The weekly summary for users shown in the search will be displayed in the Weekly Summary
dialog box.

ety sy ]

Approve Salect All Unselect All

Feb 18 to Feb 24 (2015)

Gustav Becerra

Project Code Cost Category Employee ID Pay Code Time -]
Project 5648 Cost 153 1288 HOURLY 30:30
project 4568 Cost 153 1288 HOURLY 08:00

Total Time: 38:30

[ rabian Barolini

Project Code Cost Category Employee ID Pay Code Time -]
Project 5648 Cost 153 Lt HOURLY 38:30 |

Total Time: 38:30

Weekly Summary dialog box
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Users must have all of their time cards for the week approved before they will be shown in the
weekly summary.

Users can be weekly approved in a group or individually. To approve an user individually, click on
the check box to the right of the user’s name and then click the Approve button. To approve a
group of users, click the Select All button and then click the Approve button.

Reverting Weekly Summary

When a time card is added for an user after the Weekly Summary has been run, it is necessary to
revert the time cards that had the weekly summary approved previously prior to processing the
payroll.

From the Main Menu, select Time -> Time Card Approval.

The Time Card Summary page is displayed. It will default to the current pay period, the location of
the person logged in, and the supervisor of the person logged in.

Select the Department, Supervisor, and Pay Period to be reverted.

Click the Search button.

The search results are displayed.

Click on the user’s name.

The Time Card Summary Detail dialog box is displayed.

At the top of the dialog box, click on the link Revert Weekly Approved Time Card.

The status of the user’s time card is set to Daily Approved. The Weekly Summary will need to be
rerun for the user.
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Payroll Administration

To finish processing payroll, the payroll administration must be run. This will create the CSV
export file that can be exported to an external system outside of the PROMPTT® System.

From the Main Menu, select Time -> Payroll Admin.

The Payroll Admin page is displayed. It will default to the current pay period and the Pay Period
Designation of General. The Pay Period Designation is set by department.

PROMPTT Payroll Admin F1riaroin:
/;\. - - _ - (i | r— . = Tearalinl
Swarch
:' = v: LTS b‘
¥ |
Weekly Approved Departments Batches Pending Approval Processed Batches

Departments Pending Approval

Payroll Admin page

The Weekly Approved Departments pane will show a selection of departments that are eligible to
have Payroll Admin run. For a department to be eligible for Payroll Admin, all time cards for the
payroll week must have been weekly approved.

To run Payroll Admin for a department and pay cycle, click the checkbox to the left of the
department in the Weekly Approved Department pane.

Click on the Create Batch button. It is recommended that only one Department be worked at a
time.
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The Create Batch dialog box will be displayed

FBatch Name: Create

|Dept 2 - Office |

Reporting Period Reporting Period Start Date Pay Period Start Date
4 2/18/2015 2/18/2015

Gustav Becerra

Project Code Cost Category Employee ID | Department | Pay Code Qty
Project 5643 Cost 153 1288 Drept 2 - Office |HOURLY 30.50
project 4568 Cost 153 1288 Dept 2 - Office | HOURLY B.00

Total Time: 38:30

Fabian Berolini

Project Code Cost Category Employee ID | Department | Pay Code Oty
Project 5643 Cost 153 65E9 Drept 2 - Office | HOURLY 29.50
Project 5643 cost 991 G5B9 Drept 2 - Office |HOURLY 1.00
Project 5643 Cost 153 65B0 Dept 2 - Office | JURYD 8.00

Total Time: 38:30

mary smith

Project Code Cost Category Employee ID | Department | Pay Code Oty
Project 5643 Cost 153 Drept 2 - Office | HOURLY 38.50
Project 5643 Cost 153 Drept 2 - Office PERDM 1.00

Total Time: 39:30

Top

Create Batch dialog box

The Batch Name field will default to the department name but can be changed. Once the name
has been entered, click the Create button to create the batch for the selected department.

The Export button will become enabled.
Clicking the Export button will create a CSV file that can be transmitted to an external system.
A dialog box is displayed, asking if you want to open or save the file.

Click the Open button to open the file, click the Save button to designate a location to save the
file, or click the Cancel button to return to the Create Batch dialog box without saving or opening
the file.
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The batch with the assigned batch name is displayed in the Batches Pending Approval pane. The
batch can be approved, viewed, or rejected.

To approve the batch, click the checkbox to the left of the batch name and click the Approve
button. Once the batch is approved, it will appear in Processed Batches pane and it cannot be
changed. The process can then begin again for any other departments that have been Weekly
Approved.

To view the batch, click the checkbox to the left of the batch name and click the View button. The
Batch dialog box will be displayed and the Export button may be used to create the CSV file.

To reject the batch, click the checkbox to the left of the batch name and click the Reject button.
Rejecting the batch will move all the time cards in it back to a Daily Approved status. They can
then be corrected and the Weekly Summary rerun.
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Administrative Functions

The administrative functions are used by system administrators to configure functionality for the
system.

Notifications

Notifications are system-generated alerts that highlight specific events within the system. An
example of notifications would be a component detail has been changed, a task is overdue, or a
component has been scanned at an unexpected location.

Notifications can also be emailed or texted to a user through subscriptions. Please see the
Subscriptions section to see how to set these up.

Reviewing Notifications

From the Main Menu, select Admin-> Notifications.
The Notification Search page appears.

To see notifications by module, select one or more modules from the drop-down list for the
Modules filter.

To see notification by a group, select one or more groups from the drop-down list for the Group
filter.

To see notification by a natification type, select one or more types from the drop-down list for the
Type filter.

To see notification by a task profile, select one or more task profiles from the drop-down list for
the Task Profile filter.

To show notifications that are more than two weeks old, mark the checkbox for History.

Use one or more of the filters to determine which of the notifications will be displayed. Leaving the
filter blank will show all notifications.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the UTC Date filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Check the radio button for Equal To, Before, or After and then select a date and time
from the calendar in the Date filter. Leaving all the radio buttons blank will use equal as
the operator for the filter.

Enter a notification or partial notification for the Notification filter.

Enter a name or a partial name of a user in the User filter.

Select one or more locations from the Location filter drop-down list.
Enter a name or a partial name of a component in the Component filter.

Click the Search button.
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The results of the search are displayed.
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Notification Search page

The Search Pages section contains additional information about search pages.

Click the notification to display the notification details. The details will vary depending on the
notification type.

[soscason e [x])

Usar]D:
Useriame:
Componentl:z

LocationdD:
Locationflames
Column:
OldLocationlD:
Oidvaluae:
HewLocationlD:
LA e T

40
FBaralind
12

ComponentMame: Holst:l26-158

18
Ry #6 Crawimy
LscationTD

1

In Transik

18

Ry ¥6 Cramimy

Notification Detail dialog box

Click the component name to view the component details.
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Users

Users are the people that use the PROMPTT® System and includes Handheld, website, and PC
App users. Users can have unlimited amounts of flexible details associated with them.

Roles

Roles are used to determine user access to the system when configuring security and are used to
subscribe to configured subscription notifications. The system comes with basic roles and their
corresponding security preloaded. Roles are maintained in the primary lists and the user can then
add any additional roles that are required.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Roles in the Type drop-down list.

PROMPTT Primary Lists {7/1R|GPO|NT
@ Home @ Assets v & safety v [] Checklists ¥ (&) Time ¥ (8 Hours Of Service v [B admin v RIGIQ. ~ kriley Logout
Primary Lists
B —
Add Role
1 Role
E *Everyone
2 DepartmentHead
4 HandHeldAdmin
6 HandHeldGlobal
L HandHeldUser
%] 7 Rig Manager
%] 1 Superintendent
- Supervisor
5 Trigpoint
3 WebAdmin
2 Webliser

Primary Lists page - Role

Click the Add icon &2 for Role.

The Add Role dialog box is displayed.

[ add mole (x)

Role :

| Saveand Add Another || Add || cancel |

Add Role dialog box

Enter a Role of up to 50 characters.
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Click the Save and Add Another button to add another Role, click the Add button to save the Role
and return to the Primary Lists page, or click the Cancel button to return to the previous page
without saving any changes.

Roles are modified using the inline editing feature. Only roles that were not preloaded by the
system can be modified. If the role can be modified, it will have a small triangle in the upper right-
hand corner of the data cell. Click on the data cell that is to be changed, enter the new value or
select a value from the drop-down list and press the Tab or Enter key to save the change. Click
on another data cell or the Esc key to cancel the change.

User Types

User Types or positions are used to sort and select user in reports. User Type is also used to
determine in which drop-down lists a user will be displayed. For example, only users with a
specific role will be displayed in the rig manager drop-down list when entering a JSA. User Types
are maintained in the primary lists.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select User Types in the Type drop-down list.

PROMPTT Primary Lists FJ/TriGROINT

’(_I‘Home 4of Assets v & Safety v I:lchecklists s L Time ~ (B Hours Of Service v |[E8 Admin ¥ RlGlQ v kriley Logout
Primary Lists

T —

Add User Type

(1] User Type

4 Administrator

2 Company Man

0 Corporate
& Derrickhand

23 Diriller

24 Field Mechanic
Floorhand

26 Leasehand

3 Motorhand

1 Rig Manager
s Roughnack

2 Superintendant

7 Supervisor
-1 System

Warehouseman

IR
&

Primary Lists page — User Type

Click the Add icon &4 for User Type.
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The Add User Type dialog box is displayed.
Add User Type E]
User Type :

| Save and Add Ancther |( Add || Cancel |

Add User Type dialog box

Enter a User Type of up to 50 characters.

Click the Save and Add Another button to add another User Type, click the Add button to save
the User Type and return to the Primary Lists page, or click the Cancel button to return to the
previous page without saving any changes.

User Types are modified using the inline editing feature. Only user types that were not preloaded
by the system can be modified. If the user type can be modified, it will have a small triangle in the
upper right-hand corner of the data cell. Click on the data cell that is to be changed, enter the new
value or select a value from the drop-down list and press the Tab or Enter key to save the
change. Click on another data cell or the Esc key to cancel the change.

Reviewing Users

From the Main Menu, select Admin -> Users.
The User Management page is displayed.

To see users of specific languages, select one or more languages from the drop-down list of the
Language filter.

To see users of certain roles, select one or more roles from the drop-down list of the Roles filter.
To see only active or inactive users, select one of the statuses from the Activated filter.

Use one or more of the filters to determine which of the users will be displayed. Leaving the filter
blank will show all users.

Enter a user name or partial user name in the User Name filter.

Enter a name or a partial name of a user in the First Name filter.

Enter a name or a partial name of a user in the Last Name filter.

Enter an external ID or part of an external ID in the External ID filter.
Enter an external ID 2 or part of an external ID 2 in the External ID 2 filter.
Select one or more positions from the drop-down list of the Position filter.
Select one or more locations from the Location filter drop-down list.

Select one or more skills from the Skill filter drop-down list.
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Click the Search button to display the results of the search.

PROMPTT User Management <7 IRIGPOINT
Drens Banws » Wsatery » Flowatm v Erime « (8 wows of savicn «  Jill Adons ~ Aritey | tagea |
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Pagelef2(twm) 12 ) Akt Uner B Add Cobenn B3
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a7 ]r,n--n Im-,. ez 12 |Asrarmtratar 'in., 24 Dot “t '}
var— Yratin Be A nm A3ramt e Trog 4% tasen T\ |
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User Management page

The Search Pages section contains additional information about search pages.

Click the bell icon £ to see any notifications about the user.

Creating and Modifying a User

After performing a user search, click the Pencil icon . next to the user name.
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The Edit User dialog box is displayed.
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T"User Name! *Loscation:

|FEzrolini |Fig #5 Esmex [~]

TFirsk Namse: TLask Name:

+ [Fabian ] [Bemlini ]

*Posithon: "Skill Lewel: Lamguage:
sdminstraic [~] [s W | [English [~]
TRodes: Mew Passwaord: Confirm New Passward:

[ [
BAectivated: External IO 1 External ID 2:
[Active | [ez== ] | ]
Email Address: Text Nam ber: Text Carrber:
[ ] [3c2=1 35880 |Bocst Hobie [~]
"Hourly Employes: Karems test: Db pea bz it
[ve= [~] [mane =] [o#tice [~]
Supervisor:
[Eien Holdman [~]

Add Det=il [
Edit User dialog box

To add a user, click the Add icon & for Add User.
The Add User dialog box is displayed.
Enter or modify the user information.
User Name The user name is used to log in to the PROMPTT® System website and is

not case-sensitive. Enter up to 50 characters.

Location The location identifies the usual work location of the user. Select a location
from the drop-down list.

First Name The first name of the user. Enter up to 50 characters.
Last Name The last name of the user. Enter up to 50 characters.

Position The position is used to group users together and can be used to assign tasks.
Select a position for the drop-down list.

Skill Level The skill level is used to determine the tasks for which the user is qualified.
The higher the skill level the more qualified the user. Select a skill level from the drop-
down list.

Language The language determines in which language the data is displayed. Select a
language from the drop-down list.

Roles Roles are used to setup security configuration for similar users. A user’s role is
part of the determination of the user’s access to the system. For example, the Handheld
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User role can log onto and use the Handheld but would not have access to the Admin
menu on the Handheld or be able to log in to the website. Users can be assigned to one
or more roles but must always be assigned a minimum of one role beyond the *Everyone
role that all users are assigned to. Please see the Security section for additional
information on roles and security. Roles are also used to subscribe to configured
subscription notifications.

Password The password is used to log in the PROMPTT® System website and is case
sensitive.

Confirm Password The confirm password must match the content of the Password field
when changing the password.

Activated Indicates whether the user is active or inactive. Select one from the drop-down
list.

External ID 1 External IDs are used to track any additional IDs that the user may have
from outside of the PROMPTT® System. Enter up to 50 characters.

External ID 2 External IDs are used to track any additional IDs that the user may have
from outside of the PROMPTT® System. Enter up to 50 characters.

Email Address The email address of the user. Used by subscriptions.
Text Number The phone number to which to send texts. Used by subscriptions.

Text Carrier The phone carrier of the user. Select a text carrier from the drop-down list.
Used by subscriptions.

Supervisor The first and last name of the user’s supervisor. Select a supervisor from the
drop-down list.

The mandatory fields are denoted with an asterisk (*) and require information to be entered in
order to create the User.

Click the Save button to save the new user or the changes made to an existing user, or click
Cancel to return to the User Management page without saving the changes.

Creating and Modifying User Details

After performing a user search, click the Pencil icon .~ next to the user name that is to be
modified.

The Edit User dialog box is displayed.
Click on the Add Detail icon.

The Add Detail dialog box is displayed.
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Add Detail dialog box

Select a detail from the drop-down list. Click the Add button to add the detail to the user and
return to the Edit User dialog box, or click the Cancel button to return to the Edit User dialog box
without making any changes. As each detail is added to the user, it is removed from the drop-
down list.

Once the detail is added to the user, a value can be entered for it from the Edit User dialog box.

Modifying a User with Inline Editing

The user can be modified using inline editing.
From the Main Menu, select Admin -> Users.
The User Management page appears.

Use one or more of the filters to limit the number of users that will be displayed; leaving the filter
blank will show all users.

To use inline editing, click on the data cell that is to be changed, enter the new numeric value and
press the Tab or Enter key to save the change. Click on another data cell instead of the Tab or
Enter key to cancel the change.

