
 
 

 



 
 

Revision Sheet 
 

Version No. Date Revision Description 
0.1 3/18/13 User’s Manual created  
0.1 3/18/13 First Iteration functionality added 
0.2 4/8/13 Second Iteration functionality added 
0.3 4/29/13 Last minute/extra Iteration 2 and Iteration 3 functionality added 
0.4 5/20/13 Fourth Iteration functionality added 
0.5 6/17/13 Fifth Iteration functionality added 
1.0 6/28/13 Final functionality and revisions added 
2.0 6/1/15 New functionality and revisions added 

 
 
 
 



1-1 
 

Contents 
1.0 GENERAL INFORMATION ................................................................................................... 1-3 

1.1 System Overview ..................................................................................................................... 1-3 

2.0 SYSTEM SUMMARY .............................................................................................................. 2-4 

2.1 System Configuration .............................................................................................................. 2-4 

2.2 User Access Levels ................................................................................................................... 2-4 

3.0 GETTING STARTED .............................................................................................................. 3-5 

3.1 Common Icons in the Application ........................................................................................... 3-6 
3.1.1 Delete ................................................................................................................................................ 3-6 
3.1.2 Add ................................................................................................................................................... 3-6 
3.1.3 Refresh .............................................................................................................................................. 3-6 
3.1.4 Clear Screen ...................................................................................................................................... 3-6 
3.1.5 Export ............................................................................................................................................... 3-7 
3.1.6 Help .................................................................................................................................................. 3-7 
3.1.7 View ................................................................................................................................................. 3-7 
3.1.8 Switch units of measurements ............................................................................................................ 3-7 
3.1.9 Save .................................................................................................................................................. 3-7 

3.2 Data Fields ................................................................................................................................ 3-8 

3.3 Entering Dates ......................................................................................................................... 3-8 

3.4 Making a Selection from a Drop-Down Menu ........................................................................ 3-9 

3.5 Entering Data in a Text Box .................................................................................................. 3-10 

3.6 Sorting Columns .................................................................................................................... 3-11 

4.0 CONTINGENCY PLANS ...................................................................................................... 4-12 

4.1 Performing a Search for Contingency Plans ......................................................................... 4-12 

4.2 Exporting Contingency Plan Search Results ........................................................................ 4-14 

4.3 Viewing Contingency Plan Details from Search Results ...................................................... 4-16 

4.4 Printing Contingency Plan Details ........................................................................................ 4-19 

4.5 Adding a New Contingency Plan........................................................................................... 4-21 

4.6 Deleting a Contingency Plan .................................................................................................. 4-24 

4.7 Updating or Editing Contingency Plans ............................................................................... 4-26 
4.7.1 Updating Details ............................................................................................................................. 4-29 
4.7.2 Editing Addresses ........................................................................................................................... 4-32 
4.7.3 Editing Conditions .......................................................................................................................... 4-43 
4.7.4 Editing PRACs ............................................................................................................................... 4-52 
4.7.5 Updating Reviews .......................................................................................................................... 4-61 
4.7.6 Updating Review Steps ................................................................................................................... 4-69 

5.0 FACILITIES .......................................................................................................................... 5-78 

5.1 Performing a Search for Facilities ......................................................................................... 5-78 

5.2 Exporting Facility Search Results ......................................................................................... 5-81 



1-2 
 

5.3 Viewing Facility Details from Search Results ........................................................................ 5-83 

5.4 Printing Facility Plan Details ................................................................................................ 5-86 

5.5 Adding a New Facility to a Contingency Plan ...................................................................... 5-88 

5.6 Updating or Editing a Facility ............................................................................................... 5-91 
5.6.1 Updating or Editing Facility Details ................................................................................................ 5-94 
5.6.2 Updating or Editing Facility Inspections.......................................................................................... 5-97 
5.6.3 Updating Inspection Actions ......................................................................................................... 5-104 
5.6.4 Editing Addresses ......................................................................................................................... 5-114 
5.6.5 Editing Terminal Information........................................................................................................ 5-123 
5.6.6 Editing Exercises .......................................................................................................................... 5-126 

5.7 Moving a Facility .................................................................................................................. 5-147 

5.8 Deleting a Facility ................................................................................................................. 5-148 

6.0 TANKS ................................................................................................................................. 6-149 

6.1 Performing a Search for Tanks ............................................................................................ 6-149 

6.2 Exporting Tank Search Results .......................................................................................... 6-151 

6.3 Viewing Tank Details from Search Results ........................................................................ 6-153 

6.4 Printing Tank Details .......................................................................................................... 6-154 

6.5 Adding a New Tank to a Facility......................................................................................... 6-156 

6.6 Updating or Editing a Tank ................................................................................................ 6-158 
6.6.1 Updating Tank Details .................................................................................................................. 6-161 
6.6.2 Updating Tank Inspections............................................................................................................ 6-164 
6.6.3 Updating Inspection Actions ......................................................................................................... 6-172 

6.7 Moving a Tank ...................................................................................................................... 6-182 

6.8 Deleting a Tank..................................................................................................................... 6-184 

7.0 REPORTS ............................................................................................................................ 7-185 

7.1 Creating IPP Aggregate Reports ........................................................................................ 7-185 

7.2  Creating Contingency Plan Reports ................................................................................... 7-188 
7.2.1 Creating a CPlan Conditions – Past Due Report .............................................................................. 7-188 
7.2.2 Creating a CPlan Conditions – Upcoming Report ........................................................................... 7-191 
7.2.3 Creating an Unresolved Exercise Actions Plan Report .................................................................... 7-194 
7.2.4 Creating Facility Reports ............................................................................................................... 7-196 
7.2.5 Creating Tank Reports ................................................................................................................... 7-205 

8.0 ADMINISTRATION ............................................................................................................ 8-214 

8.1  Adding PRAC and PRAC Fee tables .................................................................................. 8-214 

8.2  Exporting PRAC and PRAC fee tables ............................................................................... 8-217 

8.3  Updating or Editing PRAC and PRAC Fee Tables ............................................................ 8-219 

8.4  Deleting a PRAC and PRAC Fee Tables............................................................................. 8-222 
 
 
 
 



1-3 
 

1.0 GENERAL INFORMATION 
 

1.1 System Overview 
 
The Department of Environmental Conservation (DEC) is responsible for safeguarding Alaska’s 
environment against accidents caused by mankind. The safeguard is in the form of a response plan 
describing environmental risks and plans to mitigate those risks by applying certain precautions and 
ensuring safety measures are in place. DEC monitors sites throughout the state to identify risks to the 
environment and establishes a list of the environmentally sensitive areas. Companies (or individuals) that 
are plan holders must establish a plan that details their business, how they plan to mitigate risk, and how 
they will respond if a discharge occurs. Following the plan approval, the company adheres to inspections 
and drills to ensure plan compliance and make adjustment to the plan as needed. In the event an issue 
occurs, a spill is then recorded and reported to the state as required. 
 
The Statewide Industry Preparedness Program Application (IPP) establishes the locations, assists with the 
permitting process and indexes the contingency plans.  
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2.0 SYSTEM SUMMARY 
 

2.1 System Configuration 
 
Each employee uses their own computer running Windows OS. On those computers is the client 
application that will connect to a central database running Windows and SQL database software. This 
Web-based application is accessed internally within the DEC intranet only. 
 

2.2 User Access Levels 
 
Integrated Windows Authentication will be used to transparently authenticate a client and server in a 
Windows Active Directory environment. Once a user is identified through authentication the user will 
require access to resources through authorization. Authorization will be accomplished through a custom 
authorization check.  
 