To add or modify details for the users, add the columns to the User Management page, and use
inline editing to enter the values. Only details that have the Edit flag set to “Yes” can be modified.
Please see Search Pages for additional information about adding columns to pages.
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Locations

Locations are physical or logical sites used within the company. Locations can have unlimited
amounts of flexible details against them. Locations are created easily and consistently with the
use of templates.

Reviewing Locations

From the Main Menu, select Admin -> Locations.
The Location Search page appears.

Use one or more of the filters to determine which of the locations will be displayed. Leaving the
filter blank will show all locations.

Enter a name or a partial name of a location in the Name filter.

Enter a name or partial description of a location in the Description filter.

Select one or more location types from the Type filter drop-down list.

Select one or more time zones from the Time Zone filter drop-down list.

Select one or more statuses from the Status filter drop-down list.

Select one or more locations from the Parent Location filter drop-down list.
Click the Search button.

The results of the search are displayed.

I:’RGMPTT Location Search 1-_'1."._ a5 iHT
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Location Search page

The Search Pages section contains additional information about search pages.

Reviewing Location Details

Clicking a location name in the Location Search page will display the Location Details page for
the location. The Location Details page consists of a header section and four tabs. The four tabs
are Details, Transfer History, Work Orders, and Inventory.
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The Header section of the Location Details page has the Standard Details, the Location
Hierarchy, and the Notes for the location. The Standard Details provides the name, type,
parent name, status, and time zone of the location. The Location Hierarchy shows a
tree of the location’s relationship to other locations. The Notes show any notes that have
been attached to the location and allows entry of new notes.

The Details tab displays the location details, date last updated, and who did the update.
If the detail is set to allow editing, the value can be changed using the inline editing
feature.

The Transfer History tab shows the transfer history of the location. This includes the
material transfer ID, the location the components and items were transferred from, the
location the components and items were transferred to, the type of transfer, the shipping
reference, number of the transfer, the Attention To of the transfer, who made the transfer,
and what date the transfer took place.

The Work Orders tab presents a list of work orders for the location. It shows the ID,

description, department, due date, priority, and status of the Work Order.

e The Inventory tab displays quantities of an item at the location. The location quantities

can be added or modified in this tab.

Modifying the Standard Details

After performing a location search, click on the name of the location that is to be modified.

The Location Details page is displayed.

. Hee Rig —
PROMPTT Location Details: Rig #1 Amersham (W TRIGPOINT
Back Ta Search ) ]

T"".'ﬂl‘. £ Assets ¥ &2 safety ¥ -_-‘('(."\.I'uii .. o = Time ~ 5| Hours Of Service ¥ n:'::"ﬂ 5 foerclini Lagout
il Standard Detalls ——————————  “1J Location Hierarchy *%| Motes

Rig #1 Amersham

Rig #1 Amersham - DT
Tyoe Fig #1 Amersham - OW
Parent Ham Rl 21 Amerctm - £T
arent Hame | Rone Rig #1 Amwrsham - 5T
Time Zone  [{GMT-09:00] Masia v
update B
Details ” Transfer History " Work Orders ” Inventory l
R

{Ectal Type: |4l w]  Dhpley Tempiate Detais: [ +

Detail s Current Value Previoss Value Detail Typeds LLast Update: Updated By

fisset Commaens s In good condition Asset 03 5 FRernlin

Pipe Count szt 07, GYinger

airbanks Location [ FRernlin
Stabe |AK-Alasia Locaticn ow/aLaniz GYinger

Location Details page

In the upper left corner is the Standard Details pane. From here, enter a new name or select a
new value for the other fields from the drop-down lists. Click the Update button to save the

changes.
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A location with a parent location is called a sub location. A parent location cannot have a parent
location, but may have multiple sub locations. This relationship is shown in the Location Hierarchy
pane.

To enter a note, click on the note and enter the text, pressing the Enter key will save the note.

Creating and Modifying the Details

After performing a location search, click on the name of the location that is to be modified.

The Location Details page is displayed with the details associated with the location are shown in
the Details tab, sorted by Detail Type and then by Detail.

Details H Transfer History " Work Orders " Inventory l

{E{tal‘l,—m: Syshem vI Display Template D:'h!ll’-iD F Add Detail +

Dot Current Yalue Previous Valee Detall Typeds Updated By
KRiley
KR lley
KRiley

KR lkey

Company ABC Company vaur Company Name Here System

.
Divislan DOriling System

ri
Hanufachu res 08H Manufacturing Syshem
ri

Rig Dowin Date ’ Gyste

Location Details tab

To limit the details to a specific type click on the Detail Type filter and select a detail type. To only
show template details, check the Display Template Details box.

Any of the columns can be used to sort the data. Click the column once to sort in ascending
order, click it a second time to sort it in descending order. The arrow to the right of the column
label will indicate the sort order.

Only details that have the editable flag set to “Yes” can be modified. Details that have this flag set
to “Yes” have a small triangle in the upper right-hand corner of the data cell in the current value
column. Click on the data cell that is to be changed, enter the new value or select a value from
the drop-down list and press the Tab or Enter key to save the change. Click on another data cell
instead of the Tab or Enter key to cancel the change.

To add a detail click the Add Detail button

The Add detail dialog box is displayed.

| add petan @

Plexse choose a Detall @

. —

Add Detail dialog box

Select a detail from the drop-down list, click the Add button to save the detail and return to the
Details tab, or click the Cancel button to return to the Details tab without saving.
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Reviewing Inventory by Location

After performing a location search, click the Inventory tab on the details page.

A list of any items with inventory quantities at the location is displayed. Any items that were
created with the Always Display flag turned on will also be displayed, regardless of its inventory
guantities.

et [ Sraastr ey || ok oot | evernery |

search P | Reset ¥ | Export [ | [ Swowal [ Show Nesding Rearder
- | | | Y Y O Y Y Y |
Acd ttem wrventory [ acd Column 5
Item Type Description Available Gty Unavallable Gty Sent Qty Unit Of Measare Location Ttem Recrder Qty
- Coill Collars 4 L/Z inch Dvill Collar |3 1 o Each

Casing and

k&
& Tnwvenbary Casing 5 112 inch 5 a [ Each
Tubing

Location Inventory tab

The filters can be used to limit the number of items displayed: Category, Item Type, Description,
Available Quantity, Unavailable Qty, Sent Qty, Unit of Measure, or Location Item Reorder Qty.
Clicking the Show All Item checkbox will show all items associated with the location and any item
with the Always Display detail set to Yes. Then click the Search button.

The Available Quantity, Unavailble Quantity, Sent Qty, and Location Item Reorder Qty may be

modified using inline editing. Click the data cell, enter a numeric value for the data and press the
Tab or Enter key to save the change. Clicking on another data cell will cancel the changes.

Adding Item Inventory

If an item has never had inventory at a location, it is necessary to add the item inventory to the
location.

Click the Inventory tab on the details page.

From the Inventory tab, click the Add icon &4 for Add Item Inventory.

The Add Item Inventory dialog box is displayed
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Add Item Inventory dialog box

Enter the following information.

Item A drop-down list of items that have never had inventory at this location.

Available Quantity The quantity that is available at this location. Enter a numeric value
with up to 2 decimals.

Unavailable Quantity The quantity that is unavailable at this location. Enter a numeric
value with up to 2 decimals.

Location Item Reorder Quantity The quantity point at which the item should be re-
ordered for the location. This will default to the amount set in the Item Reorder Quantity in
the Item Master. Enter a whole number.

Click the Save button to save the changes and return to the Location Details page or click the
Cancel button without saving the changes and return to the Locations Detail page.

Creating a Location

Locations are created with the use of location templates. The template is selected for the type of
location to be created and the details are then displayed for entry. Any blind detail defaults are
added behind the scenes and any other default values are pre-entered on the screen. The details
are displayed on the screen in the order specified in the selected template. The mandatory fields
are denoted with an asterisk (*) and require information to be entered in order to create the
location.

From the Main Menu, select Admin -> Locations.

The Location Search page appears.

To add a new Location, click the Add icon & for Add Location.

The Add Location dialog box is displayed.

In the Add Location dialog, select a template from the Choose Template drop-down list.
The full dialog box will be displayed after a template is selected. All of the required fields will

default to the values setup in the template. Any detail definitions associated with the template that
have the prompt flag set to “Yes”, will also be displayed.
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Add Location dialog box

Fields are specific, according to the template selected.

Enter or change any of the fields as needed to create the location.

Description A detailed description for the location. This will default to the value setup in
the template.

Parent Location A drop-down list of locations. If the location is a sub location of another
location, enter that location here. This will default to the value setup in the template.

Name The name of the location. This will default to the value setup in the template.

Status A drop-down list of location statuses. This will default to the value setup in the
template.

Type A drop-down list of the location types. This will default to the value setup in the
template.

Time Zone A drop-down list of the time zones. This will default to the value setup in the
template.

Detail Definition Fields Any detail definitions that have the prompt flag set to “Yes” in
the location template will be available for modification. These will default to the value set
up in the location template when setup. If the detail definition has the mandatory flag set
to “Yes”, the fields will be required. Any additional details can be added to the location
after it is created.

Click the Save and Add Another button to add another location, click the Save button to save the
changes and return to the Location Search page, or click the Cancel button to return to the
previous page without saving the changes.
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Device Activity

The system records each time a device starts a sync and successfully syncs to the PROMPTT®
System. This information can be viewed in the Device Activity page.

Reviewing Device Activity

From the Main Menu, select Admin -> Device Activity.
The Device Activity page is displayed.

To see device activity for a specific time, click the radio button in front of Less Than 24 hours, 25-
72 Hours, 73-168 Hours, or More Than One week. The default is All.

Use one or more of the filters to determine which of the devices will be displayed. Leaving the
filter blank will show all devices.

Enter a numeric value in the ID filter.

Enter a device ID or a patrtial ID in the Device ID filter.

Select one or more device types from the Device Type filter drop-down list.
Select one or more publication levels from the Pub Level filter drop-down list.
Select one or more locations from the Location filter drop-down list.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Last Sync Start filter. Leaving all the radio buttons blank will use equal
as the operator for the filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Last Successful Sync filter. Leaving all the radio buttons blank will use
equal as the operator for the filter.

Enter a time zone or a partial time zone in the Time Zone filter.
Enter a version or a partial version in the Version filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Last Successful Sync filter. Leaving all the radio buttons blank will use
equal as the operator for the filter.

Click the Search button.

The results of the search are displayed with the different sync times color coded for ease of
reading. Devices that have synchronized in the last 24 hours are in grey text, devices that have
synchronized in the last 25-72 hours in dark blue text, devices that have synchronized in the last
are in ochre text, and devices that have not synchronized in over a week are in red text.
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Page 1 of 1 (4 items)
™ Device ID DeviceType | Pub Level Location Last Sync Start Last Successful Sync Time Zone Version Last Reload

Ed (1201 |coINHPSSGE  [Handheld Heavy 010 Rig Phoanix 06/05{2015 10:51 AM | 06/05/2015 10:52 AM .[Ifr:':'(giu):a":;ﬁ‘" 50013433 |0g/o4/z0is  dH—— sync'd in the last 24 hours
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Device Activity page

The Search Pages section contains additional information about search pages.

Click the Delete icon Ed to delete an activity from the page.

Changing Publication Levels

To change the publication level on a device, use the inline editing feature on the Pub Level data
cell. Select Heavy, Standard, or Lite from the drop-down list and press the Tab or Enter key to
save the change. Click on another data cell instead of the Tab or Enter key to cancel the change.
It is then necessary to synchronize the device to pick up the new publication level.
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Device Registration

The first time a device is synchronized with the system, it records the details of the device. This
information can be viewed in the Device Registration page.

Reviewing Device Registration

From the Main Menu, select Admin -> Device Registration

The Device Registration page is displayed.

Use one or more of the filters to determine which of the devices will be displayed. Leaving the
filter blank will show all devices.

Enter a device ID or a partial ID in the Device ID filter.

Enter a device name or a partial device name in the Name filter.
Enter a user name or a partial user name in the User Name filter.
Select Yes, No, or All from the Shared filter.

Enter an operating system version or a partial operating system version in the OS
Version filter.

Enter an equipment manufacturer or a partial equipment manufacturer in the OEM filter.
Enter a model or a partial model in the Model filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Updated filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Registered On filter. Leaving all the radio buttons blank will use equal as
the operator for the filter.

Click the Search button.

The Device Registration page is displayed.

PROMPTT Device Registrations -@ TRIGPOINT
@ Home @ Assets v (B Time ¥ (B Hours Of Service ¥ [ admin ~  RIGIQ. ~ gbecerra Logout
) Search My Searches
reset 9| xport I
[ L Il | -l [ I Il L 1
Page 1 of 1 (3 items)
Device ID Name User Shared 0S Version OEM Maodel Updated Registered On.2.
? | 7904sz37KT LAPTOP-3624 Karen Riley Yes Windowsg Hevdett-Packard d:_:g::kfc” 10/06/2014 10/06/2014
’ |2sDrvPviwz TRIGPOINT1745 mary smith No Windows? Hewlett-Packard  |HP ProBook 4730s | 10/07/2014 10/07/2014
? | PvknzAzYEX TABLET 3418 Fabian Berolini Yes Windows? Panasonic CFH2PBEEVIM 03/05/2015 03/05/2015
Corporation

Device Registration page

The Search Pages section contains additional information about search pages.
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Reviewing the Device Registration Details

From the Main Menu, select Admin -> Device Registration
The Device Registration page is displayed.
Click the Pencil icon . to the left of the device that is to be viewed.

The Device Registrations Details dialog box is displayed.

[ Device Registration Details

(x)

Device Registration Details

Registration ID: User:

40004 Fabian Berolini
Device TD: Device Mame:
FYKNZAZYEX TABLET-3418
OEM: Model:

Panasonic Corporation CFH2PBEEVIM
Processor Speed: Processor Count:
2.376 4

Screen Height: Screen Count:
728 1

Created: Updated:
3f5/2015 4:06:45 AM 3/5/2015 4:06:45 AM

Location:
Rig #1 Amersham

05 Version:
Windows?
Physical Memory:
3

Screen Width:
1024

Shared Devios:
True

Device Registration Details dialog box

Click the OK button to return to the Device Registration page.
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Attachments
Every time an attachment is linked to an object in the system, it is saved in the system. These

attachments can be accessed and viewed in the Attachments page.

Reviewing Attachments

From the Main Menu, select Admin -> Attachments

The Attachments page is displayed.

Use one or more of the filters to determine which of the attachments will be displayed. Leaving
the filter blank will show all attachments.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used in conjunction with the value.

Enter an attachment name or a partial attachment name in the Name filter.
Select one or more attachment type from the Type filter drop-down list.

Select one or more objects to which the attachment is assigned from the Assigned To
filter drop-down list.

Enter a file name or a partial file name in the File Name filter.

Enter a numeric value in the Size filter. The less than, greater than or equals symbol can
be used in conjunction with the value.

Enter a user name or partial user name in the Update By filter.
Enter a user name or partial user name in the Created By filter.

Check the radio button for Equal To, Before, or After and then select a date from the
calendar in the Updated filter. Leaving all the radio buttons blank will use equal as the
operator for the filter.

Click the Search button.

The Attachments page is displayed.

PROMPTT Attachments ‘7 TRIGPOINT
{8 Home & Assets v 45h safety v [] Checklists v (5 Time v (B Hours Of Service v [BAdmin v RIGIQ. ~ kriley Logout
Search My
| | Search D> saved search HE
[ Reset 9 [ Epor M B
[ | [ -i G|l II II | L 1)
Page 10f3 (S1items) 123 [ Add Attachment
1 Hame Type Assigned To File Name size Updated By Created By Updated =
& 10027 9574638841 Image Ttem 95746988% 1.docx 122KB | mary smith mary smith o A
R N . N ) 06/05/2015
& 10027 9574638881 Image Component 95746988 % 1 docx 122KB | mary smith mary smith Do oy
. ) 06/02/2015
a /B 10026 BOP Image Component Type | BOP.jpg 9 kB Gustaw Becerra Gustav Becerrs ke d
, 05/02/2015
& = 14026 Rig Floor Image Checklist Cheddist20005.jpg 34 KB Karen Riley Karen Riley 12:03:18 AM
Attachments page
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Click the Filename to open the file, click Assign To link to open to the object to which the
attachment is linked.

Click the Bell icon 4 to any notifications regarding the attachment.
Click the Pencil icon .~ to view the details of the attachment.
Click the image icon =!I to view the attachment.

The Search Pages section contains additional information about search pages.

Adding an Attachment
Click the Add icon &4

The Add Attachment dialog box is displayed.

*Fila:
Browse...
(Max file size 30ME}

*Name:

Type:
|Image b |

Add Attachment dialog box

Click the Browse button to select the file to attach.
Enter the Name and select the type of attachment.

Click the Upload button. Click the Browse button to add another attachment, or click the Close
button to return to the Attachments page.

Reviewing the Attachment Details

From the Main Menu, select Admin -> Attachments
The Attachments page is displayed.
Click the Pencil icon . to the left of the attachment that is to be viewed.

The Attachment dialog box is displayed.
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< Attachment ~
IDe Name:
2029 4 inch drill collar
Type: File Name:
Image 4 inch drill collar.jpg
MIME Type: Size:
imagejpeg 3KB
Updated By: Updated:
Karen Riley /11,2015 7:25:56 AM
Created By: Created:
Karen Riley 2/11,/2015 7:25:56 AM
" o
Assignment
Type I Sync To Handheld Assigned By -]
Component 3 Mo Karen Riley |

Attachment dialog box

Click the Close button to return to the Attachments page.
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Subscriptions

The PROMPTT® System has the ability to send emails and texts to users when specific
notifications are created through subscriptions. Subscriptions also determine which natifications
will be displayed to the user in the Subscriptions content brick on the home page. Subscriptions
are setup by roles.

Reviewing a Subscription

From the Main Menu, select Admin -> Subscriptions
The Subscriptions page is displayed.
Select the role for which the subscription will viewed.

Subscription that have been previously setup will default the location and any notifications setup
as subscriptions will be displayed.

PROMPTT Subscriptions PROMPTT

@ Home @ Assets v &8 safety v O] Checklists v () Time v (B Hours OF Servic v [Eadmin v RIGIQ. ~ kriley Logout

Subscription
Select a Role: #sset Coordinator b
slect Location:

Add Notification Subscription B
Natification |\nm ‘ Email | Text | From | To
N Ed |010301 - Location Detail Created | [ ‘ [~ | [ |oa=uo AM 1-:]6:00 PM
C_I'ck thelp{us [ENotification Filkers
sign to display

Subscriptions page

Creating a Subscription

From the Main Menu, select Admin -> Subscriptions
The Subscriptions page is displayed.
Select the role for which the subscription is to be added from the Select a Role drop-down list.

Select a location from the drop-down list. The system will have default locations of My Location,
Company, Region. Additional locations can be added through the supplemental list “Location
Display Details”.

Click the Add icon &# for Notification Subscription.
The Add Notification dialog box is displayed.
To add all notifications for a module click the module name.

To add a group of notifications for the module, click the plus sign to expand the selection and
click on a group. All the notification types under the group will be added to the subscription.

To add a type of notification click the plus sign for the group to expand the selection and click on
a notification.
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Hotifications ~

[=] 01 - Core Processing
0101 - Location
0102 - Location Detail Definition
0103 - Location Detail
[=] 0104 - Location Sync
010401 - Location Handheld Adtivity
010402 - Handheld Sync Adivity e— T]I'PE
010403 - Handheld Marge Conflict
0105 - Handheld Messa
0106 - Error
0107 - User efp———= Groups
0108 - User V
0109 - Detai
02 - Application Programming Interface
03 - Asset Tracking
04 - Transfers
(5 - Tasking
% - Time Compliance
07 - Job Safety
08 - Checkists Modules
8 - Work Orders
10 - Hours Of Sarvice
11 - Time Capture
12 - Inventory Ttems
13 - RigIQ Data Visualization
14 - RiglQ Data Analysis
15 - RigIQ Predictive Analytics

Add Notifications dialog box with expanded modules and groups

The notification will be added to the subscription.

PR OMPTT Subscriptions pROMPTT

B Home  { Assets v B safaty v [F] Checklists ¥ (5 Time ¥ (B Hours Of Service v [Badmin v RIGIQ. ~ kriley Logout

Select 2 Role: | Asset Coordinator
Select Location: [Divison [ V]

Motification View Email Taxt From

010301 - Location Datail Craated (™) W1 [ 06:00 AM 06:00 PM
Add Filter

—

Subscriptions

To see the notification in the Subscriptions content brick on the Home page, have the View
checked. The user must have the Subscriptions content brick added to their home page to see
the natification.

To have an email sent to users that have the role, have the Email box checked. The users must
have an email entered in their user profile in order to have an email sent to them.

To send a text to users that have the role, have the text box checked. The users must have a cell
phone number entered in their user profile in order to have a text sent to them.
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To limit when text and emails are sent out, enter a From and To time. The default is 4:00 am to
4:00 pm. Click on the hour, use the up and down arrows on the keyboard to change the hours, or
type in the hours. Use the right arrow to move to the minutes, use the up and down arrows to
change the minutes, or type in the minutes. Use the right arrow to move to the period, use the up
and down arrows to select a period, and use the Enter key to save the entry. Clicking in another
cell without using the Enter key will cancel the entry.

To delete a notification from the subscription click the Delete icon Ed to the left of the subscription.

To add a filter to the subscription click the Add icon &4 for Filter after adding the notification. Only
notifications that match the criteria entered in the filter will be sent to the users. If the same filter is
setup for the two different roles, and a user has both roles, the filter will only be sent out once.

The Filter pane is expanded.

[EMotification Filters
Filter Operator Text

I:AT-JJ:I|H |DE|:-E riment 1= 1 1

Add Fitter B
Filter pane

Select the element that the notification is to be filter upon from the Filter drop-down list.
The elements that can be used as a filter are setup in the supplemental lists of type
subscription filter.

Select an operator from the Operator drop-down list.

Enter value for the filter in the Text field. Keywords can be used here.

To add another filter, click the Add icon &2 for Filter. A notification must match all the
filters in order for it to be viewed or sent.

To delete a filter click the Delete icon Ed to the left of the filter.
Example A

Role=Rig Manger

Location= My Location

Notification = 030402 - Component Detail Updated

View = Checked. Email = Unchecked. Text = Checked.

Filter Operator | Text
ComponentName Like Agitator
DetailName = Oil Pressure
NewValue > 150

Oil Pressure is a component detail. Every time the Oil Pressure on a component that has
the word Agitator in it is updated to a value over 150 and the component is at the Rig
Manager’s location, it will be shown in the Subscriptions content brick on any users who
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have a role of Rig Manager. A text will be sent out to the same users who have a phone
number setup in their user profiles.

Example B

Role=Asset Manger

Location= My Location

Notification = 030402 - Component Detail Updated
View = Checked. Email = Checked. Text = Unchecked.

Filter Operator | Text
ComponentType = Engine
DetailName = Oil Level
NewValue = Low
OldValue = OK

Oil Level is a component detail. Every time the Oil Level on a component that is type of
Engine is updated to the value Bad from a value of OK, and the component is at the
Asset Manager’s location, it will be shown in the Subscriptions content brick on any users
who have a role of Asset Manager. An Email will be sent out to the same users who have
an email setup in their user profile.
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Primary Lists

Primary lists are a collection of twenty pre-loaded system lists that users can view, add, or
modify. The use of primary lists makes data entry easy and aids in keeping the data consistent.
Primary Lists are used throughout the system and are further explained in the corresponding
sections.

Component Data Type Component Data Types are used to determine the type of data a
component detail definition can store. They come preloaded in the system and the user
can only view them.

Component Detail Type Component Detail Types are used to sort and select
component details in reports.

Component Status Component Statuses are used to identify the different states that a
component can pass through as they are used.

Component Type Component Types are used to sort and select components in reports.

Instruction Group Type Instruction Group Types are used to sort and select the groups
in task assignment.

Instruction Type The instruction types are used to determine which instructions a task
profile will use when generating the task list. The system comes preloaded with an
instruction type of *No Instructions and the user can add any additional instruction types
required. Instruction Types are maintained in the primary lists.

Location Data Type Location Data Types are used to determine the type of data a
location detail definition can store. They come preloaded in the system and the user can
only view them.

Location Detail Type Location Detail Types are used to sort and select location details
in reports.

Location Status Location Statuses are used to identify the different states of a location.

Location Type Location Types are used to sort and select location in reports.

Maintenance Plan Types Maintenance Plan Types are used for grouping and reporting
the different task assignments.

Material Transfer Type Material Transfer Types are used to define the different types of
transfers that the PROMPTT® System supports. The Material Transfer Type determines
if a transfer is a ship or receive, are maintained in the primary lists and the user can then
add any additional roles that are required.

Message Type Message types are used to define the different type of messages that the
system uses. They come preloaded in the system and the user can only view them.

Notification Type Notification types are used to define the different type of notifications
that the system creates. They come preloaded in the system and the user can only view
them.

Reject Code The reasons to reject a task list, component, or individual task or the reason
why a component scan was skipped during tasking.

Reject Code Types Used to group reject codes together by type for grouping and
reporting purposes.
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Response Type Response Types are using to define the type of answer or action that
will be required when an instruction is completed in a task. The system comes with
preloaded response types and the user can view them in the primary lists.

Role Roles are used to determine user access to the system when configuring security
and are used to subscribe to configured subscription notifications. The system comes
with basic roles and their corresponding security preloaded.

Ship Via The Ship Via is used to maintain a consistent list of shipping vendors.

Task Profile Type Task Profile Type determines how the task profile is to be run. The
system comes with preloaded with the response types and the user can view them in the
primary lists.

User Type User Types are used to sort and select user in reports.
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Supplemental Lists

Supplemental lists are user-defined lists that can be used throughout the system as well as pre-
determined system defined lists. The use of supplemental lists makes data entry easy and aids in
keeping the data consistent.

Reviewing Supplemental Lists

From the Main Menu, select Admin -> Supplemental Lists
The Supplemental Lists page is displayed.

Use one or more of the filters to determine which of the lists will be displayed. Leaving the filter
blank will show all supplemental lists.

Enter a name or a partial name of a supplemental list in the Name filter.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used immediately preceding the value.

Select Yes, No, or All from the Active filter.

Select Yes, No, or All from the System Data filter.

Select Yes, No, or All from the Editable filter.

Select Yes, No, or All from the Show Description filter.

Select one or more resource types from the Resource Type filter drop-down list.
Click the Search button

The search results are displayed.

DHDMP supplemental Lists _;.'.-I‘I:.= GFOIMNT
.-'x = - & sty i k .- - [~ ] Therolini
Saarch
fr
L ] [y - |
| o - 3 - ar
i i g+
Rameis o Retive ystem Dals Eatable Lhow Dieneriplon Reiwiie Trpe

¥|5|¥|%

Supplemental Lists page

The Search Pages section contains additional information about search pages.

Creating and Modifying a Supplemental List
To add a new supplemental list, click Add icon &2 for Add List.
The Add List dialog box is displayed.

To edit a supplemental list, perform a search and click on the Name or blue ID number of the list.
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Enter or modify the following information
Name Enter the name of the list, as it will appear in the system. Enter a name of up to 50
characters.
Active Select Yes or No from the drop-down list.

System Data Select a No from the drop-down list. Lists that have this value set to “Yes”
were shipped with the base system. User-defined lists should have a value of “No”.

Editable For lists that have the System Data set to a Yes and editable set to a No, the list
cannot be edited. Some System list can have editable list items. Select Yes or No from
the drop-down list.

Show Description This allows a description to be entered when entering elements for
the list. Select Yes or No from the drop-down list.

Resource Type Used to group lists and translations together. Select the type of resource
from the drop-down list where this supplemental list will be used.

Click the Add button to save the changes and return to the Supplemental Lists page or click the
Cancel button without saving the changes and return to the Supplemental Lists page.

To view the elements of the supplemental list, click on the Name or ID of the list that is to be
modified.

The Supplemental List Items page is displayed.

PROMPTT upplemental List tems Friaromt
Barh Ta Lists ¥
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Supplemental List Items page

Use one or more of the filters to determine which of the elements of the supplemental list will be
displayed. Leaving the filter blank will show all lists.

Enter a numeric value in the Sequence filter. The less than, greater than or equals
symbol can be used immediately preceding the value.

Enter a name or a partial name of a supplemental list in the Text filter.
Select Yes, No, or All from the Active filter drop-down list.
Select Yes, No, or All from the System Data filter drop-down list.

Enter a numeric value in the ID filter. The less than, greater than or equals symbol can be
used immediately preceding the value.
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To add an element to a supplemental list

Click the Add icon &2 for Add List.

The Add List Item dialog box is displayed.

Sequence The list order. Enter a numeric value with no decimals.

Text Enter the text of the element, as it will display in the system.

Description If the description was set to “Yes” when adding the supplemental list, a full
description can be entered in this field.

Active Indicate if the list is active for selection purposes. Select Yes or No from the drop-

down list.

System Data Select No from the drop-down list.

Click the Save and Add Another button to save the changes and add another, click the Add
button to save the changes and return to the Supplemental List Items page, or click the Cancel
button without saving the changes and return to the Supplemental List Items page.

To delete a supplemental list element, click the Delete icon Ed to the left of the element. Only
elements that have not been used can be deleted.

Some supplemental lists came loaded with the system and the user cannot add or change them.
The following supplemental lists fall under this category.