A Custom Role Provider has been developed as part of this application. Roles are managed using a 
minimal user-to-role assignment application delivered as part of the total solution.  
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3.0 GETTING STARTED 
This section provides an overview of the application’s components and mechanics of key features used 
throughout the application. For best results, IPP should be run on Internet Explorer. The URL to run the 
application is displayed in a standard browser window. The application name is illustrated near the top, 
left of the screen. The user name shows at the top, right of the screen.  
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3.1 Common Icons in the Application 
This section explains common icons in the application, how they function, and where they are located. 
 

3.1.1 Delete 
The delete icon is located on the top right side of the application.  It allows you delete records from 
different parts of the application, such as entire contingency plans and all corresponding data, and facility 
and tank records.  This icon is located on the Contingency Plan, Facility, and Tank tabs. 
 

 

3.1.2 Add 
The add icon appears next to the delete icon on the top right side of the application.  This icon allows you 
to add new contingency plan, facility, tank, and PRAC records.  This icon is located on the Contingency 
Plan, Facility, Tank, and Administration tabs. 
 

 

3.1.3 Refresh 
The refresh icon appears at the top, right side of the screen. This enables you to refresh values from the 
database at any time. The refresh icon also allows you exit out of edit mode. However, please note that 
clicking on the refresh icon without saving changes first will discard any unsaved changes made to the 
record. This icon is located on the Contingency Plan, Facility, Tank, and Administration tabs.   
 

 

3.1.4 Clear Screen 
The “sweep” button in the upper, right corner will clear the selection tabs.  This icon is located on the 
Search/Browse, Contingency Plan, Facility, Tank, and Administration tabs. 
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3.1.5 Export 
The export icon appears at the top right side of the application within the Search/Browse, Contingency 
Plan, Facility, Tank, and Administration tab.  This icon allows you to export information from the 
application to your computers, in order to create printable files.  This icon is located on the 
Search/Browse, Contingency Plan, Facility, Tank, and Administration tabs. 
 

 

3.1.6  Help 
The help icon appears at the top, right side of the screen. Clicking this icon will open a pop-up window 
that displays a help dialog to assist you in completing the tasks related to the current screen you are on. 
To close the “Help Dialog” pop-up window, click the gray “X” at the top, right side of the window.  This 
icon is located on the Search/Browse, Contingency Plan, Facility, and Tank tabs. 
 

 

3.1.7 View  
The view icon allows users to open and view retrieved records within the Search/Browse tab. 
 

 

3.1.8 Switch units of measurements 
The icon allows you to switch the units of measurements entered into the Search/Browse tab, specifically 
in the Enter Tank Search Criteria section.  This icon switches the units of measurement from gallons to 
barrels, and from barrels to gallons.  This icon is also located on the Tank tab. 
 

 

3.1.9 Save  
The save icon allows you to save new information to subsections within the Contingency Plan, Facility, 
and Tank tabs.  This icon is available after you click Edit and enter edit mode.  This icon is located on the 
Contingency Plan, Facility, and Tank tabs. 
 

 
 



3-8 
 

3.2 Data Fields 
The drop-down menus and text fields have descriptions inside them indicating the function of each field. 
Tool tips also appear while clicking inside and hovering over each field, displaying these same functions.  
 

 

3.3 Entering Dates 
Dates are entered by clicking on the drop-down menu, then selecting a date on the calendar provided. To 
navigate to a prior month or the next month, click the arrows that appear on the top of the calendar next to 
the name of the current month. To select a day, click on any day displayed on the calendar. To change the 
year, click the desired year at the bottom of the calendar.   
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3.4 Making a Selection from a Drop-Down Menu 
Drop-down menus are used to quickly and efficiently enter data. The fields that display a downward-
facing arrow indicate a drop-down menu. To make a selection, click the arrow inside the field, and then 
click on the desired selection from the list that displays.  
 
Drop-down menus include a filtering feature that restricts the list to all records that contain the text you 
type. For example, typing the letter “a” restricts the list to all records that contain the letter “a”. 
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3.5 Entering Data in a Text Box 
Fields that do not contain an arrow are text boxes. To populate these fields, type the desired data directly 
into the text box. 
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3.6 Sorting Columns 
After clicking on the title of a column header,  small triangles appear at the right of each column heading 
within the search results grid indicate whether the sequence is listed in ascending or descending order. 
Clicking on these columns will change the order.  
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4.0 CONTINGENCY PLANS 

4.1 Performing a Search for Contingency Plans 
To perform a search for contingency plans, use the drop-down menus and text boxes in the “Enter 
Contingency Plan Search Criteria” section at the top of the screen on the “Search/Browse” tab. There is 
no minimum number of fields that are required to perform the search. For instance, to search all 
contingency plans, leave all fields blank and then click the “Search” button at the right side of the section. 
 
A contingency plan search can be executed by selecting and/or entering criteria in the following fields: 

• Plans on or After Expiration Date 
o This drop-down calendar allows you to search contingency plans on or after a specified 

expiration date. 
• Plans on or Before Expiration Date 

o This drop-down calendar allows you to search contingency plans on or before a specified 
expiration date. 

• Plans on or After Approval Date 
o This drop-down calendar allows you to search contingency plans on or after a specified 

expiration date. 
• Plans on or Before Approval Date 

o This drop-down calendar allows you to search contingency plans on or before a specified 
expiration date. 

• Reviewer 
o In addition to the pre-populated list of DEC Reviewer names, this drop-down menu 

includes a filtering feature that allows you to type the letter “a” to restrict the list to all 
names that start with the letter “a”. 

• Plan Holder 
o This text field allows you to search contingency plans based on the plan holder. 

• Status 
o This drop-down menu allows you to search contingency plans based on the current status 

of the plan.  
• Plan Title 

o This text field allows you to search contingency plans based on the title of the plan. 
• Section 

o This drop-down menu allows you to search contingency plans based on the section of the 
plan. 

• Plan Id 
o This text field allows you to search contingency plans based on the Id number of the plan. 

• Active Plans 
o This check box allows you to search only contingency plans that are active. 

• Facility Id 
o This text field allows you to search contingency plans for a specified facility. 
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EXAMPLE: To search for all contingency plans that were reviewed by a specific reviewer, select the 
reviewer from the Reviewer drop-down menu, and then click on the “Search” button. 
  

 
 
EXAMPLE: To search all approved contingency plans, select Approved from the “Status” drop-down 
menu, and then click the “Search” button. 
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4.2 Exporting Contingency Plan Search Results 
Perform a search for contingency plans. For information on searching contingency plans, see section 4.1. 
 
In the top, right corner of the screen, click the export icon. This will export the search results list to 
Microsoft Excel, or a similar application.  
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A pop-up window appears giving you the option to either open or save the file.  To open the list of search 
results, click the “Open” button and the list will open and display on the screen.  To save the list of search 
results, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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4.3 Viewing Contingency Plan Details from Search Results 
In the search results grid, click the view/edit icon in the last column of the contingency plan that you want 
to view, or double-click anywhere on the row containing the contingency plan. 
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The “Contingency Plan Details” screen appears on the “Contingency Plan” tab, displaying the details of 
the selected contingency plan. 
 