ACTION TYPE
APPLICATION TYPE
ATTACHMENT TYPE
BATCH STATUS
CARRIERS

CATCH OF THE WEEK
CHECKLIST ANSWERED

CHECKLIST
COMPONENT

CHECKLIST EXPORT
TYPE

CHECKLIST GROUP
TYPE

CHECKLIST QUESTION
ANSWER TYPE

CHECKLIST ROLE

User Guide - PROMPTT® System

CHECKLIST SUB TYPE
CHOICE LIST DONE
CHOICE LIST OK

CHOICE LIST VALID-
INVALID

CHOICE LIST YES-NO

COMPONENT HISTORY
ENTRY TYPE

DASHBOARD FAVORITE
WIDGET TYPE

DASHBOARD TYPE
DASHBOARD USAGE

DASHBOARD WIDGET
TYPE

DATA FORMAT

DATATYPE

DETAIL TYPE

DETAIL UPDATE RULE
DEVICE TYPE

EDIT GROUP

ENTITY

FILTER ITEM TYPE
FORM TYPE

HIGHEST RISK

HOURS OF SERVICE
DUTY STATUS

HOURS OF SERVICE
INSPECTION

ITEM CATEGORY

ITEM HISTORY ENTRY
TYPE

135|Page




ITRIGPO |
S O LU T 1 6

zZ

1

ITEM MASTER STATUS
ITEM TYPE DEFAULT
ITEM TYPE PROMPT
JOBSAFETY CATEGORY

LOCATION DISPLAY
DETAILS

MATERIAL TRANSFER
TYPE

MEETING TYPE
NEXT ACTION
NOTIFICATION GROUP

OBSERVATION
APPROVAL TYPE

PAGE TYPE

PAY CODE

User Guide - PROMPTT® System

PAY CYCLE WEEK
QUESTION TYPE

RIG INSPECTION
ANSWERS

SHIFT ACTION TYPE
SHIFT APPROVAL TYPE
SHIFT BREAK TYPE

SHIFT OVERRIDE
REASON CODE

SHIFT STATUS
SHIFT TYPE
SUBSCRIPTION FILTER

SYNCTOHANDHELD
ATTACHMENT MIME
TYPE

TIME CARD STATUS
UNITS
UPDATE RULE

UPDATE SOURCE
ENTRY TYPE

UPDATE TARGET
ENTRY TYPE

WEEKLY SUMMARY
STATUS

WORK ORDER
CREATED ON

WORK ORDER
PRIORITY

WORK ORDER STATUS

WORK STATUS
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Detail Definitions

The detail definitions are used to describe details that can be added to various objects such as
items, users, departments, or work orders.

Reviewing a Detail Definition

From the Main Menu, select Admin -> Detail Definitions
The Detail Definitions page is displayed.

Use one or more of the filters to determine which of the detail definitions will be displayed.
Leaving the filter blank will show all detail definitions.

Select one or more detail types from the Detail Type filter drop-down list.
Enter a name or a partial name of a detail definition in the Name filter.
Select Yes, No, or All from the Always Display filter.

Select Yes, No, or All from the Mandatory filter.

Select one or more data types from the Data Type filter drop-down list.
Select one or more list types from the List Type filter drop-down list.

Enter a numeric value in the Size filter. The less than, greater than or equals symbol can
be used immediately preceding the value.

Enter a numeric value for the precision in the Prec filter. The less than, greater than or
equals symbol can be used immediately preceding the value.

Select Yes, No, or All from the Handheld filter.
Click the Search button.

The search results are displayed.

PROMPTT Detai Definitions Zmaromnt
! . . 3 . - - = Mty
Search My Sesrches
h.nl) Ul X ]
- Ree Y [ - | “O
: A =il : al a— 1 j :
12 (4]
Detadl Type Name cn Aways Duplay Maadatery Oata Type Lt Type saw Prec Manenets

Detail Definitions page

To delete a detail definition, click the Delete icon Ed.

The Remove dialog box will be displayed.
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Remove dialog box

Click the OK button to delete the detail, or click the Cancel button to return to the Detail
Definitions page without deleting the detail.

Only detail definitions that have not been used in the system can be deleted.

The Search Pages section contains additional information about search pages.

Creating and Modifying a Detail Definition

After performing a detail definition search, click on the Pencil icon . to the left of the detail
definition that is to be modified.

The Edit Detail Definition dialog box is displayed.

[ Edit D:etail Definition [E]]
-y Detall Definitian
®Detall Type: ® Mo m e ¥Ed itable:
Time: Caphare [added Minutes ] [res |
* Always Display: *Mandatory: *Detail To Handheld:
[es w|  [wes w|  [ves |
*Data Type: Assigned To: Updated By:
| Humeric w|  |pecertment |=|  system Processing
Minkmum Valee: Maximem Valwe: Defau it Value:
b | [« | [
11 ® P recision:
[E] ] [o ]
Unit OF Measure Update Rule Data Format
[Mirstes w| o w| o w|

Edit Detail Definition dialog box

To create a new Detail Definition click on the Add icon for Add Detail Definition.
The Add Detail Definition dialog box is displayed.
Enter or modify the data for the detail definition

Detail Type Detail types are used for grouping and reporting purposes. Select a detail
type from the drop-down list.

Name The name of the detail. Enter a name of up to 50 characters.
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Editable Determines if the detail can be modified when creating or modifying. Select Yes
or No from the drop-down list.

Always Display Details that have not been added to an object will not be displayed when
viewing the object. If this field is set to Yes then the detail will always display regardless
of whether the detail has been added to the object. Select Yes or No from the drop-down
list.

Mandatory Determines if the detail is required when creating or modifying the object that
has this detail assigned to it. Select Yes or No from the drop-down list.

Detail to Handheld Determines if the detail will be displayed on the Handheld. Select
Yes or No from the drop-down list. Sending details to the Handheld will send additional
data to the Handheld and could increase the synchronization times for the Handheld.

Data Type Determines the type of data that the detail will hold. Select a data type from
the drop-down list. The data type selected determines the fields that will be prompted.

If a date, date time, or time data type is selected, a minimum value, maximum
value, default value, unit of measure or update rule may optionally be entered.

If list data type is selected, a list must be selected. A default value may be selected
from the drop-down list.

If a numeric data type is selected, the size and precision must be entered. A
minimum value, maximum value, default value, unit of measure, update rule, or
data format may be optionally entered.

If a text data type is selected, a size must be entered. A minimum value, maximum
value, default value, unit of measure, update rule, or data format may be optionally
entered.

Assigned To The detail will be used with these types of objects. Select one or more of
the objects from the drop-down list.

Updated By The system will automatically update this value with the user name
whenever the detail is modified.

When adding a new detail definition, click the Save Add Another button to save the detail
definition and add another, click the Save button to save the detail definition and return to the
Detail Definitions page or click the Cancel button without saving the detail definition and return to
the Detail Definitions page.

When modifying an existing detail definition, click the Save button to save the changes and return
to the Detail Definitions page or click the Cancel button without saving the changes and return to
the Detail Definitions page.
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Setting up Components

Creating and Modifying a Component Type

Component types are used to group and select components in the PROMPTT® System. They
are maintained in the primary lists.

From the Main Menu, select Admin -> Primary Lists
The Primary List page is displayed.
Select Component Type from the Type drop-down list.

A list of component types is displayed.

PROMPTT Freisrommt
e e B asan b suimty ~ [ T T - ahacar
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Primary List page - Component Ty;)e

The existing component types can be edited using inline editing. Click on the component type that
is to be changed, enter the new text and press the Tab or Enter key to save the change. Click on
another data cell instead of the Tab or Enter key to cancel the change.

To create a new component type, click the Add icon & for Add Component Type.

The Add Component Type dialog box is displayed.

[ Add Comiponent Typa E]]

Component Type :

[ Save and Add Another ][ Add ][ Cancel ]

Add Component Type dialog box

Enter a Component Type of up to 50 characters.

Click the Save and Add Another button to save the changes and add another component type,
click the Add button to save the changes and return to the Primary List page or click the Cancel
button without saving the changes and return to the Primary List page.
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Viewing Component Data Type

Component Data Types are used to determine the type of data a component detail definition can
store. They come preloaded in the system and the user can only view them. Component Data
Types can be viewed in the primary lists.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Component Data Types in the Type drop-down list.

PROMPTT Primary Lists ﬁTﬁlGP_OlNT.

B Home @ Assets v (5 Time v (B Hours Of Service v BB Admin v RIGIQ. ~ gbecerra Logout

Primary Lists

-

ID | Component Data Type

Choice List

Data

Fl
3

1 Discrete Numeric Value
2 Discrate Text Value

5

Function

Primary Lists page — Component Data Type

Creating and Modifying Component Statuses

Component Statuses are used to identify the different states that a component can pass through
as they used. Component Statuses are maintained in the primary lists.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Component Status in the Type drop-down list.

PROMPTT Primary Lists Frrisroiny
{{"FDIT:E %02 Assets v (H Time ~ (B Hours Of Service » |[EB Admin ¥ RlGlQ hd ghecerra Logout

Primary Lists

Type: | Companent Status v

Add Component Status

1D | Component Status Active
E3 (1 |active v
Ed |25 |Available Inventory v
Ed |30 |Damaged - Unrepairable N
Ed |31 |Damaged - Waiting on Repair N

Primary Lists page - Component Status

Click the Add icon &4 for Component Status.
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Component Status :
[ |
Achive:
[]

Add Component Status dialog box

Enter a Component Status of up to 50 characters.
Click the Active checkbox to mark the status as active, or leave it blank to mark it as inactive.

Click the Save and Add Another button to add another Component Status, click the Add button to
save the Component Status and return to the Primary Lists page, or click the Cancel button to
return to the previous page without saving any changes.

Component Statuses are modified using the inline editing feature. If a field can be modified, it will
have a small triangle in the upper right-hand corner of the data cell. Click on the data cell that is

to be changed, enter the new value or select a value from the drop-down list and press the Tab or
Enter key to save the change. Click on another data cell or the Esc key to cancel the change.

Creating and Modifying a Component Detail Type

Component Detail Types are used to sort and select component details in reports.
From the Main Menu, select Admin -> Primary Lists

The Primary List page is displayed.

Select Component Detail Type from the drop-down list.

A list of component detail types is displayed.

PROMPTT Primary Lists ¥J/1riGROINT
@ Home  §5 Asset= v (D Time v (B Hours Of Service ~  [B8 admin ~ RIGIQ. ~ gbecerra Logout
Primary Lists

Type: | Companent Detail Type ¥

Add © Detail Type
™ Component Detail Type
*] a7 Accumulator
X] 46 Annulsr
X 38 Generstor
E3 2 Mast

Primary Lists - Component Detail Type
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The existing component detail types can be edited using inline editing. If a field can be modified, it
will have a small triangle in the upper right-hand corner of the data cell. Click on the component
detail type that is to be changed, enter the new value or select a value from the drop-down list
and press the Tab or Enter key to save the change. Click on another data cell instead of the Tab
or Enter key to cancel the change.

To create a new component detail type, click the Add icon &2 for Add Component Detail Type.

The Add Component Detail Type dialog box is displayed.

[ Add Compoment Detal Typs E]]

Component Dekall Type @

[ Save and Add Another ][ Add ][ Cancel ]

Add Component Detail Type dialog box

Enter a Component Detail Type of up to 50 characters.

Click the Save and Add Another button to save the changes and add another, click the Add
button to save the changes and return to the Primary List page or click the Cancel button without
saving the changes and return to the Primary List page.
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Component Choice List
Creating and Modifying a Component Choice List

From the Main Menu, select Admin -> Component Choices
The Component Choices page is displayed.
Select a choice list from the Type filter.

Use one or both of the filters to determine which of the choice list elements will be displayed.
Leaving the filter blank will show all elements.

Enter a numeric value in the Sequence filter. The less than, greater than or equals
symbol can be used immediately preceding the value.

Enter a name or a partial name of a choice list in the Name filter.
Click the Search button

The results of the search are displayed.

pROMpTT Component Choices 7.”“5,0””
’l\ Home {0 Assets w G5 Safeky w _'_'_t heckllsts L Time B Hours Of Service ~ [l Admin ghecerra | Logout
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Component Choices page

Any of the columns can be used to sort the data. Click the column once to sort in ascending
order, click it a second time to sort it in descending order. The arrow to the right of the column
label will indicate the sort order.

To return the page to its initial values, click the Reset button.
To export the data displayed on the page to an Excel file format, click the Export button.

To delete a choice list, click the Delete icon Ed next to the Type field. Only choice lists that have
not been used in the system may be deleted.

To modify the name of the choice list, click the Add icon for Edit.
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The Edit Choice List dialog box is displayed.

[ Edit Choboe List [E]]

Hamee:
b:::l.'Hm.'M:ur ch|

(e (et

Edit Choice List dialog box

Enter up to 50 characters for the Name of the choice list.

Click the Save button to save the changes and return to the Component Choices page or click the
Cancel button without saving the changes and return to the Component Choices page.

To add a new choice list click the Add icon &# for Add List .

The Add Choice List dialog box is displayed.

[ Add Chodce List @]
Name:
I ]
Add Choice List dialog box

Enter up to 50 characters for the Name of the choice list.

Click the Save and Add Another button to save the changes and add another, click the Add
button to save the changes and return to the Primary List page, or click the Cancel button without
saving the changes and return to the Primary List page.

To modify the elements of an existing choice list, select the choice list from the Type drop-down
list.

The existing component choice lists elements can be edited using inline editing. If the field can be
modified, it will have a small triangle in the upper right-hand corner of the data cell. Click on the
data cell that is to be changed, enter the new value or select a value from the drop-down list, and
press the Tab or Enter key to save the change. Click on another data cell instead of the Tab or
Enter key to cancel the change.

To add an element to a choice list, select the choice list from the Type drop-down list.

Click the Add icon &2 for Add Item.

The Add Item dialog box is displayed.
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Enter a single digit numeric value for the list order.

Enter up to 50 characters for the name of the element.

Add Item dialog box

Click the Add Another Choice List Item button to save the changes and add another, click the Add
button to save the changes and return to the Component Choices page or click the Cancel button
without saving the changes and return to the Component Choices page.

To delete a choice list element, click the Delete icon Ed to the left of the element. Only elements

that have not been used in the system may be deleted.
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Component Detail Definitions

Reviewing a Component Detail Definition

From the Main Menu, select Admin -> Component Detail Definitions
The Component Detail Definitions page is displayed.

Use one or more of the filters to determine which of the detail definitions will be displayed.
Leaving the filter blank will show all detail definitions.

Select one or more detail types from the Detail Type filter drop-down list.
Enter a name or a partial name of a detail definition in the Name filter.
Select Y, N, or All from the Edit filter.

Select Y, N, or All from the Disp filter.

Select Y, N, or All from the Reqd filter.

Select one or more data types from the Data Type filter drop-down list.
Select one or more choice lists from the Choice List filter drop-down list.
Select All, None, Always, or Changes from the History filter drop-down list.
Select one or more functions from the Function filter drop-down list.

Enter a numeric value in the Size filter. The less than, greater than or equals symbol can
be used immediately preceding the value.

Enter a numeric value in the Prec filter. The less than, greater than or equals symbol can
be used immediately preceding the value.

Select Y, N, or All from the Handheld filter.

Click the Search button to display the results of the search.

The search results are displayed.

PROMPTT Component Detail Definitions PROMPTT
Auome  §§ assets G4 satety ~  [C] Checklists > L Time = B Hours Of Service ~  [QBl Admin ~ kriley | Lagout
s | My searches |
| Search } - J Aot L] E I—I
— —— d
Reset ") | Expart . | ud m— _"_"""’ ____ el -

i gl | N3 Nmea N N e | - & e QL L EL BT
Fage 1of 27 (G54 itemz] 123456 & W cdd Detail Definition 3
Detall Type | Mame.s . Edit Disp Reqd Data Type Choice List History Function Size Frec Handheld
Ed |Tempiae aar Built "'“:h Humenis o ] Mo

H Template Winch Service ¥ N M Discrete Text Value Changes. 120
H Termplabe ‘Winch ¥ H Y Disorete Text Value o an L]
H Maintenance ‘What Is leaking™ N N " Chalce List What ks lesidng i o

Component Detail Definitions page
The Search Pages section contains additional information about search pages.
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Creating and Modifying a Component Detail Definition

After performing a component detail definitions search, click on the name of the detail definitions
that is to be modified.