To view all facilities associated with that contingency plan, click the “Facilities” button at the top, right 
side of the screen. 
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Clicking “Facilities” will redirect you to the “Search/Browse” tab that now displays a list of associated 
facilities in the search results grid of the “Enter Facility Search Criteria” section. 
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4.4 Printing Contingency Plan Details 
From the “Contingency Plan Details” screen on the “Contingency Plan” tab, click the export icon at the 
top, right corner of the screen. 
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A pop-up window appears giving you the option to either open or save the file. Clicking the “Open” 
button will automatically open the document in Adobe Reader (or similar program) in an easily printable 
format. To save the document for printing later, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to then open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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4.5 Adding a New Contingency Plan 
Click on the “Contingency Plan” tab at the top of the screen. If this yields a “Contingency Plan Details” 
screen that is already populated with the data of a currently existing contingency plan, click the green “+” 
icon at the top, right side of the screen. A new “Contingency Plan Details” form will be generated with 
empty fields. 
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NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
 and have modified the corresponding section.  
 
Populate the fields on the “Contingency Plan Details” form by entering data in the text fields and making 
selections from the drop-down menus provided. Then, click the “Save” button at the top, right side of the 
screen. 
  
NOTE: Business rules dictate that a new contingency plan requires a Plan Holder, Plan Title, and a DEC 
Plan Reviewer to be specified. A new plan must be saved before adding addresses, reviews, etc.  
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A confirmation pop-up window will appear. To save the newly-created contingency plan, click “Save”, 
otherwise clicking the “Cancel” button redirects you back to the “Contingency Plan Details” screen in 
edit mode. 
 

 
 

Upon clicking “Save”, a pop-up window appears indicating that the contingency plan was successfully 
updated. 

 
Once the new contingency plan has been saved to the database, the system allows you to enter addresses, 
reviews, etc. 
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4.6 Deleting a Contingency Plan 
When you delete a contingency plan, all of its associated facilities and tanks also will be deleted.  To 
delete a contingency plan, navigate to the Contingency Plan tab and click on the delete icon located in the 
upper right-hand corner of the tab.   
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Next, you will receive a message indicating that deleting the contingency plan will also delete all of the 
facilities and tanks associated with that contingency plan.  Click Yes to continue with the deletion, or 
click No to cancel. 
 

 
 
You will receive confirmation when the contingency plan is successfully deleted. 
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4.7 Updating or Editing Contingency Plans 
Locate the desired contingency plan to update. For information on searching and viewing contingency 
plans, see sections 4.1 and 4.3. 
NOTE: Only authorized personnel have the ability to edit and update contingency plans and will see an 
“Edit” button.  
 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Upon clicking the “Edit” button, green arrows and “+” icons appear throughout the screen and many 
fields change from read-only to editable.  
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When all modifications have been made, click the “Save” button at the top, right of the screen to save all 
revisions and exit out of edit mode. 
 

 
 
NOTE:  You may click on the refresh icon to exit out of edit mode, if changes have already been saved to 
the record using the save icon within the individual sections of the record (see section 3.1.9).  However, 
please note that clicking on the refresh icon without saving changes first will discard any unsaved changes 
made to the record. 
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4.7.1 Updating Details 
Contingency plan details can be updated or edited by selecting and/or entering criteria in the following 
fields:  

• Plan Holder 
• Plan Title 
• DEC Reviewer 
• Section 
• Active 
• CZM 
• Comment 
• Regions 

 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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After making all desired revisions to the contingency plan details, click the “Save” button in the top, right 
side of the screen.  
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A pop-up window will appear to confirm that you want to save the recent changes to the contingency 
plan. To save the changes, click the “Save” button at the bottom of the pop-up window. Clicking 
“Cancel” on the confirmation pop-up window will redirect you back to the “Contingency Plan Details” 
screen in edit mode for further updates or revisions. 
 

 
 
Upon clicking “Save”, a new pop-up window will appear briefly indicating that the contingency plan was 
successfully updated. 
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4.7.2 Editing Addresses 
This section allows you to add and save new addresses, and edit or delete existing addresses to the 
contingency plan. To perform these functions, ensure that the “Addresses” sub-tab is selected on the 
“Contingency Plan Details” screen. 
 

4.7.2.1  Updating/Editing an Existing Address 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate and select the address you want to edit within the “Addresses” sub-tab at the lower, left side of the 
screen in the “Plan Related Addresses” section.  
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The details of the selected address automatically populate the “Selected Address” section. Make the 
desired changes to any of these text fields, and then click the green downward-facing arrow to save the 
changes.  
 
NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
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A pop-up window will appear to confirm that you want to save the recent changes to the address. 
 

 
 
To save the changes, click “Yes”, otherwise, clicking “No” will redirect you back to the “Contingency 
Plan Details” screen in edit mode. Upon clicking “Yes”, a pop-up window appears indicating that the 
contingency plan was successfully updated with the address changes. 
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4.7.2.2  Deleting an Address 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate the address you want to delete within the “Addresses” sub-tab at the lower, left side of the screen 
in the “Plan Related Addresses” section. Then, highlight the row you wish to delete, and select the Delete 
key on your keyboard. 
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A pop-up window will appear to confirm that you want to delete the selected address. To delete the 
selected address, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Contingency Plan 
Details” screen in edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the row was successfully deleted. 
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4.7.2.3  Adding an Address 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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In the “Addresses” sub-tab at the lower, left side of the “Contingency Plan Details” screen, click the green 
“+” icon to add a new address to the contingency plan. 
  

 



4-41 
 

Enter the contact information in the editable fields provided in the “Selected Address” section. Then, 
click the green downward-facing arrow in the same section to save the address. 
 
NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
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A pop-up window will appear to confirm that you want to add the address to the contingency plan. To add 
the address, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Contingency Plan 
Details” screen in edit mode. 
 

 
 
NOTE: Business rules dictate that you can only have one contact address and one official address. The 
new address must be identified as Contact or Official or both, but cannot be left blank or you will receive 
the following message: 
 

 
Upon clicking “Yes”, a pop-up window will appear indicating that the address was successfully added to 
the contingency plan. 
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4.7.3 Editing Conditions 
This section allows you to add and save a new condition, and edit or delete an existing condition to the 
contingency plan. To perform these functions, ensure that the “Conditions” sub-tab is selected on the 
“Contingency Plan Details” screen. 
 

4.7.3.1 Updating/Editing an Existing Condition 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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With the “Conditions” sub-tab selected, double-click the condition you want to edit within the “Condition 
History” section at the lower, left side of the screen.  
 

 



4-45 
 

A pop-up window appears pre-populated with the selected condition data. Make the desired changes to 
any of the fields provided, and then click the “Save” button at the bottom of the pop-up window. 
  

 
 
Upon clicking “Save”, a pop-up window appears indicating that the condition was successfully updated. 
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4.7.3.2 Deleting a Condition 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate the condition you want to delete within the “Conditions” sub-tab at the lower, left side of the 
screen in the “Condition History” section. Highlight the row that you wish to delete, and then select the 
Delete key on your keyboard. 
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A pop-up window will appear to confirm that you want to delete the selected condition. To delete the 
selected condition, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Contingency Plan 
Details” screen in edit mode. 
 

 
 
Upon clicking “Yes”, a pop-up window will appear indicating that the condition was successfully deleted 
from the contingency plan. 
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4.7.3.3 Adding a Condition 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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In the “Conditions” sub-tab at the lower, left side of the screen, click the green “+” icon to add a new 
condition to the contingency plan. 
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A pop-up window appears with empty fields. Enter and select data in the text fields and drop-down menus 
provided. Then, click the “Save” button at the bottom of the pop-up window. 
 
NOTE: Business rules dictate that a new condition requires a Condition, Condition Date and an Effective 
Date to be specified. 
 

 
 
Upon clicking “Save”, a pop-up window appears indicating that the condition was successfully added to 
the contingency plan. 
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4.7.4 Editing PRACs 
This section allows you to add and save a new primary response action contractor (PRAC), and edit or 
delete an existing PRAC associated with the contingency plan. To perform these functions, ensure that the 
“PRAC” sub-tab is selected on the “Contingency Plan Details” screen. 
 

4.7.4.1  Updating/Editing an Existing PRAC 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate and double-click the PRAC you want to edit within the “PRAC” sub-tab at the lower, left side of 
the screen in the “PRAC List” section.  
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The “PRAC Details” pop-up window appears pre-populated with the selected PRAC data. Make the 
desired changes to any of the fields provided, and then click the “Save” button at the bottom of the pop-up 
window. 
  

 
 
Upon clicking “Save”, a pop-up window appears indicating that the PRAC was successfully updated. 
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4.7.4.2  Deleting a PRAC 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate the PRAC you want to delete within the “PRAC” sub-tab at the lower, left side of the screen in the 
“PRAC List” section. Highlight the PRAC you wish to delete, and then click on the Delete key on your 
keyboard. 
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A pop-up window will appear to confirm that you want to delete the PRAC. To delete the selected PRAC, 
click “Yes”. Otherwise, clicking “No” will redirect you back to the “Contingency Plan Details” screen in 
edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the PRAC was successfully deleted from 
the contingency plan. 
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4.7.4.3  Adding a PRAC 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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In the “PRAC” sub-tab at the lower, left side of the screen, click the green “+” icon to add a new PRAC 
to the contingency plan. 
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A pop-up window appears with empty fields. Enter and select data in the text fields and drop-down menus 
provided. Then, click the “Save” button at the bottom of the pop-up window. 
 
NOTE: Business rules dictate that a new PRAC requires a PRAC Type and a Name to be specified.  
 

 
 
Upon clicking “Save”, a pop-up window appears indicating that the PRAC was successfully added to the 
contingency plan. 
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4.7.5 Updating Reviews 
This section allows you to edit or create a new review and save the details of that review to the 
contingency plan. 

4.7.5.1  Updating/Editing an Existing Review 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate and select the review you want to edit within the “Review History” section at the upper, right side 
of the “Contingency Plan Details” screen.  
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The details associated with the selected review populate the “Details for Selected Review” section. Make 
the desired changes to any of the editable fields in this section.  Then, click the green downward-facing 
arrow to save the changes.  
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A pop-up window will appear to confirm that you want save the changes to the review. To save the 
changes, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Contingency Plan Details” 
screen in edit mode. 
 

 
Upon clicking “Yes”, a pop-up window appears indicating that the review was successfully updated. 
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4.7.5.2  Adding a Review 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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In the “Details for Selected Review” section at the middle, right side of the screen, click the green “+” 
icon to add a new review to the contingency plan.  
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NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
 
Enter the detail information of the review in the editable fields provided. Then, click the green downward-
facing arrow in the same section. 
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A pop-up window will appear to confirm that you want to add the review. To save the new review, click 
“Yes”. Otherwise, clicking “No” will redirect you back to the “Contingency Plan Details” screen in edit 
mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the review was successfully added to the 
contingency plan. 
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4.7.6 Updating Review Steps 
This section allows you to edit, delete, add and save review steps to the contingency plan. 
 

4.7.6.1  Updating/Editing a Review Step 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate and select the review in the “Review History” section at the top, right side of the screen that 
contains the review step you want to edit. 
 
Select the review step you want to edit by double-clicking anywhere on the row containing the review 
step in the “Review Steps” section at the bottom, right side of the screen. 
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The “CPlan Review Step Details” pop-up window will appear. Make any modification to the selected 
review step in the editable comments text box, and then click the “Save” button. Clicking “Cancel” will 
automatically redirect you back to the “Contingency Plan Details” screen in edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the review was successfully updated.  
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4.6.6.2  Delete a Review Step 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate and select the review in the “Review History” section at the top, right side of the screen that 
contains the review step you want to delete. Then highlight the review step that you wish to delete in the 
“Review Steps” and click the Delete key on your keyboard. 
 

 



4-74 
 

A pop-up window will appear to confirm that you want to delete the review step. To delete the selected 
review step, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Contingency Plan 
Details” screen in edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the review was successfully deleted from 
the contingency plan. 
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4.7.6.2  Adding a Review Step 
Click the “Edit” button at the top, right side of the “Contingency Plan Details” screen.  
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Locate and select the review in the “Review History” section at the top, right side of the screen that you 
want to add a review step to.  In the “Review Steps” section at the bottom, right side of the screen, click 
the green “+” icon to add a new review step to the review that is selected in the “Review History” section.  
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The “CPlan Review Steps Details” pop-up window will appear. Enter the detail information of the review 
step. Then, click the “Save” button at the bottom of the pop-up window. Clicking “Cancel” will 
automatically redirect you back to the “Contingency Plan Details” screen in edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the review was successfully added to the 
contingency plan. 
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5.0 FACILITIES 

5.1 Performing a Search for Facilities 
 
To perform a search for facilities, use the drop-down menus and text boxes in the “Enter Facility Search 
Criteria” section at the bottom, left side of the screen on the “Search/Browse” tab. There is no minimum 
number of fields that are required to perform the search. For instance, to search all facilities, leave all 
fields blank and then click the “Search” button at the right side of the section. 
 
A facility search can be executed by selecting and/or entering criteria in the following fields: 

• Facility Type 
o This drop-down menu allows you to search for facilities based on the type of facility. 

• Facility Name 
o This text field allows you to search for facilities based on the name, or partial name 

entered. 
• Active Facilities 

o This check box allows you to search facilities that are active. 
• Facility Location 

o This text field allows you to search for facilities based on the location of the facility. A 
partial location entered in this field will yield results; however, a more precise location 
entered will narrow the search results. 

• Plan Id 
o This text field allows you to search facilities based on the Id number of the plan. 

• Facility Id 
o This text field allows you to search for tanks within a specified facility by entering the 

Facility Id. 
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EXAMPLE #1:  In this example, the user is searching for all facilities with the word “Bay” in the Facility 
Location. 
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EXAMPLE #2: To search all active facilities, click inside the “Active Facilities” checkbox, then click the 
“Search” button. 
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5.2 Exporting Facility Search Results 
Perform a search for facilities. For information on searching facilities, see section 4.7. 
 
In the top, right corner of the “Enter Facility Search Criteria” section, click the export icon. This will 
export the search results list to Notepad (or a similar application).  
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A pop-up window appears giving you the option to either open or save the file.  To open the list of search 
results, click the “Open” button and the list will automatically open.  To save the list of search results, 
click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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5.3 Viewing Facility Details from Search Results 

In the search results grid, click the view/edit icon in the last column of the facility that you want to view. 
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The “Facility Details” screen appears on the “Facility” tab displaying the details of the selected facility. 
 