The Edit Detail Definition dialog box is displayed.
To Create a new Detail Definition, click on the Add icon & for Add Detail Definition.

The Add Detail Definition dialog box is displayed.

[ Add ekl Definition @]
"Detal Type: *Name! * Editabiles
E | | ] [ma ]
*Always Display: * Required: * Dertail To Handbhebd:

[Ho | [ | [ma |
"Data Type: History:
[ v [pocre ~]

[ Save and Add Another ][ Save ][ Cancel ]

Detail Definition dialog box

Enter or modify the data for the detail definition

Detail Type Detail types are used for grouping and reporting purposes. Select a detalil
type from the drop-down list.

Name The name of the detail. Enter up to 50 characters for the name.

Editable Determines if the detail can be modified when creating or modifying. Select Yes
or No from the drop-down list.

Always Display Details that have not been added to a component will not be displayed
when viewing the object. If this field is set to “Yes” then the detail will always display
regardless of whether the detail has been added to the component. Select Yes or No
from the drop-down list.

Required Determines if the detail is required when creating or modifying the component
that has this detail assigned to it. Select Yes or No from the drop-down list.

Detail to Handheld Determines if the detail will be displayed on the Handheld. Select
Yes or No from the drop-down list. Sending details to the Handheld will send additional
data to the Handheld and could increase the synchronization times for the Handheld.

Data Type Determines the type of data that the detail will hold. Select a data type from
the drop-down list. The data type selected determines the fields that will be prompted.

If a choice list data type is selected, a list must be selected. A default value may be
selected from the drop-down list.

If a date data type is selected, no additional fields are prompted.

If a discrete numeric value data type is selected, the size and precision must be
entered.
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If a discrete text value data type is selected, a size must be entered.

If a function data type is selected, then the function must be selected from the
drop-down list.
History Determines when the history of the detail will be saved. Select Always, Changes,
or None from the drop-down list. Selecting “Always” will write the history for the detalil
anytime the detail is updated regardless if it is changed or not. Choosing “Changes” will
write the history for the detail anytime the value of the detail is changed. Selecting “None”
will result in no history being written for the detail.
Click the Save Add Another button to save the detail and add another detail, click the Save button

to save the detail and return to the Component Detail Definitions page, or click the Cancel button
without saving the detail and return to the Component Detail Definitions page.
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Component Template

Reviewing a Component Template

From the Main Menu, select Admin -> Component Templates
The Component Template page is displayed.

Use one or more of the filters to determine which of the component templates will be displayed.
Leaving the filter blank will show all component templates.

Enter a name or a partial name of a component template in the Name filter.
Enter a name or partial description of a component template in the Description filter.
Select one or more component types from the Type filter drop-down list.
Enter a name or partial tag location in the Tag Location filter.
Select one or more component statuses from the Status filter drop-down list.
Select one or more component details from the Append Detail filter drop-down list.
Select one or more component details from the Prepend Detail filter drop-down list.
Enter a single character in the Delim filter.
Enter a Yes, No or All in the Edit on HH. filter.

Click the Search button.

The search results are displayed.

PROMPTT Component Templates .7‘”“ GPOINT
’l\.-::mn &8 Assels ~ BS54 Safely ~ : Checklists ~ H Time ~ B Hours Of Service ~ [l Admin kriley | Logout
| search
[ Search } |
neset 9 || mxpon

I i Il =1 I | -1 | £ 0 O e Y Y e |

Fage 1af 3 (57 ems) 123 [ A Companent Templata [
Name & Descrigtion Type Tag Locatian Status Append Detall Prepend Detail Delim Edit On HH.
= v ~ ¥ ~ .
= 1 H [*Bxe *Base Template Base By Infa Plate Acthve szt 10 No
B 1B |accumut '| e umudata Infa Pl Active | st 10 N
E 1B |aidyne | aintyne Info Plate Active D Ho
~ — ~

2 1B |ausdiry Brakes Ausllinry Braxes Prakaz | By Info Plate Athe Asmet 10 Ho

Component Template page

To delete a template, click the Delete icon Ed.

The Remove dialog box will be displayed.
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Remove (%)

Are you sure you want to delete this
detail definition?

Remove dialog box

Click the OK button to delete the template, or click the Cancel button to return to the Component
Templates page without deleting the template.

Only templates that have not been used can be deleted.
Click the Details icon = to see the details attached to the component template.

The Search Pages section contains additional information about search pages.

Modifying a Component Template

From the Main Menu, select Admin -> Component Templates.

The Component Templates page appears.

One or more of the filters can be used to limit the number of component templates displayed:
Name, Description, Type, Tag Location, Status, Append Detail, Prepend Detail, Delim, or Edit on
HH. Leave the filters blank to select all templates.

Click the Search button.

The search results are displayed.

The existing component template can be edited using inline editing. Click on the data cell that is
to be changed, enter the new value or select a value from the drop-down list and press the Tab or
Enter key to save the change. Click on another data cell instead of the Tab or Enter key to cancel
the change.

Creating and Copying a Component Template

From the Main Menu, select Admin -> Component Templates

The Component Templates page appears.

To create a new component template, click the Add icon &# for Add Component Template.

The Add Component Template dialog box is displayed.
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Add Component Template dialog box

To copy a component template, click the Copy icon ' to the left of the template. Copying a
component template, such as ““Base”, will also add the component detail definitions of the copied
template to the new component template.

The Copy dialog box is displayed.

Enter or change the data.

Name The name of the template. The template name is used as the base name for any
components created using the template. Enter up to 50 characters for the name.

Description The detailed description for template. This will be the default description for
any components created by the template. Enter up to 50 characters for the description.

Tag Location The location of the RFID or UHF tag on the component. This will be the
default tag location for any components created by the template. Enter up to 50
characters for the tag location.

Status The default status of any component that is created from the template. Select a
status from the drop-down list.

Type The default type of any component that is created from the template. Select a type
from the drop-down list.

Append Detail The detail value will be appended to the name of the component when
the component is created from the template. The detail must have a value in order for it
to append to the name. Select a detail from the drop-down list.

Prepend Detail The detail value will be prepended to the name of the component when
the component is created from the template. The detail must have a value in order for it
to prepend to the name. Select a detail from the drop-down list.

Delim The delimiter between the append detail or the prepend detail and the name of the
component. Enter a single character for the delimiter.
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Edit on HH. Click the checkbox to allow any components created from the template to be
edited on the Handheld.

All of the fields, with the exception of Prepend Detail and Append Detail, are required to create a
component template.

Click the Add button to save the template or click Cancel button to return to the previous page
without saving the template.

Creating a Component Template Detail

After creating a component template, the details to be associated with the template can be
added.

After performing a component template search, click on the Details icon =.

The Component Template Details page is displayed

PROMPTT Component Template Details ,{j TRIGPOINT
( Back To Templates 4 j
£ Home {f Assets v £ safety v [| Checklists ¥ (5 Time ¥ (8 Hours Of Service v [Badmin ~ RIGIQ. ~ gbecerra Logout
Search
Template Mame: [*Base W I oo H 1
| | | |
) Page 1 of 1 (22 items) add © Template Detzil
Datail Prompt SequenceZ Mandatory Default Value Units
'E:! Company N 1 \i TestCo
(%] Division ¥ 2 ¥ Drilling
[x] Region ¥ N Western

Component Template Details page
Any of the columns can be used to sort the data. Click the column once to sort in ascending
order, click it a second time to sort it in descending order. The arrow to the right of the column
label will indicate the sort order.

Click the Add icon &# for Add Component Template Detail.

The Add Template Detail dialog box is displayed.

[ Add Template Detail @
| 5o 300 i et of oz K9
*Detal:
O
O

||M:-'||:] e

*SEquenoe:
Prompt:

Mandatory:

Default Valwe:

- [

| ada ancther Tempiate Detall | [ ada || cancel |

Add Template Detail dialog box

Enter the data for the following fields

Detail Select a detail to add to the component detail from the drop-down list of detail
definitions.
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Sequence The sequence determines the detail display order when creating components.
Enter a number.

Prompt The Prompt field determines whether the template asks for the detail information
when a component is being created. Checking the box will prompt for the detail value.

Mandatory The Mandatory field determines if the detail is required when creating or
modifying a component. Checking the box makes the detail required.

Default Value Used for the typical answer or if there is only one valid value. Details that
are a data type of Choice List will display a drop-down list of valid values for the detalil.
Details that are a data type of Date will display a calendar from which to select the date.

Units The unit of measurement for the detail. Enter up to 50 characters for the unit.

Click the Add button to save the details, click the Add Another Template Detail button to add
more component details to the template, click the Add button to add the detail and return to the
Component Template Detail page, or click the Cancel button to return to the Component
Template Detail page without saving the detail.

Click the Back to Template button at the top of the Component Template Details page to return to
the Component Templates page.

Modifying a Component Template Detail

After performing a component template search, click on the Details icon = to bring up the
Component Template Details page.

The existing component template details can be edited using inline editing. Data cells that can be
modified will have a triangle in the upper right-hand corner of the cell. Click on the data cell that is
to be changed, enter the new value or select a value from the drop-down list and press the Tab or
Enter key to save the change. Click on another data cell instead of the Tab or Enter key to cancel
the change.

Click the Back to Template button at the top of the Component Template Details page to return to
the Component Templates page.

User Guide - PROMPTT® System 154|Page




» —
oA
- O
z Z
|

O =

Item Templates

Item Templates are used to create items in a consistent manner. The template contains the
default values and the details for that type of item. The details in the template can be mandatory
or optional and are presented in whatever order is specified in the template.

Reviewing Item Templates

From the Main Menu, select Admin -> Item Templates
The Item Templates page is displayed.

Use one or more of the filters to determine which of the item templates will be displayed. Leaving
the filter blank will show all item templates.

Enter a name or a partial name of an item template in the Template Name filter.
Select one or more item categories from the Category filter drop-down list.
Select one or more item types from the Item Type filter drop-down list.

Enter a name or partial description of an item template in the Description filter.

Enter a numeric value in the Item Reorder Qty filter. The less than, greater than or
equals symbol can be used immediately preceding the value.

Select one or more units of measure from the Unit of Measure filter drop-down list.
Enter a single character in the Delimiter filter.
Select one or more item details from the Append Detail filter drop-down list.

Click the Search button.

The Item Templates page appears.

—
pROMpTT Item Templates .7& TRIGPOINT
/I\ Home Q) Assets ~ &4 Safety ~ Checklists H Time ~ 5 Hours OF Service ~ BB Admin ~ kriley | Logout
| search [ My Searches |
[ search P
Resst 9 exort [ | | Sesencnlm
I Il -] -l | || =] L Ll -] |
Fage 1af 1 (4 ibems) Add Mem Template [£§
Template Name Category Ttem Type: Description < Ttem Reorder Qty Unit Of Measare Delimiter Append Detall
= Fin Inventory Fup Joinks 0 TESTCO Each
= Cazing Busshing Inventory ) Casing and Tubing | Bushing 2100 bk Eachi
¥
=] Oril Collar Inventory Casing and Tubing | Oril Collar Each
= 1 |oril ipeTuses Inventory ™| il Pipe oril Fipe Tubes Each

Item Templates page

To delete a template, click the Delete icon Ed.

The Delete dialog box will be displayed.

Click the OK button to delete the template, or click the Cancel button to return to the Item
Templates page without deleting the detail.
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Only templates that have not been used can be deleted.
Click the Details icon = to see the details attached to the item template.

The Search Pages section contains additional information about search pages.

Creating and Copying an Item Template

After performing an item template search, click the Copy icon - to the left of the template to copy
the item template.

The Copy Item Template dialog box is displayed with the information defaulted from the original
template.

To create a new item template, click the Add icon && for Add Item Template.

The Add Item Template dialog box is displayed.

[ Add Ibem Template E]]
T T.aon plate Nanmese: " Description:
" Category:
[~]

[k Tiype! "Umit OF Measare: *Ihem Reorder Oy

=] | =] | |
Prepend Detail: Delimiter: Append Detail:

] | | ¥ |

" Ahways Display: *Tag Location:

Add Item Template dialog box

To modify an item template, click the Pencil icon . to left of the template.
The Edit Item Template dialog box is displayed.
Enter or change the data.

Template Name The template name is used as the base name for any items created
using the template. Enter a unique 50-character template name.

Description The description will be displayed when looking at inventory. Enter the
detailed description for template. Enter up to 900 characters for the description.

Category The default category when creating an item from the template. Categories are
used for grouping and reporting purposes. Select a category from drop-down list.

Item Type The default item type when creating an item from the template. ltem Type are
used for grouping and reporting purposes. Select a type from drop-down list.

Unit of Measure The default unit of measure when creating an item from the template.
Select a unit of measure from the drop-down list.
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Iltem Reorder Qty The quantity at which the item should be reordered. This will be the
default value for any items created using the template. Enter a whole number between 0
and 2147483647.

Prepend Detail The detail is prepended to the template name to create the item name.
Enter a detail from the drop-down list or leave blank. The detail must have a value in
order to prepend to the item name.

Delimiter This value will be used between the Prepend Detail Name, the template name,
and the Append Detail Name when creating the item name. Enter up to three characters
or leave blank.

Append Detail The detail is appended to the template name to create the item name.
Enter a detail from the drop-down list or leave blank. The detail must have a value in
order to append to the item name.

Always Display Items with this box checked will always be displayed, regardless of their
inventory quantity, when looking at inventory.

Tag Location The default tag location for any item created using the template. This can
be modified when creating the item from the template. Enter a text value.

All of the fields with an asterisk (*) are required to create an item template.

Click the Save button to save the template or click Cancel button to return to the Item Templates
page without saving the template.

Adding an Item Template Detail

After creating an item template, the details to be associated with the template can be added.

After performing an item template search, click on the Details icon = to the left of the template to
bring up the Item Template Details page for the item.

The Item Template Details page is displayed.

PROMPTT Item Template Details ;;(}'IEI GPOINT

AN

g Homa

Search |

Templaée Names |Drill Collar VI Export H

Back To Templates ‘)

8 Assets ¥ B3 Gafery v Checklists H Time > B Hours Of Service » B Admin v ghecerra | Lagout

Add Item Templste Detal £

Detall Prompt Sequence 2 Default Value

Atternate Descoription Yes

3| 3| B

OEM UFC

Iltem Template Details page

Click the Add icon &4 for Add Item Template Detail.

The Add Item Template Detail dialog box is displayed.
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Add Template Detail dialog box

Enter the data for the following fields

Detail Select a detail to add to the item template from the drop-down list of detail
definitions.

Prompt The prompt determines whether the template asks for the detail information
when an item is being created. Click the checkbox to prompt for the value when creating
or modifying an item.

Default Value Used for the typical answer or if there is only one valid value. Details that
are a data type of Choice List will display a drop-down list of valid values for the detalil.
Details that are a data type of Date will display a calendar from which to select the date.

Sequence The sequence determines the detail display order when creating items. Enter
a number.

Click the Save button to save the changes, click the Save and Add Another button to add more
item details to the template, or click the Cancel button to return to the Item Template Detail page
without saving the changes.