To view all tanks associated with that facility, click the “Tanks” button at the top, right side of the screen. 
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Clicking “Tanks” will redirect you to the “Search/Browse” tab that now displays a list of associated tanks 
in the search results grid of the “Enter Tank Search Criteria” section. 
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5.4 Printing Facility Plan Details 
From the “Facility Details” screen on the “Facility” tab, click the export icon at the top, right corner of the 
screen. 
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A pop-up window appears giving you the option to either open or save the file. Clicking the “Open” 
button will automatically open the document in Adobe Reader (or similar program) in an easily printable 
format. To save the document for printing later, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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5.5 Adding a New Facility to a Contingency Plan 

After selecting the desired contingency plan to add the facility to, click the “Facility” tab at the top of the 
screen. If this yields a “Facility Details” screen that is already populated with the data of a currently 
existing facility, click the green “+” icon at the top, right side of the screen. A new “Facility Details” form 
will be generated on the screen with empty fields. 

If you do not see a green “+”icon, you must change to edit mode. To do this, click the “Edit” button at the 
top, right side of the screen. 

NOTE: See sections 4.1 and 4.3 for more information on searching and viewing contingency plans. 
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Populate the fields on the “Facility Details” screen by entering data in the text fields and making 
selections from the drop-down menus provided. Then, click the “Save” button at the top, right side of the 
screen. 

NOTE: Business rules dictate that a new facility requires a Facility Name, Facility Type, and a Facility 
Region to be specified. 

 

BARG  Barge Non-Crude 
OFEX  Off Shore Exploration 
OFPD  Off Shore Production 
ONEX  On Shore Exploration 
ONPD  On Shore Production 
PIPE  Pipeline 
TANK  Tanker Non crude 
TERM  Non-Crude Terminal 
TERC  Crude Terminal 
RLRD  Railroad 
NTVC  Non-Tank Vessel Cruise 
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NTVF  Non-Tank Vessel Fishing 
NTVO  Non-Tank Vessel Other 
NTVP  Non-Tank Vessel Passenger 
CBRG  Crude Barge 
CTNK  Crude Tanker 
 

A confirmation pop-up window appears. To save the new facility, click “Save” at the bottom of the pop-
up window, otherwise clicking “Cancel” will redirect you back to the “Facility Details” screen in edit 
mode. 

 
 

Upon clicking “Save”, a pop-up window appears indicating that the facility was successfully updated and 
saved to the database. 

 
Once the new facility has been saved to the database, the system allows you to enter addresses, 
inspections, and assign a Region to the facility.   
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5.6 Updating or Editing a Facility 

Locate the desired facility to update. For information on searching and viewing facility details, see 
sections 4.7 and 4.9. 

NOTE: Only authorized personnel have the ability to edit and update facilities and will see an “Edit” 
button.  

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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After clicking the “Edit” button, green arrows and “+” icons appear throughout the screen and many 
fields change from read only to editable.  

Update any editable field using the text boxes and drop-down menus provided. 
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Within the Facility Details section, click on Regions to view, edit, or add the appropriate region to the 
facility.  When the Facility Regions window opens, select the appropriate Region(s) for the facility and 
then click Save. 

 

When all modifications have been made, click the “Save” button at the top, right side of the screen to save 
the changes and exit out of edit mode. 

 
 
NOTE:  You may click on the refresh icon to exit out of edit mode, if changes have already been saved to 
the record using the save icon within the individual sections of the record (see section 3.1.9).  However, 
please note that clicking on the refresh icon without saving changes first will discard any unsaved changes 
made to the record. 
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5.6.1 Updating or Editing Facility Details 
Facility details can be updated or edited by selecting and/or entering criteria in the following fields: 
 

• Facility Name 
• Facility Location 
• Facility Type 
• Regions 
• Facility Capacities 
• Comments 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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Update any of the editable fields in the Facility Details section. 
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After making all desired revisions to the facility details, click the “Save” button in the top, right side of 
the screen. A pop-up window will appear to confirm that you want to save the recent changes to the 
facility. 
  

 
 
To save the changes, click the “Save” button at the bottom of the pop-up window. A new pop-up window 
will appear briefly indicating that the facility was successfully updated. 
 

 
 



5-97 
 

5.6.2 Updating or Editing Facility Inspections 
This section allows you to edit or create a new inspection and save the details of that inspection to the 
facility. 

5.6.2.1 Updating or Editing an Existing Inspection 
 
Locate and select the facility inspection you want to edit within the “Inspection History” section at the 
top, right side of the screen. Click Edit in the upper right-hand corner of the window.   
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The details associated with the selected inspection populate the “Details for Selected Inspection” section. 
Make the desired changes to any of the editable fields in this section. Then, click the green downward-
facing arrow to save the changes.  

NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
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A pop-up window will appear to confirm that you want save the changes to the inspection. To save the 
changes, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Facility Details” screen in 
edit mode. 

 

Upon clicking “Save”, a pop-up window appears indicating that the inspection was successfully updated. 
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5.6.2.2 Adding an Inspection 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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In the “Details for Selected Inspection” section at the middle, right side of the screen, click the green “+” 
icon to add a new inspection to the facility.  
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NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  

Enter the detail information of the inspection in the text boxes and drop-down menus provided, and then 
click the green downward-facing arrow in the same section to save the information. 
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A pop-up window will appear to confirm that you want to add the review. To save the new review, click 
“Yes”. Otherwise, clicking “No” will redirect you back to the “Facility Details” screen in edit mode. 

 
 
Upon clicking “Yes”, a pop-up window appears indicating that the inspection was successfully added to 
the facility details. 
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5.6.3 Updating Inspection Actions 
This section allows you to edit, delete, add and save inspection actions to the facility. 

5.6.3.1 Updating or Editing an Inspection Action 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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Locate and select the inspection in the “Inspection History” section at the top, right side of the screen that 
contains the inspection action you want to edit. Then, double-click on the inspection you want to edit in 
the “Inspection Actions” section at the bottom, right side of the screen. 
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The “Inspection Action Details” pop-up window appears. Make any modification to the selected 
inspection action in the editable fields provided, and then click “Save”. Clicking the “Cancel” button will 
automatically redirect you back to the “Facility Details” screen in edit mode. 

 
 

Upon clicking “Save”, a pop-up window appears indicating that the action was successfully added to the 
tank. 
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5.6.3.2 Deleting an Inspection Action 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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Locate and select the inspection in the “Inspection History” section at the top, right side of the screen that 
contains the inspection action you want to delete. The actions associated with that inspection populate the 
“Inspection Actions” section at the bottom, right side of the screen. In this section, highlight the 
inspection action you wish to delete, and then select the Delete key on your keyboard. 
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A pop-up window will appear to confirm that you want to delete the selected action. To delete the 
selected action, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Facility Details” 
screen in edit mode. 
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5.6.3.3 Adding an Inspection Action 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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Locate and select the inspection in the “Inspection History” section at the top, right side of the screen that 
you want to add the inspection action to. 
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In the “Inspection Actions” section at the bottom, right side of the screen, click the green “+” icon to add 
a new inspection action to the inspection that is currently selected in the “Inspection History” section.  
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The “Inspection Action Details” pop-up window will appear. Enter the detail information of the 
inspection action, then click the “Save” button in the pop-up window. Clicking “Cancel” will 
automatically redirect you back to the “Facility Details” screen in edit mode. 

 
 
Upon clicking “Yes”, a pop-up window appears indicating that the inspection action was successfully 
added to the inspection. 
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5.6.4 Editing Addresses 
This section allows you to add and save a new address, and edit or delete an existing address to the 
facility. To perform these functions, click Edit in the upper right-hand corner of the window, and then 
ensure that the “Addresses” sub-tab is selected on the “Facility Details” screen. 

5.6.4.1 Updating or Editing an Existing Address 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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Locate and select the address you want to edit within the “Addresses” sub-tab at the lower, left side of the 
screen in the “Plan Related Addresses” section.  
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Make the desired changes to any of the text fields in the “Selected Address” section. Then, click the green 
downward-facing arrow in the same section to save the changes.  
  
NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
 

 
 
A pop-up window will appear to confirm that you want to save the recent changes to the address. 
 

 
 
To save the changes, click the “Yes” button at the bottom of the pop-up window. A new pop-up window 
will appear indicating that the facility was successfully updated with the address changes. 
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5.6.4.2 Deleting an Address 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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Locate the address you want to delete within the “Addresses” sub-tab at the lower, left side of the screen 
in the “Plan Related Addresses” section. Then, highlight the row you wish to delete, and click on the 
Delete key on your keyboard. 
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A pop-up window will appear to confirm that you want to delete the selection address. To delete the 
address, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Facility Details” screen in 
edit mode. 
 

 
Upon clicking “Yes”, a pop-up window appears indicating that the address was successfully deleted from 
the facility. 
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5.6.4.3 Adding an Address 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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In the “Addresses” sub-tab at the lower, left side of the screen, click the green “+” icon to add a new 
address to the facility. 
 
NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
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Enter the contact information in the editable fields provided, and then click the green downward-facing 
arrow in the same section. 
 

 
 
A pop-up window will appear to confirm that you want to add the address to the facility. To add the 
address, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Facility Details” screen in 
edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the address was successfully added to the 
facility. 
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5.6.5 Editing Terminal Information 
This section allows you to edit terminal information associated with the selected facility. 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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With the “Terminal Information” sub-tab selected, use the text boxes and drop-down menus provided to 
make the desired revisions to the following editable fields: 
 

• # of Tanks 
• Seismic Zone 
• Corrosion Survey Date 
• Corrosion Survey Comments 
• Secondary Containment Areas  
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When the Facility Modification Confirmation window opens, click Save again. 
 

 



5-126 
 

5.6.6 Editing Exercises 
This section allows you to add and save a new exercise and associated exercise actions, and edit or delete 
an existing exercise and its associated actions to the facility. To perform these functions, click Edit in the 
upper right-hand corner of the window, and ensure that the “Exercises” sub-tab is selected on the 
“Facility Details” screen. 

5.6.6.1 Updating or Edit an Existing Exercise  

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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With the “Exercises” sub-tab selected, double-click the exercise you want to edit within the “Exercise 
History” section at the lower, left side of the screen. 
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The “Details for Selected Exercise” section populates with the details of the selected exercise. Make the 
desired changes to any of the editable fields provided in this section. Then, click the green downward-
facing arrow in that same section to save the changes. 
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A pop-up window appears to confirm that you want to save the recent changes to the exercise. Click the 
“Yes” button at the bottom of the pop-up window to save the changes to the database. Otherwise, clicking 
“No” will redirect you back to the “Facility Details” screen in edit mode. 
 

 
 
A pop-up window will appear indicating that the exercise was successfully updated. 
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5.6.6.2 Deleting an Exercise  

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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Locate the exercise you want to delete within the “Exercises” sub-tab at the lower, left side of the screen 
in the “Exercise History” section. Next, highlight the row that you wish to delete, and then click on the 
Delete key on your keyboard. 
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A pop-up window will appear to confirm that you want to delete the selected exercise. To delete the 
selected exercise, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Facility Details” 
screen in edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the exercise was successfully deleted from 
the facility. 
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5.6.6.3 Adding an Exercise  

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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In the “Exercises” sub-tab at the lower, left side of the screen, click the green “+” icon to add a new 
exercise to the facility. 
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The fields in the “Details for Selected Exercises” section are cleared and a red “Modified” notification 
appears. Enter the details of the new exercise in the fields provided. Then, click the green downward-
facing arrow in the same section to save the new exercise. 
 
NOTE: Business rules dictate that an Observer must be specified when creating a new exercise to the 
facility. 
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A pop-up window will appear to confirm that you want to save the exercise. To add the new exercise to 
the facility, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Facility Details” screen 
in edit mode. 
 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the exercise was successfully added to the 
facility. 
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5.6.6.4 Updating or Editing an Existing Exercise Action 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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With the “Exercises” sub-tab selected, click the exercise that contains the exercise action you want to edit 
within the “Exercise History” section at the lower, left side of the screen. Then, click the “Exercise 
Actions” button. 
 

 
 



5-139 
 

The “Exercise Action Details” pop-up window appears, listing all exercise actions associated with the 
selected exercise.  
 
Double-click on the action you want to edit, and then make the desired revisions in the editable fields 
provided.  
 
When all revisions have been made, click the “Save” button at the bottom of the pop-up window to save 
the changes. Otherwise, clicking “Cancel” will redirect you back to the “Facility Details” screen in edit 
mode. 
 

 
 

Upon clicking “Save”, a pop-up window appears indicating that the action was successfully updated to 
the exercise. 

 
 



5-140 
 

5.6.6.5 Deleting an Existing Exercise Action 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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With the “Exercises” sub-tab selected, click the exercise that contains the exercise action you want to 
delete within the “Exercise History” section at the lower, left side of the screen. Then, click the “Exercise 
Actions” button. 
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The “Exercise Action Details” pop-up window appears, listing all exercise actions associated with the 
previously-selected exercise.  
 
Highlight the exercise action that you wish to delete, and then click on the Delete key on your keyboard. 
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A pop-up window will appear to confirm that you want to delete the selected action. To delete the 
selected action, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Exercise Action” 
pop-up window in edit mode. 
 

 
 
Upon clicking “Yes”, a pop-up window appears indicating that the action was successfully deleted from 
the exercise. 
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5.6.6.6 Adding an Exercise Action 

Click the “Edit” button at the top, right side of the “Facility Details” screen.  
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With the “Exercises” sub-tab selected, click the exercise that you want to add the action to within the 
“Exercise History” section at the lower, left side of the screen. Then, click the “Exercise Actions” button. 
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The “Exercise Action Details” pop-up window appears, listing all exercise actions associated with the 
previously-selected exercise.  
 
Click the green “+” icon at the top, right side of the pop-up window. Enter the details of the new action in 
the editable fields provided, and then click the “Save” button at the bottom of the pop-up window to add 
the action. Otherwise, clicking “Cancel” will redirect you back to the “Exercise Action Details” window 
in edit mode. 
 

 
 

Upon clicking “Save”, a pop-up window appears indicating that the action was successfully updated. 
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5.7 Moving a Facility 
To move a facility and its associated tanks to a different, existing contingency plans, click on the Move 
button located in the upper right-hand side of the Facility tab. 
 

 
 
When the new window opens, enter the contingency plan where you wish to move the facility, and click 
Move. 
 

 
 
You will receive confirmation after the facility has successfully been moved to the new contingency plan. 
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5.8 Deleting a Facility 
When you delete a facility, you also delete all of its associated tanks.  To delete a facility, click on the 
delete icon located in the upper right-hand side of the Facility tab.   
 

 
 
When the confirmation window opens, click Yes to delete the facility and its associated tanks, or click No 
to cancel. 
 

 
 
You will receive a confirmation that the facility and its associated tanks have been deleted. 
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6.0 TANKS 

6.1 Performing a Search for Tanks 
A tank search can be executed by selecting and/or entering criteria in the following fields: 

• Capacity Range 
o These fields allow you to search for facility tanks within a specified range (can either be 

bbl or gal). 
• Facility Id 

o This text field allows you to search for tanks within a specified facility by entering the 
Facility Id. 