Click the Back to Template button at the top of the Item Template Details page to return to the
Item Templates page.

Modifying an Item Template Detail

After performing an item template search, click on the Details icon = to the left of the template to
bring up the Iltem Template Details page.

The existing item template details can be edited using inline editing. Data cells that can be
modified will have a triangle in the upper right-hand corner of the cell. Click on the data cell that is
to be changed, enter the new value or select a value from the drop-down list and press the Tab or
Enter key to save the change. Click on another data cell instead of the Tab or Enter key to cancel
the change.

Another method of editing the template details is to click the pencil icon - to the left of the detail.
The Edit Item Template Detail dialog box is displayed with the current values for the detail.

Modify the fields and click the Save button to save the changes, or click the Cancel button to
return to the Item Template Details page without making any changes.
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Click the Back to Template button at the top of the Iltem Template Details page to return to the
Item Templates page.
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Items

Reviewing Items

Items are created with the use of templates. The template is selected for the type of item to be
created and the details are displayed for entry. Any blind detail defaults are added behind the
scenes and any other default values are pre-entered on the screen. The details are displayed on
the screen in the order specified in the selected template. The mandatory details are denoted with
an asterisk (*) and require information to be entered in order to create the item.

From the Main Menu, select Admin -> Items.
The Items page is displayed.

Use one or more of the filters to determine which of the items will be displayed. Leaving the filter
blank will show all items.

Select one or more categories from the Category filter drop-down list.
Select one or more item types from the Item Type filter drop-down list.
Enter a description or a partial description of an item in the Description filter.

Enter a numeric value in the Item Reorder Qty filter. The less than, greater than or
equals symbol can be used immediately preceding the value.

Select one or more units of measure from the Unit of Measure filter drop-down list.
Select Yes, No, or All from the Always Display filter drop-down list.
Click the Search button.

The results of the search are displayed.

PROMPTT Items q"?‘?'rmmrom‘r
fl\n:mn L Assets ~ 53 Safety ~ : Checklists ~ 2 Time ~ = Hours Of Service ~ Bl Admin ~ kriley | Lagout
S — [ My Searches |
I | Search P |
4 "
Reset ¥y Export [ |
| | [ - -1 1L | | S P
Pape 1aof 2 (11 items) 13 [ sdd e [ Add Coiumn 3
E Item Type n Description s Item Reorder Qty E Unit Of Measure E Always Display E
~ .
- Dl Collars 4 12 inch Orill Collar L Each Mo
- Casing and Tubing 8 inch xill Colla n Each Mo
. & = Irrventory Casing and Tubing Bushing 20 Inch 72 Each Mo
]
4 & ﬁ Irrvenitory Casing and Tubing Casing 12 3/8 In 100 Each Mo
Items page

Use the Bell icon # to see any notifications for the item
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The Paper clip icon « indicates that the item has an attachment.

The Search Pages section contains additional information about search pages.

Creating and Modifying an Item

After performing an item search, click on the Pencil icon . to the left of the item to edit an item.

The Edit Item dialog box is displayed.

To create a new item, click the Add icon for Add ltem.

The Add Item dialog box is displayed.

[ #dd Item @

Template: 4.0" Hevi-Wate

*Cabegory! |i:.1l:n:|:|r_- 1 V|
*Item Type: [Type § W
1.0° Hasl-iabe
*Description:

"Tag Location: [5attam |

*Item Rearder Qty: [0 ]

*Unit Of Measare: [Each v |

* Always Display: [

Assigned Component Types: | vI

| Save and add another | save || cancel |

Add ltem dialog box

Note: Fields are specific, according to the template selected.

Select a template from the drop-down

The full dialog box will be displayed after a template is selected. All of the required fields will
default to the values setup in the template. Any detail definitions associated with the template that
have the prompt flag set to “Yes” are also displayed.

Enter or modify the following fields

Category Categories are used for grouping and reporting purposes. This will default to
the value set up in the template, or select a category from drop-down list.

Item Type Item Type are used for grouping and reporting purposes. This will default to
the value setup in the template, or select a type from drop-down list.
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Description A unique detailed description for the item. This will default to the value setup
in the template, or enter a new text value. If there is an append or prepend detail
definition set up in the template these will be added to the item description when the item
is saved for the first time. Enter up to a 900 characters for the description.

Tag Location The tag location for the item. This will default to the value setup in the item
template, or enter a new text value of up to 50 characters.

Iltem Reorder Qty The quantity at which the item should be reordered. This will default to
the value setup in the template, or enter a new value. Enter a whole number between 0
and 2147483647.

Unit of Measure The unit of measure for the item. This will default to the value setup in
the template, or select a unit of measure from the drop-down list.

Always Display Items with this box checked will always be displayed when looking at
inventory, regardless of their inventory quantity. This will default to the value setup in the
template.

Assighed Component Types A multi-select drop-down list of component types that can
be used for groupings and reporting purposed. It is not a mandatory field and can be left
blank.

Detail Definition fields Any detail definitions that had the prompt flag set to “Yes” in the
item template will be available for modification. These will default to the value set up in
the item template, if a default was setup. If there is no default value setup in the template,
it will default to the value setup in the detail definition when available. If the detail
definition has the mandatory flag set to “Yes”, these fields will be required.

Click the Save and Add Another button to add another item, click the Save button to save the
changes and return to the Item Search page, or click the Cancel button to return to the previous
page without saving the changes.

Adding an Item Detail

After performing an item search, click the Pencil icon . to the left of the item.

The Edit Item dialog box is displayed.
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Edit Item dialog box

Click the Add icon &2 for Add Detail.

The Add Item Detail dialog box is displayed with a list of details that can be added to the item.

Flease chocse a Detall:

Detall: |Preferred Wemdar

(e ) (cament ]

Add Detail dialog box

Select a detail click the Add button to add the detail to the item, or click the Cancel button to
return to the Edit Item dialog box without adding the detail.

If the detail definition had a default value setup for the detail, the detail will default to that value.

Details that are a data type of list will display a drop-down list of valid supplemental lists that can
be selected. Details that are a data type of Date will display a calendar.

Modify the detail and click the Save button to save the value, or click the Cancel button to return
to the previous page without saving the changes.
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Creating and Deleting Attachments

After performing an item search, click the Pencil icon . to the left of the item

The Edit Item dialog box is displayed.

Click on the Add icon & for Attach in the Attachments pane.

The Add Attachments dialog box is displayed.

[ Add Attachments

6]

=File:

"Hame:

(Mak flle sl 20HE)

Broawse...,

Type:

| Image

V]

Om Hamdhe|d :

Add Attachments dialog box

To upload a new attachment, click the Upload tab.

Click the Browse button to select the file to attach.

Enter the Name and select the type of attachment.

If the attachment is an image that is to be synchronized to the Handheld, click the On Handheld

box.

Click the Upload button. Click the Browse button to add another attachment or click the Close
button to return to the Attachments tab.

The attachment is now associated with the item.

To add an existing image, click the Select tab.
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Add Attachments dialog box - Select

The Select Attachments dialog box is displayed with a list of attachments.

Use one or more of the following filters to determine the attachments to be displayed: Name,
Type, or Filename. Leaving the filters blank will display all attachments.

Click the Select box for any attachments on the page that are to be added to the item, and click
the Attach button. Each page of attachments must be entered separately. Once all of the
attachments are added, click the Close button to return to the Attachments tab.

The attachment is now associated with the item.

The primary image for an item will be displayed in the Items and Inventory pages. To set an
image as the primary image, click the radio button under the primary column in the Attachments
pane. Only one image may be a primary image.

The checkbox to Synchronize to the Handheld can be modified in the Attachments pane. If the
box is checked, the image will be sent to the Handheld. If it is unchecked, the image will not be
sent. Please note that the size of the images that can be synchronized to the Handheld is user
defined.

To delete an attachment, click the Delete icon Ed to right of the attachment.
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Tasks

Setting up Tasks

There are many parts to setting up tasks.

Reject Codes The reasons to reject a task list, component, or individual task or the
reason why a component scan was skipped during tasking. Reject Codes are maintained
in the primary lists.

Reject Code Types Used to group reject codes together by type for grouping and
reporting purposes. Reject Code Types are maintained in the primary lists.

Response Lists contain all of the drop-down lists used for answers in tasks. Any time a
drop-down list is applicable, a response list should be set up. The use of response lists
gives a consistent set of answers for specific tasks, making reports more meaningful.

Maintenance Plan Types Used to group task assignments (maintenance plans) together
for reporting purposes. Maintenance Plan Types are maintained in the primary lists.

Instruction Type The instruction types are used to determine which instructions a task
profile will use when generating the task list. The system comes preloaded with an
instruction type of *No Instructions and the user can add any additional instruction types
required. Instruction Types are maintained in the primary lists.

Response Type Response Types are used to define the type of answer or action that
will be required when as instruction is completed in a task. The system comes preloaded
with the response types and the user can view them.

Instructions Used to define who should do a task, what should be done, and when it
should be done.

Instruction Groups Used to group instructions together into logical execution groups
such as running and static.

Task Assignments Task Assignments (maintenance plans) define which instructions will
be assigned to which components types. The instructions are assigned to plans and then
the plans are assigned to component types. Using this technique automatically assigns
the instruction to all components of a specific type. Likewise, any newly created
components will automatically get all the instructions for its type assigned to it.

Task Profiles Task Profiles determine the frequency of the task list generation, control
the selection criteria for the instructions to be included in the task list, and generate the
task lists when executed.

Task Lists Task lists are the combination of instructions and components that will be
answered on the Handheld or website. The Task List has a set of components and
instructions for each component.
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Creating and Modifying a Reject Code

When a user cannot complete a group, instruction, or component during task completion, they
can reject it. A reject code must be selected when rejecting a group, instruction, or component.
Rejects codes are also required when skipping a component scan during tasking. The reject
codes are maintained in the primary lists.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Reject Code in the Type drop-down list.

PROMPTT Primary Lists ﬁHMGPGINT

fl\--r.'m'. &3 Assets ~ 58 Safety ~ || Checklists ~ H Time ~ B Hours Of Service ~ B Admin ~ fherolinl | Logout

| primary Lists

lT'f:c‘. Reject Code el ]

Acd Rejoct Coce bl
m Reject Code Reject Code Type

20 Compaonent Damaged (Com ponent

Companent Mowed (Cam ponent

~
2 Compaonent Kot A liable (Cam ponent

(==

=
Companent Nat In Use [Camponent

Primary Lists page - Reject Code

Click the Add icon &4 for Reject Code.

The Add Reject Code dialog box is displayed.

T &

Reject Code :

Reject Code Type:
[ Companent |

[ Sawve and Add Another ][ Add ][ Cancel ]

Add Reject Code dialog box

Enter a Reject Code name of up to 50 characters.
Select the Reject Code type from the drop-down list.

Click the Save and Add Another button to add another Reject Code, click the Add button to save
the changes, or click the Cancel button to return to the previous page without saving the changes.

Reject codes are modified using the inline editing feature. If the field can be modified, it will have
a small triangle in the upper right-hand corner of the data cell. Click on the data cell that is to be
changed, enter the new value or select a value from the drop-down list and press the Tab or
Enter key to save the change. Click on another data cell or the Esc key to cancel the change.
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Creating and Modifying a Reject Code Type

Reject Code Types are using for grouping and reporting purposes.
From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Reject Code Type from the Type drop-down list.

pQDMpTT Primary Lists ;':,G'rmn POINT
fl\"l'.'h.‘: L Asspts v &8 Safety v :_-.( hacklists v H Time H Hours Of Service « n.‘.:‘" n v fherolini Lagout
| Primary Lists |_

e ] |

Add Reject Code Type kd

m Reject Code Type

B | B[R

Primary Lists page - Reject Code Type

From the Reject Code Type page, click the Add icon & for Reject Code Type.

The Add Reject Code Type dialog box is displayed.

[asonamacaoeros &

Rieject Code Type :

[ Save and Add Amother ][ Add ][ Cancel ]

Add Reject Code Type dialog box

Enter a Reject Code Type name of up to 50 characters.

Click the Save and Add Another button to add another Reject Code Type, click the Add button to
save the changes, or click the Cancel button to return to the previous page without saving the
changes.

Reject code types are modified using the inline editing feature. If the field can be modified, it will
have a small triangle in the upper right-hand corner of the data cell. Click on the data cell that is
to be changed, enter the new value or select a value from the drop-down list and press the Tab or
Enter key to save the change. Click on another data cell or the Esc key to cancel the change.

Creating and Modifying Instruction Types

Instruction Types are used to identify and select similar groups of instruction when reporting and
for use when executing a Task Profile. The system comes preloaded with an instruction type of
*No Instructions and the user can add any additional instruction types required. Instruction Types
are maintained in the primary lists.
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From the Main Menu, select Admin -> Primary Lists
The Primary List page is displayed.
Select Instruction Type from the drop-down list.

A list of Instruction types is displayed.

PROMPTT Primary Lists 1‘71R\GPOINT

£ Home {5 Assets v (B Time v (B Hours Of service ¥ [E admin v RIGIQ. ~ gbecerra Logout
Primary Lists

Type: | Instruction Type v

Add Instruction Type &8

pul Instruction Type
-1 *Mo Instructions

14 4 Month

Ad Hoc

8 Audit

Primary lists — Instruction Type

The user added Instruction types can be edited using inline editing. If a field can be modified, it
will have a small triangle in the upper right-hand corner of the data cell. Click on the data cell that
is to be changed, enter the new value or select a value from the drop-down list and press the Tab
or Enter key to save the change. Click on another data cell or the Esc key to cancel the change.

To create a new instruction type, click the Add icon &# for Add Instruction Type.

The Add Instruction Type dialog box is displayed.

: Add Instruction Type @]

Instruction Type :

Add Instruction Type dialog box

Enter an Instruction Type of up to 50 characters.

Click the Save and Add Another button to save the changes and add another, click the Add
button to save the changes and return to the Primary List page or click the Cancel button without
saving the changes and return to the Primary List page.

Creating and Modifying a Maintenance Plan Type
Maintenance Plan Types are using for grouping and reporting the different task assignments.

From the Main Menu, select Admin -> Primary Lists.

The Primary Lists page is displayed.
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PROMPTT Primary Lists ﬁlRIGPOINT
£ Home {5 Assets ~ (B Time v (B Hours Of Service ~  [B admin ~  RIGIQ. ~ gbecerra Logout

Primary Lists

Type: | Maintenance Plan Type v

Add Mai ce Plan Type &

pul Maintenance Plan Type

z Action Required
Checks

4 Inventory

Ed| E3| E3| E3

5 Maintenance

Primary Lists page — Maintenance Plan Type

From the Maintenance Plan Type page, click the Add icon &4 for Maintenance Plan Type.

The Add Maintenance Plan Type dialog box is displayed.

[ Add Maintenance Plan Type @]

Maintenance Plan Type :

Add Maintenance Plan Type dialog box

Enter a Maintenance Plan Type name of up to 50 characters.

Click the Save and Add Another button to add another Maintenance Plan Type, click the Add
button to save the changes, or click the Cancel button to return to the previous page without
saving the changes.

Maintenance Plan types are modified using the inline editing feature. If the field can be modified,
it will have a small triangle in the upper right-hand corner of the data cell. Click on the data cell
that is to be changed, enter the new value or select a value from the drop-down list and press the
Tab or Enter key to save the change. Click on another data cell or the Esc key to cancel the
change.