• Tank Number 
o This text field allows you to search for tanks by entering a Tank Number 
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NOTE: To convert the the capacity units of all values in both the search field and in the search results grid 
from gallons to barrels and barrels to gallons, select the bidirectional green arrows next to the broom icon. 
Searches will be done in the units specified. 
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6.2 Exporting Tank Search Results 
Perform a search for tanks. For information on searching tanks, see section 4.13. 
 
In the top, right corner of the “Enter Tank Search Criteria” section, click the export icon. This will export 
the search results list to Notepad, or a similar application.  
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A pop-up window appears giving you the option to either open or save the file.   To open the list of search 
results, click the “Open” button and the list will automatically open.  To save the list of search results, 
click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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6.3 Viewing Tank Details from Search Results 

In the tank search results grid, click the view/edit icon in the last column of the tank entry that you want 
to view. 
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6.4 Printing Tank Details 
From the “Tank Details” screen on the “Tank” tab, click the export icon at the top, right corner of the 
screen. 
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A pop-up window appears giving you the option to either open or save the file.  Clicking the “Open” 
button will automatically open the document in Adobe Reader (or similar program) in an easily printable 
format. To save the document for printing later, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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6.5 Adding a New Tank to a Facility 

After selecting the desired facility to add the tank to, click on the “Tank” tab at the top of the screen. If 
this yields a “Tank Details” screen that is already populated with the data of a currently existing tank, 
click the green “+” icon at the top, right side of the screen. A new “Tank Details” form will be generated 
on the screen with empty fields. 
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Populate the fields on the “Tank Details” form by entering data in the text fields and making selections 
from the drop-down menus provided. 

NOTE: Business rules dictate that a new tank requires a Tank Number, Product, Status, and a Capacity to 
be specified.  

 

A confirmation pop-up window will appear. To save the newly-created tank, click “Save”, otherwise 
clicking the “Cancel” button will redirect you back to the “Tank Details” screen in edit mode. 

 
 

Upon clicking “Save”, a pop-up window appears indicating that the tank was successfully updated. 
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6.6 Updating or Editing a Tank  

Locate the desired tank entry to update. For information on searching and viewing tank details, see 
sections 4.13 and 4.15. 

NOTE: Only authorized personnel have the ability to edit and update tank details and will see an “Edit” 
button.  

Click the “Edit” button at the top, right side of the “Tank Details” screen.  
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Upon clicking the “Edit” button, green arrows and “+” icons appear throughout the screen and many 
fields change from read-only to editable. Make modifications to any editable field. 
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When all modifications have been made, click the “Save” button at the top, right of the screen to save the 
changes and exit out of edit mode. 

 
 
NOTE:  You may click on the refresh icon to exit out of edit mode, if changes have already been saved to 
the record using the save icon within the individual sections of the record (see section 3.1.9).  However, 
please note that clicking on the refresh icon without saving changes first will discard any unsaved changes 
made to the record. 
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6.6.1 Updating Tank Details 
Tank details can be updated or edited by selecting and/or entering criteria in the following fields: 

• Tank Number 
• Product 
• Status 
• Capacity 
• Existing or New Tank 
• Comment 
• Construction data 
• Repairs 
• Appurtenances 
• 3rd Party Inspection Actions  

Click the “Edit” button at the top, right side of the “Tank Details” screen.  
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Update any editable field in the Tank Details section, and then click Save.   
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After making all desired revisions to the tank details, click the “Save” button in the top, right side of the 
screen. A pop-up window will appear to confirm that you want to save the recent changes to the tank.  
 

 
 
To save the changes, click “Save” at the bottom of the pop-up window. A new pop-up window will 
appear briefly indicating that the tank was successfully updated. 
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6.6.2 Updating Tank Inspections 
This section allows you to edit or create a new inspection and save the details of that inspection to the 
tank. 

6.6.2.1 Updating or Editing an Existing Inspection 

Click the “Edit” button at the top, right side of the “Tank Details” screen.  
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Locate and select the tank inspection you want to edit within the “Inspection History” section at the top, 
right side of the screen.  

  



6-166 
 

The details associated with the selected inspection populate the “Details for Selected Inspection” section. 
Make the desired changes to any of the editable fields in this section, and then click the green downward-
facing arrow to save the changes.  

NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
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A pop-up window will appear to confirm that you want save the changes to the selected tank inspection. 
To save the changes, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Tank Details” 
screen in edit mode. 

 
 
Upon clicking “Yes”, a pop-up window appears indicating that the tank inspection was successfully 
updated. 
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6.6.2.2 Adding an Inspection 

Click the “Edit” button at the top, right side of the “Tank Details” screen.  
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In the “Details for Selected Inspection” section at the middle, right side of the screen, click the green “+” 
icon to add a new inspection to the tank details.  

NOTE: A red “Modified” notification appears at the top of the screen indicating that you are in edit mode 
and have modified the corresponding section.  
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Enter the detail information of the inspection in the editable text boxes and drop-down menus provided. 
Then, click the green downward-facing arrow in the same section. 
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A pop-up window will appear to confirm that you want to add the inspection. To save the new inspection, 
click “Yes”. Otherwise, clicking “No” will redirect you back to the “Tank Details” screen in edit mode. 

 
 

Upon clicking “Yes”, a pop-up window will appear indicating that the tank inspection was successfully 
added to the tank details. 
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6.6.3 Updating Inspection Actions 
This section allows you to edit, delete, add and save inspection actions to the tank. 
 

6.6.3.1 Updating or Editing an Inspection Action 

Click the “Edit” button at the top, right side of the “Tank Details” screen.  

 



6-173 
 

Locate and select the inspection in the “Inspection History” section at the top, right side of the screen that 
contains the inspection action you want to edit. 
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The “Inspection Action Details” pop-up window will appear. Make any modification to the selected 
inspection action in the editable fields provided, and then click “Save”. Clicking the “Cancel” button will 
automatically redirect you back to the “Tank Details” screen in edit mode. 

 
 

Upon clicking “Save”, a pop-up window appears indicating that the review was successfully added to the 
tank. 
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6.6.3.2 Deleting an Inspection Action 

Click the “Edit” button at the top, right side of the “Tank Details” screen.  
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Locate and select the inspection in the “Inspection History” section at the top, right side of the screen that 
contains the inspection action you want to delete. Then, highlight the inspection action you want to delete, 
and click on the Delete key on your keyboard. 

 
 
 



6-177 
 

A pop-up window will appear to confirm that you want to delete the selected action. To delete the 
selected inspection action, click “Yes”. Otherwise, clicking “No” will redirect you back to the “Tank 
Details” screen in edit mode. 
 

 
 
You will receive confirmation that the row was successfully deleted. 
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6.6.3.3 Adding an Inspection Action 

Click the “Edit” button at the top, right side of the “Tank Details” screen.  
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Locate and select the inspection in the “Inspection History” section at the top, right side of the screen that 
you want to add the inspection action to. 
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In the “Inspection Actions” section at the bottom, left side of the screen, click the green “+” icon to add a 
new review step to the review that is selected in the “Inspection History” section.  
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The “Inspection Action Details” pop-up window will appear. Enter the detail information of the 
inspection action, then click the “Save” button in the pop-up window. Clicking the “Cancel” button will 
automatically redirect you back to the “Tank Details” screen in edit mode. 

 
 

Upon clicking “Yes”, a pop-up window appears indicating that the inspection action was successfully 
added to the inspection. 
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6.7 Moving a Tank 
To move a tank to another existing facility, click Move in the upper right-hand corner of the Tank tab. 
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When the Move Tank window opens, enter the Facility ID of the facility to which you wish to move the 
tank, and then click Move. 
 

 
 
You will then receive confirmation that the tank has successfully been moved to another facility. 
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6.8 Deleting a Tank 
To delete an entire tank, click on the delete icon located in the upper right-hand side of the Tank tab. 
 

 
 
When the confirmation window opens, click Yes to delete the entire tank, or click No to cancel. 
 

 
 
You will receive confirmation when the tank has been successfully deleted. 
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7.0 REPORTS 
The “Reports” tab enables you to create the following customizable reports based on the data that was 
previously entered and stored in the database: 
 

• IPP Aggregate Reports 
• CPlan Reports 
• Facility Reports 
• 3rd Party Tank Reports 

 

7.1 Creating IPP Aggregate Reports 
This section allows you to create a report of all unresolved exercises by date range. On the “Reports” tab, 
click the blue “All Unresolved Exercises by Date Range” link in the “IPP Aggregate Reports” section at 
the top, left side of the screen. 
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A pop-up window appears prompting you to enter a date range.  
 
Using the drop-down menus provided, enter an “On or After” date and an “On or Before” date. Then, 
click the “Report” button at the bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2  Creating Contingency Plan Reports 
This section allows you to create reports related to contingency plan conditions and unresolved exercise 
actions.  
 

7.2.1 Creating a CPlan Conditions – Past Due Report 
 
Under the “Reports” tab, click the blue “CPlan Conditions – Past Due” link in the “CPlan Reports” 
section at the top, right side of the screen. 
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A pop-up window appears prompting you to enter a section parameter.  
 
Using the drop-down menu provided, enter a section parameter. Then, click the “Report” button at the 
bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.2 Creating a CPlan Conditions – Upcoming Report 
 
Under the “Reports” tab, click the blue “CPlan Conditions – Upcoming ” link in the “CPlan Reports” 
section at the top, right side of the screen. 
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A pop-up window appears prompting you to enter a section parameter.  
 
Using the drop-down menu provided, enter a section parameter. Then, click the “Report” button at the 
bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.3 Creating an Unresolved Exercise Actions Plan Report 
 
This report requires a contingency plan to be selected. For more information on searching and viewing 
contingency plans, see sections 4.1 and 4.3. 
 
With a contingency plan selected, click the blue “Unresolved Exercise Actions by Plan” link in the 
“CPlan Reports” section at the top, right side of the screen on the “Reports” tab. 
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.4 Creating Facility Reports 
This section allows you to create reports related to facility inspections and inspection actions.  

7.2.4.1  Creating an Inspection Actions – Past Due Report 
 
Under the “Reports” tab, click the blue “Inspection Actions – Past Due” link in the “Facility Reports” 
section at the bottom, left side of the screen. 
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A pop-up window appears prompting you to enter a section parameter.  
 
Using the drop-down menu provided, enter a section parameter. Then, click the “Report” button at the 
bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.4.2  Creating an Inspection Actions – Upcoming Report 
 
Under the “Reports” tab, click the blue “Inspection Actions – Upcoming” link in the “Facility Reports” 
section at the bottom, left side of the screen. 
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A pop-up window appears prompting you to enter a section parameter.  
 
Using the drop-down menu provided, enter a section parameter. Then, click the “Report” button at the 
bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.4.3  Creating an Unresolved Inspections by Date Range Report 
 
Under the “Reports” tab, click the blue “Unresolved Inspections by Date Range” link in the “Facility 
Reports” section at the bottom, left side of the screen. 
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A pop-up window appears prompting you to enter a date range.  
 
Using the drop-down menus provided, enter an “On or After” date and an “On or Before” date. Then, 
click the “Report” button at the bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format.  To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.5 Creating Tank Reports 
This section allows you to create reports related to facility inspections and inspection actions.  

7.2.5.1  Creating an Inspection Actions – Past Due Report 
 
Under the “Reports” tab, click the blue “Inspection Actions – Past Due” link in the “Tank Reports” 
section at the bottom, right side of the screen. 
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A pop-up window appears prompting you to enter a section parameter.  
 
Using the drop-down menu provided, enter a section parameter. Then, click the “Report” button at the 
bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.5.2  Creating an Inspection Actions – Upcoming Report 
 
Under the “Reports” tab, click the blue “Inspection Actions – Upcoming” link in the “Tank Reports” 
section at the bottom, right side of the screen. 
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A pop-up window appears prompting you to enter a section parameter.  
 
Using the drop-down menu provided, enter a section parameter. Then, click the “Report” button at the 
bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format. To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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7.2.5.3  Creating an Unresolved Inspections by Date Range Report 
 
Under the “Reports” tab, click the blue “Unresolved Inspections by Date Range” link in the “Tank 
Reports” section at the bottom, right side of the screen. 
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A pop-up window appears prompting you to enter a date range.  
 
Using the drop-down menus provided, enter an “On or After” date and an “On or Before” date. Then, 
click the “Report” button at the bottom of the pop-up window.   
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A small pop-up window appears giving you the option to save, open, or cancel the report. Clicking the 
“Open” button will automatically open the document in Adobe Reader (or similar program) in an easily 
printable format.  To save the document, click the “Save” button on the pop-up window. 
 

 
 
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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8.0 ADMINISTRATION  
The Administration tab lists all PRACs, including their expiration date and whether or not they are active. 
Once you enter edit mode, you can add or edit mailing addresses for PRACS, registration information, 
assign or edit the Region where the facility is located, and add or edit details about PRAC fees. 

8.1  Adding PRAC and PRAC Fee tables 
To add a new PRAC and PRAC fee table, click on the add icon located in the upper right-hand corner of 
the Administration tab.   
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Complete the required fields in the PRAC detail form, and click Save when finished.   
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Click Yes to save the new PRAC, or click No to cancel.  You will receive a confirmation that the save 
was successful.   
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8.2  Exporting PRAC and PRAC fee tables 
To export a list of all PRAC and PRAC fee tables, click on the export icon located in the upper right-hand 
corner of the Administration tab.   
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A small pop-up window gives you the option to open, save, or cancel the export.  Clicking Open will 
automatically open the document in Microsoft Excel (or similar program) in an easily printable format.   
To save the document, click the “Save” button on the pop-up window.  
 

  
After clicking Save, new buttons appear on the pop-up window giving you the option to either open the 
file, or open the folder containing the file. 
 

 
 
NOTE: For more saving options, click the downward-facing arrow next to the “Save” button on the pop-
up window.  
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8.3  Updating or Editing PRAC and PRAC Fee Tables 
To update or edit an existing PRAC and PRAC fee tables, highlight the record that you wish to edit and 
click on the Edit button on the right-hand side of the Administration tab. 
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Add information into the Details for Selected PRAC Fees section, in addition to any edits needed in the 
Details for Selected PRAC section, and then click Save when finished. 
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When a confirmation window opens, click Yes to continue saving the new record, or click No to cancel.  
You will receive confirmation when  the save is successful. 
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8.4  Deleting a PRAC and PRAC Fee Tables 
To delete a PRAC and its associated fee tables, highlight a record and then click on the Delete key on 
your keyboard. 
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When the confirmation window opens, click Yes to continue with the deletion, or click No to cancel.  
You will receive confirmation when the row is successfully deleted. 
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