Creating and Modifying a Response Type

Response Types are using to define the type of answer or action that will be required when as
instruction is completed in a task. The system comes with preloaded with the response types and
the user can view them.

From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Response Type from the Type drop-down list.

User Guide - PROMPTT® System 170|Page




TRIGPO
s O T

L U

NT
N S

|
o

Primary Lists

PROMPTT

4 Home & Assets (D Time v (B Hours Of Service ~ [ admin ~  RIGIQ. ~

ID | Response Type
=CreateWorkOrder
cOrdar

*Raminder

*UpdateComponentDetails
*UserPassword
5 Choice List

4
5
-1 [*Notification
2
&
3

Primary Lists page — Response Type

Creating and Modifying a Task Profile Type

szmleomT'

gbecerra Logout

Task Profile Type determines how the task profile is to be run. The system comes with preloaded

with the response types and the user can view them.
From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Task Profile Type from the Type drop-down list.

Primary Lists

PROMPTT

8 Home {5 Assets v (D) Time v (B Hours Of Service v (B admin v RIGIQ. ~
Primary Lists

Type: | Task Profile Type ~

ID | TaskProfile Type

Auto Run

Manual

Regenerate
Test Run

BOEE

Primary Lists page — Task Profile Type

Creating and Modifying an Instruction Group Type

Instruction Group Types are using to sort and select the instruction groups.
From the Main Menu, select Admin -> Primary Lists.
The Primary Lists page is displayed.

Select Instruction Group Type from the Type drop-down list.

v??mlskomr

gbecerra Logout

PROMPTT Primary Lists
@ Home {5 Assets v 4 safety v 0] Checklists v (D) Time v (8 Hours Of Service ~ (B8 Admin ~  RIGIQ. ~
Primary Lists
i i G e ]
Add Tnstruction Group Type
[ 10 Instruction Group Type
= 2 Checks
X] 3 Matifications
| 1 T

Primary Lists page - Instruction Group Type
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From the Instruction Group Type page, click the Add icon &# for Instruction Group Type.

The Add Instruction Group Type dialog box is displayed.

[ Add Instruction Group Type @]

Instruction Group Type :

| saveand Add Another || Add || Cancel |

Add Instruction Group Type dialog box

Enter a Type name of up to 50 characters.

Click the Save and Add Another button to add another Instruction Group Type, click the Add
button to save the changes, or click the Cancel button to return to the previous page without
saving the changes.

Instruction Group types are modified using the inline editing feature. If the field can be modified, it
will have a small triangle in the upper right-hand corner of the data cell. Click on the data cell that
is to be changed, enter the new value or select a value from the drop-down list and press the Tab
or Enter key to save the change. Click on another data cell or the Esc key to cancel the change.
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Creating and Modifying an Instruction Choice list

Instruction choice lists are user defined lists that can be used with instructions. The use of choice
lists makes data entry easy and aids in keeping the data consistent.

From the Main Menu, select Admin -> Instruction Choices
The Instruction Choices page is displayed.
Select a choice list from the Type filter.

Use one or more of the filters to determine which of the choice list elements will be displayed.
Leaving the filter blank will show all elements.

Enter a numeric value in the Sequence filter. The less than, greater than or equals
symbol can be used immediately preceding the value.

Enter a name or a partial name of a choice list in the Name filter.
Click the Search button

The results of the search are displayed.

PROMPTT Instruction Choices Frrisroint

..-JI'\ . AuLEtL fwiy - T ! v LT v OfF - | S - ghecarra
Rk

[ [ — - W T | m"_

£ A ism £3 l-‘ﬁ h'-t.

it i €3

=
.|

- -
Ha

Instruction Choices page

To delete a choice list click the Delete icon Ed next to the Type field. Only choice lists that have
not been used in the system may be deleted.

To modify the name of the choice list, click the Add icon &2 in the upper right-hand corner next to
the word “Edit”.

The Edit Response List dialog box is displayed.

)

Namee:
[Bedow 120/125/Ahove 130 =]

[

Edit Response List dialog box
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Enter up to 50 characters for the Name of the choice list.

Click the Save button to save the changes and return to the Instruction Choices page or click the
Cancel button without saving the changes and return to the Instruction Choices page.

To add a new choice list, click the Add icon &2 for Add List.

The Add Response List dialog box is displayed.

[ Add Response List @]

Naaimme:!

e

Add Response List dialog box

Enter up to 50 characters for the Name of the choice list.

Click the Save and Add Another button to save the changes and add another, click the Add
button to save the changes and return to the Primary List page, or click the Cancel button without
saving the changes and return to the Primary List page.

To modify the elements of an existing choice list, select the Choice List Type to edit.

The existing instruction choice lists elements can be edited using inline editing. Click on the data
cell that is to be changed, enter the new value or select a value from the drop-down list, and
press the Tab or Enter key to save the change. Click on another data cell instead of the Tab or
Enter key to cancel the change.

To add an element to a choice list, select the Choice List Type to edit.

Click the Add icon &2 for Add Item.

The Add Item dialog box is displayed.

(s Q)

List Corder: Mame!

ks |1 |

[ add ancther ttem || add || Camcel |

Add ltem dialog box

Enter a whole number for the list order.

Enter up to 50 characters for the name of the element.
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Click the Add Another Item button to save the changes and add another, click the Add button to
save the changes and return to the Instruction Choices page or click the Cancel button without
saving the changes and return to the Instruction Choices page.

To delete a choice list element, click the Delete icon Ed to the left of the element. Only elements
that have not been used in the system may be deleted.
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Instructions

Instructions are used to define who should do a task, what should be done, and when it should be
done.

Reviewing Instructions

From the Main Menu, select Admin -> Instructions.
The Instruction Search page appears.

Use one or more of the filters to determine which of the instructions will be displayed. Leaving the
filter blank will show all instructions.

Select one or more instruction types from the Type filter drop-down list.
Enter a name or a partial name of an instruction in the Name filter.
Enter display text or part of the display text in the Display Text filter.
Select one or more user types from the User Type filter drop-down list.
Select one or more skill levels from the Skill filter drop-down list.
Select Sub, Master, or All from the S/M filter.

Enter a numeric value in the Freq filter. The less than, greater than or equals symbol can
be used immediately preceding the value.

Select one or more response types from the Response Type filter drop-down list.
Select one or more choice lists from the Choice List filter drop-down list.

Enter a unit of measure or partial unit of measure in the Units filter.

Click the Search button.

The results of the search are displayed.

- —

PROMPTT Instruction Search ﬂ'ﬂmlsrc}m‘r
(@ Home ) Assets v &5 Safety v [7] Checklists v (5 Time » (& Hours Of Service ~ QB Admin fberalini | Logaut
[ search [ My Searches |

I | Search " I [oaity =) x|

(‘—‘\. f—‘\. Masters
Reset ‘} | Export - |

|| | ] JELE I E - 1 )
Fage 1of 12 (299 ftems) 123456 o B Add Master [§  Add Sun [£3
Type Hame .o, Display Text User Type skin &M Freq Response Type Chiolce List Units

Dy AC-200-Diy- Leaks Leaks £ Master |24 Cholee List :E :':::"N'“

Dally AC-300-Diy-Check Fluld Level Recard Mr Fressune 4 Maste 24 Cholce List
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Waskiy AC-E00-Wh-Remete Check Cholce List dfp M

Instruction Search page

User Guide - PROMPTT® System 176 |Page




TRIGPO
s O T

L U

NT
N S

|
o

The Search Pages section contains additional information about search pages.

Creating and Modifying Master Instructions

After performing an instruction search, click the Add icon &# for Add Master to add a new master
instruction.

The Create Master Instruction dialog box is displayed.

[Lcrente Mastertnstruction B
General Information Scheduling
* Ham.e: I | +*Single Active Instance: () Yes (&) Mo
Check Ref 21 [ncne |
"Display Text: |
Check Ref #2: [nene B
*Frequency(howrs): a1 ]
Description:
Maxbmum Elapsed Days: I.:u |
"Type: [*Mo instructions ~| Response
User Type: |N|:r|c et | "Response Type: |N|:m: e |
* Priority: |H|:1h W | Chaoice List: Noni W
Expected Duration (mins): | | Department: None e
Skill Lewel: [ ] Arear Nona hd
Email Address: [ |  units: [ |
Hame: Mo image s beched
Filter Criteria [+] Detail Updates [+]
Detail Clause Valwe Update Detail Clause Reference
Hao filber crieria. Ha detsil updates

Create Master Instruction dialog box

To change an existing master instruction, click on the name of the master instruction to be
modified.

The Edit Master Instruction dialog box is displayed.
Enter or modify the following fields

Name The unique name of the instruction. Enter up to 50 characters for the name.

Display Text This text is displayed on the Handheld for the task. Enter up to 50
characters for the display text.

Description The text displayed when viewing more information on the Handheld for
the task. Enter up to 900 characters for the description.

Type The instruction type is used to group instructions together and to select instructions
for task profiles. Select an instruction type from the drop-down list.

User Type Is used to denote if the instruction should only be completed by a specific
type of user. The task profile will use this when set to use instructions for a specific user
type. Select a user type from the drop-down list or leave as None to select all user types.

Priority Is used to assign importance to the instruction. Select High, Medium, or Low
from the drop-down list.
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Expected Duration The number of minutes expected to complete the instruction. Enter a
number between 0 and 2147483647.

Skill Level The skill level used to denote if the instruction should only be completed by a
user with a specific skill level. The task profile will use this when set to use instructions for
a specific skill level. If it is left blank, then all skill levels can complete the instruction.
Select a skill level from the drop-down list or leave blank.

Email Address The email address entered will have a reminder or notification sent to it
when the Response Type field is set to *Notification or *Reminder. Enter a valid email
address.

Units The unit of measurement for the response type. Enter a unit of measurement of up
to 50 characters.

Single Active Instance Limits the number of active instances of an instruction for a
component. If an instruction is marked “Yes” for single active instance, there can still be
multiple components with the same instruction, just not the same component with the
same instruction at the same time.

Check Ref The Check Ref field is used in conjunction with the frequency field to
determine when an instruction should be activated for pickup by the task profile. The
value of the detail in Check Ref #2 is subtracted from the value of the detail in Check Ref
#1. When that value reaches the value in the Frequency Field then the task profile is
executed to create a task list with the instruction. Below are two example of this.

Example

Check ref #1 = Current Hours = 812
Check ref #2 = Hours at last change = 523
Frequency = 500

The instruction would be activated when the Current hours (ref #1) minus the
Hours at last change ref #2 equal the Frequency (500), or when the Current Hours
= 1023. The details and frequency can be any unit of measurement. Select a detalil
from the drop-down list.

Maximum Elapsed Days Determines when an instruction should be activated. If the date
last completed for a component plus the max elapsed days is equal to today, then the
instruction will be activated for that component. Enter a whole number between 0 and
2147483647.

Response Type Determines what information the instruction will gather or what activity
will be initiated by the instruction. The information could be entered when the task is
initiated on the Handheld or a system value such as current user, component 1D, or
current date & time. An activity could create a work order or update the component’s
details. Select a response type from the drop-down list.

Instructions with a response type of *Generate Work Order will create a work order when
the tasks on the plan are completed. It will use the information set up in the instruction.

Instructions with a response type of *Notification will create a notification when a task
profile is executed for the instruction type. If the instruction has an email address, the
notification will be sent to the email address. Instructions with this response type should
have an instruction type of *No instructions, so that an instruction will not be created.

Instructions with a response type of *Reminder will create a reminder when a task profile
is executed for the instruction type. If the instruction has an email address, the reminder
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will be sent to the email address. Instructions with this response type should have an
instruction type of *No instructions, so that an instruction will not be created.

*Update Component Details reserved for future use.
*User Password reserved for future use.

Choice List The response list if the response type is a choice list. Select a choice list
from the drop-down list.

Units The units of measurement for the response. Enter up to 50 characters for the unit.
Image Allows an image to be attached to an instruction for display on the Handheld.
The Filter Criteria pane limits when the instruction can be activated based on a value of
a detail or multiple details.
Click the Add icon &4 to the right of the Filter Criteria.
The Add Filter Criteria dialog box is displayed.
[arivecrare =

*Detail

3 year fan and hub nsoection [

"Clause:
E V]

"Valwes:

1

Add Filter Criteria dialog box

Enter the following information.

Detail The detail upon which the select will be based. Select a detail from the drop-
down list.

Clause Determines the action that will be used to compare against the detail.
Select a clause from the drop-down list.

Value The value against which the detail is to be compared. A keyword can be
used here. See the Keyword section on more information about using keywords.

Click the Add button to save the Detail Update and return to the instruction, or click
the Cancel button to return to the instruction without making any changes.

The Detail Updates pane is used to update component details. The detail can be
updated with the answer to the instruction, the value of another detail, or a constant
value. The detail is added to, subtracted from, or replaced depending on the data type of
the detail being updated.

Click the Add icon &4 to the right of the Detail Updates
The Add Detail Updates dialog box is displayed.
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Add Detail Updates dialog box

Update Detail The detail that is to be updated. Select a detail from the drop-down
list.

Clause Determines the action that will be performed on the detail. Select a clause
from the drop-down list.

Select one of the three options with which to update the detail.

As Per Task Answer The answer to the instruction will be used to update the
detail. Click the checkbox to use the answer.

Reference Detail The value in this detail will be used to update the detail. Select
a detail from the drop-down list.

Constant The value with which to update the detail. Keywords can be used here.
See the Keywords section for more information about using keywords. Enter a
value or keyword.

Click the Add button to save the Detail Update and return to the instruction or click
the Cancel button to return to the instruction without making any changes.

Fields marked with an asterisk (*) are required to create a new instruction.

Click the Add button to save the instruction, the Save and Add Another button to add another
instruction, or click Cancel to return to the previous page without saving the instruction.
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Creating and Modifying Sub-instructions

Sub Instructions are linked to other instructions.

After performing an instruction search, click the Add icon & for Add sub to add a new sub
instruction.

The Create Sub Instruction dialog box is displayed.

[_creste sub snstrucion (=]
General Information Response
*Mame: I ]  *Response Type: [mane |
Chodce List: Hane hd
*Display Text: |
Units: [ ]
Image
Description: |
Hamae: Ho image selected.
*Type: [*Ma Instnuctions W)
Expected Duration (mins): | |
il Level: E |
Detail Updates [+
Update Detail Clause Reference
No detall updates.

Create Sub Instruction dialog box

To modify an existing sub instruction, click on the name of the sub instruction that is to be
modified.

The Edit Sub Instruction dialog box is displayed.
Enter or modify the following fields

Name The unique name of the instruction. Enter up to 50 characters for the name.

Display Text This text is displayed on the Handheld for the task. Enter up to 50
characters for the display text.

Description The text displayed when viewing more information on the Handheld for the
task. Enter up to 900 characters for the description.

Type The instruction type is used to group instructions together and to select instructions
for task profiles. Select a sub instruction type from the drop-down list.

Expected Duration The number of minutes expected to complete the instruction. Enter a
number between 0 and 2147483647.

Skill Level The skill level used to denote if the instruction should only be completed by a
user with a specific skill level. Select a skill level of “1” from the drop-down list. For a user
to be presented the sub instruction they would have to have a skill level adequate to
access the master instruction.

Response Type Determines what information the instruction will gather or what activity
will be initiated by the instruction. The information could be entered when the task is
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initiated on the Handheld or a system value such as current user, component 1D, or
current date & time. An activity could create a work order or update the component’s
details. Select a response type from the drop-down list.

Sub instructions with a response type of *Create Work Order will create a work order
during the completion of the task list. The name will default to the Display Text on the
instruction and the user will be prompted for the Location, Type, Department, Area, Due
Date, and Priority.

Choice List The response list if the response type is a choice list. Select a choice list
from the drop-down list.

Units The units of measurement for the response. Enter up to 50 characters for the unit.
Image Allows an image to be attached to an instruction for display on the Handheld.

The Detail Updates pane is used to update component details. The detail can be
updated with the answer to the instruction, the value of another detail, or a constant
value. The detail is added to, subtracted from, or replaced, depending on the data type of
the detail being updated.

Click the Add icon &4 to the right of the Detail Updates
The Add Detail Updates dialog box is displayed.

Add Detail Updates @]
*Update Detail:
v
*Clause:
[add To v
As Per Task Answer: Reference Detail: Constant:
| OR [mone v OR [

Add Detail Updates dialog box

Update Detail The detail that is to be updated. Select a detail from the drop-down
list.

Clause Determines the action that will be performed on the detail. Select a clause
from the drop-down list.

Select one of the three options with which to update the detail.

As Per Task Answer The answer to the instruction will be used to update the
detail. Click the checkbox to use the answer.

Reference Detail The value in this detail will be used to update the detail. Select a
detail from the drop-down list.

Constant The value with which to update the detail. Keywords can be used here.
See the Keywords section for more information about using keywords. Enter a
value or keyword.
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Click the Add button to save the Detail Update and return to the instruction or click
the Cancel button to return to the instruction without making any changes.

Fields marked with an asterisk (*) are required to create a new sub instruction.

Click the Add button to save the sub instruction, the Save and Add Another button to add another
sub instruction, or click Cancel to return to the previous page without saving the changes.
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Task Assignments

Task Assignments (maintenance plans) define which instructions will be assigned to which
component types.

Reviewing Task Assignments

From the Main Menu, select Admin -> Task Assignment.
The Task Assignment page appears.
Select a plan from the drop-down list.

To see the plan details, click the down arrow to the right of the name. Clicking the up arrow will
collapse the details.

The name, type and the assigned component types will be displayed.

Click the tree icon "= to see the assignment hierarchy of the plan.

The Assignment Hierarchy dialog box is displayed.

Click the plus sign to the right of the plan to expand it and see the plan’s groups.

Click the plus sign to the right of the group to expand it and see the group’s instructions.

Click the plus sign to the right of the instructions to expand it and see the responses, sub
instructions, or mandatory instructions.

Continue clicking the plus signs until the entire plan is expanded.

Creating and Modify a Task Assignment

From the Main Menu, select Admin -> Task Assignment.
The Task Assignment page appears.
Click on the drop-down list for plans.

The Add Plan dialog box is displayed.

PROMPTT

£T%
il

Home 427 Assets v &8 Safety v r_

WMew Plan.. -
2NN Accumulator -l
BOP Annular
Crowwn
Moo Dravaworks (=& (1]
= Engine
Forklift
Generabor
Inventony

Add Plan dialog box
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Select ..New Plan.. from plan drop-down list.

The Create Plan dialog box is displayed.

[creste pion =]

M
Type
:

Create | | Camcel

Create Plan dialog box

The plan is created using the inline editing feature. Click on the data cell for Name; enter up to 50
characters for the name and press the Tab or Enter key to save the change. Click on another
data cell instead of the Tab or Enter key to cancel the change.

On the data cell for Type, select a type from the drop-down list and press the Tab or Enter key to
save the change.

Click the Create button to create the plan and return to the Task Assignment page, or the Cancel
button to return to the Task Assignment page without creating the plan.

After creating a new plan, click the plus sign to the right of the plan.
The Add Group button is displayed.
Click the Add Group button.

The Add dialog box is displayed with a list of existing groups.

[ aaa =

&dd cne af the following Groups to the Flan or Sreatel a new
Group

Boc-Duily

Brc-Weskly

Arcumudator Kotifications

BOF Annular Notifications

Add dialog box

To create a new group, click the black create link at the top of the box
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The Create Group dialog box is displayed.

| create Group @

Mama

Type
Order

Confirm Text

Accept Text

Dedine Text

[ create ][  camem |

Create Group dialog box

The group is created using inline editing. After entering a value in the data cell, pressing the Tab
or Enter key will save the change. Clicking on another data cell instead of the Tab or Enter key
will cancel the change.

Click on the data cell for Name and enter up to 50 characters for the hame of the group.
On the data cell for Type, select a type from the drop-down list.

Click on the data cell for Order and enter a numeric value. This value is used to order the
groups within the task list. Enter a whole number between 0 and 2147483647/

Click on the data cell for Confirm Text and enter up to 50 characters for the confirm text.
The confirm text is displayed prior to executing the group in the task list.

Click on the data cell for Accept Text and enter up to 50 characters for the response to
move forward in the group when completing the task list.

Click on the data cell for Decline Text and enter up to 50 characters for the response to
decline continuing with the group when completing the task list.

Click the Create button to create the group and return to the Task Assignment page, or the
Cancel button to return to the Task Assignment page without creating the group.

Click the Add Group button again.
The Add dialog box is displayed.
Click the name of the group that was just created to add it to the plan.

Click the plus sign to the right of the group.

Note: Groups are consistent from plan to plan. When a group is used in more than one
plan, changing it in one plan will change it in all plans.

Click the Add Instruction button.

User Guide - PROMPTT® System 186|Page




TRIGPO
s O T

L U

NT
N S

|
o

The Add dialog box is displayed with a list of master instructions.

[Laea 6]
Add ane of the following Instructions to thie Group ol cr.e.a.tef o new
Instrusctinn L

AC-2000-Wih-Check Hioses
AC-2100-Wilhy-Check Remobe Panel
AC-2200-Widy-Bleedodt
AC-2800-Wily-Packing Leaking on Pump

ALC-2500-Widy-werihy Off Seibch
AC-2600-Wihy-Add Ol
AC-300-Diy-Chsch Fluid Level
AC-500-Diy-5kid Plugged In
AC-G00-Wk-Remote Check
AC-700-Wkh-Funchion Test Fipe Rams
AC-800-Wkhy-Crthiar Poswer Source

AC-900-Whkh-Check Accumulator Pumip Regulstor (¥

ACT-T100-Wh-Unit s Clean

BB 1A e Dardrrre dniba e b o e b

Add dialog box

Click the blue link of the name of the master instruction to be added.

The instruction is added to the group.

Continue adding instructions until all the instructions have been added to the group.

To add a sub instruction to an instruction, click the plus sign to the right of the instruction.
The responses for the instruction will be listed.

Click on the plus sign to the right of the response to which the sub instruction is to be added. If
the sub instruction should be asked regardless of the answer, click the Add Mandatory Instruction
button.

Click the Add Sub Instruction button.

The Add dialog box is displayed with a list of sub instructions.

Click the blue link of the name of the sub instruction to be added.

Continue adding sub instructions until all the sub instructions have been added to the instruction.
Once an instruction or sub instruction has been built with sub instructions, any time the instruction
or sub instruction is used, all the sub instructions below it will also be used. Changing the

structure below an instruction or sub instruction in one task assignment will change the structure
in all task assignments that use the instruction.
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Instructions and sub instruction can be edited from the Task Assignment page. To edit an
instruction, click the arrow to the right of the instruction name, the name, display text and type can
be edited with inline editing. To edit additional fields of the instruction, click the blue Advanced
Edit link.

The Edit Instruction dialog box will be displayed. The instruction can be modified and when the
Save or Cancel button is clicked, the user will be returned to the Task Assignment page.

Note: Instructions and Sub instruction structures are consistent from plan to plan. When
an instruction is used in more than one plan, changing it in one plan will change it in all
plans.

Instructions and sub instructions can be created from the plan when needed.

To add an instruction from the task assignment, expand the group and click the Add Instruction
button.

The Add dialog box is displayed.
Click the blue Create link
The Create Master Instruction dialog box is displayed.

Follow the instructions in Creating and Modifying Master Instructions.

The Plan is displayed with the new instruction added to the group

To add a sub instruction, expand the instruction, and expand the answer that will have the sub
instruction added.

The Add dialog box is displayed.
Click the Create link
The Create Sub Instruction dialog box is displayed.

Follow the instructions in Creating and Modifying Sub-Instructions.

The Plan is displayed with the new sub instruction added to the group

Groups, instructions, and sub instructions can be deleted from a plan by click the Delete icon Ed
next to the name of the group, instruction, or sub instruction. This removes the assignment, but
does not delete the object.

The Remove dialog box will be displayed. Click the OK button to remove the object, or click the
Cancel button to return to the Task Assignment page without removing the object.
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Task Profiles

Task Profiles determine the frequency of the task list generation, control the selection criteria for
the instructions to be included in the task list, and generate the task lists when executed.
Reviewing a Task Profile

From the Main Menu, select Admin -> Task Profiles.
The Task Profile Search page appears.

Use one or more of the filters to determine which of the task profiles will be displayed. Leaving
the filter blank will show all task profiles.

Select one or more types from the Type filter drop-down list.
Enter a name or a partial name of a task profile in the Name filter.

Enter a numeric value in the Freq filter. The less than, greater than or equals symbol can
be used immediately preceding the value.

Enter a numeric value in the Expiry Time filter. The less than, greater than or equals
symbol can be used immediately preceding the value.

Select one or more priorities from the Priority filter drop-down list.

Select one or more instruction types from the Instruction Type filter drop-down list.
Select one or more location types from the Location Type filter drop-down list.
Select one or more locations from the Location filter drop-down list.

Select one or more user types from the User Type filter drop-down list.

Select one or more skills from the Skill filter drop-down list.

Check the radio button for Equal To, Before, or After and then select a date and time
from the calendar in the Last Generated filter. Leaving all the radio buttons blank will use
equal as the operator for the filter.

Click the Search button.

The results of the search are displayed.

PROMPTT Task Profile Search r;a-rﬁlapom'r
2 vome ) assets v Ehsarety ~ [ checkiists » (B Time » (B Hours Of Service ~ @ admin kriley | Logaut
| search [ "My Searches |
| search P> N [ %)
Reset % || ewporef® (| |1 F .
o] Ve " 2l o P | | ) | Er—
Page 1 of 1 {15 Rems) sdd Task Frofike 3
Type Hame & Freq Expiry Time Priarity Instruction Type Location Type Location User Type Skill Last Generated
& |manust | weeuy maneenance 168 168 HIGH Weskiy Maintenance | Rig
& B [manut Wy check 168 168 MECILM Weskiy [ 5 02/11/2015 075034 AM
& Ed |manuat  |weesy Action Required 1 24 HIGH Weskly actian [
& E |manual  |Specks Maintenance 24 110 i: Spedal Mantenance | Rig

Task Profile Search page
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Creating a task list from a profile is called executing the task profile. Task profiles that have the

type set to “manual” can be executed by clicking on the lightning icon

profile.

To delete a task profile that has not yet been used, click the on the Delete icon Ed.

The Search Pages section contains additional information about search pages.

Creating and Modifying Task Profiles

From the Main Menu, select Admin -> Task Profiles.

The Task Profile Search page appears.

to the left of the task

One or more of the filters can be used to limit the number of profiles: Name, Freq, Expiry time,
Priority, Instruction Type, Location Type, Location, User Type, Skill, or Last Generated. Leaving

the filters blank will select all profiles.
Click the Search button.

The search results are displayed.

To add a task profile, click the Add icon &# for Add Task Profile.

The Add Task Profile dialog box is displayed.

(L add rack protie (]
General Information Selection Criteria Scheduling
*Mame: [ | Location: [raeLy | =stast Time: hhemm
*Type: [Hanua ~] Location Type: [taLLy ] End Time: [ thhemn
*Priority: | Liow VI Imstruction Type: Ir-i.LL] Vl *Interval (howrs):
Owerride Instrsction Frequency: (@) Yes () mo User Type: Ir-l.LL] 'Vl *Explny Time (howrs):
Skill Level: [ |
Detail Filters: [+
Detall Clause Valuse
Nao fiter critera.

Add Task Profile dialog box

To modify an existing Task Profile, click on the name of the task profile.

The Edit Task Profile dialog box is displayed.

Enter or change the information for the task profile.

Name The name that is displayed for the task list on both the Handheld and the website.

Enter up to 50 characters for the name.

Type The profile type determines how the profile is to be run. Select one of the following

values from the drop-down list.

Auto Run This profile type automatically creates a task list when the start/end

time, interval, and detail filter criteria are met.
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Manual This profile type must be executed manually through the task profile
summary screen to create a task list.

Regenerate This profile type will automatically create an Ad Hoc task list once the
previous task list is complete for a location or completed for components within a
location that have eligible instructions.

Test Run This profile type will create a test task list that will not synchronize to the
Handheld and can be used for testing.

Priority The priority is used to denote the importance of the task list. Select High,
Medium, or Low from the drop-down list. High priority profiles will be listed first on the
handheld and displayed in red.

Override Instruction Frequency If this is set to “Yes”, it will override the specified
frequency of the selected instructions.

Location Determines which location for which the task will be created. When location is

set to “None”, a task list will be created for every location. If the field is left as All, then a

task list will be created for all locations. Select a location from the drop-down list or leave
as None.

Location Type Determines which location types for which the task will be created. When
location type is set to “None”, a task list will be created for every location type. If the field
is left as All, then a task list will be created for all location types. Select a location type
from the drop-down list or leave as None.

Instruction Type This is used to filter instructions used for the task list; only instructions
with the selected instruction type will be selected for the task list. If the field is left as All,
then a task list will be created for all instruction types. Select an instruction type from the
drop-down list or leave as All.

User Type This is used to filter instructions used for the task list; only instructions with
the selected user type will be selected for the task list. If the field is left as All, then a task
list will created for all user types. Select a user type from the drop-down list or leave as
All.

Skill Level This is used to filter instructions used for the task list; only instructions that
have a skill level the same or below the skill level will be selected for the task list. Select
a skill level from the drop-down list.

Start Time Tasks can only be created after this time. Enter the time in HH:MM format.

End Time Tasks can only be created before this time. Optionally, enter the time in
HH:MM format.

Interval Used to specify how often, in hours, the profile would be executed to create a
task list. Enter a number between 0 and 2147483647.

Expiry Time Determines how long, in hours, after a task list is created that it will expire.
Enter a number between 0 and 2147483647.

Detail Filters are used to limit the creation of a task list based on a specific component
detail value.

To enter a Detail filter click the Add icon &2 on the right-hand corner above the
Details Filter pane.

The Task Profile Filter Detail Criteria dialog box is displayed.
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[ Task Profile Filter Detall Criteria

* Dtail:

*Acc-300-Wi-If bilead off k. occur o

*Clause:

]

*Walue:

(] (et

Task Profile Filter Detail Criteria dialog box

Select a detail from the drop-down list.
Select a clause from the drop-down list.

Enter a value against which to compare the detail. A keyword may be used here in
place of a value. See the Keywords section for more information on keywords.

Click the Add button to save the changes, or click the cancel butto