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Management Procedures

Lookup Tables

ENGLink allows those with System Admin permission to manage the items displayed on the list within the Power Mission application. Whenever it is discovered that an item isn’t available on a list it can simply be added by accessing the correct lookup table and inserting the item.

To view the Lookup Tables:
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Login to ENGLink

2. Hover over Current Operations and click Administration
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Scroll down to the Power Mission and click the “Power Mission Lookup Data” link

4. Select the table to update by clicking its name

5. Click the Create link to add items to the table or click the Remove link to remove items from the list.
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Note:

Some lookup tables (see above) allow the user to edit the information that has been created by clicking the Edit link. Some tables also provide additional filters to expedite modification of the information.

Creating a Mission

Power Mission

Once an Event has been created and it has been indicated that there is a need for a Power mission (FEMA, Local EOC, Other), a Power Mission should be created in ENGLink. This is the location where all taskings and activities related to the Power Mission will be stored.

To create a mission:

1. Login to ENGLink

2. Open the Event

3. Click the Missions link

4. Click the Create link (must have a Mission Manager permission)
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Complete the fields found on the Mission Create page and submit (ensure the selected Mission Assignment Type is Power)

Creating Taskings

Taskings are the steps that will be taken to complete the Power Mission. The taskings are entered online into ENGLink. Once entered Assessment, Install and De-Install Work Orders are printed and given to the teams responsible for doing the work of the mission. Each form is returned to mission management and the information should be entered into ENGLink. As information is entered, the status of each tasking will change to reflect the activity that has occurred. This data will remain in ENGLink and allow all interested parties to review the progress of the Power Mission at any given time.

To create a tasking: (Must have the Mission Power role/permission)
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Step One:
Open the Power Mission

Step Two:
Click the Mission Tasking link 
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The Mission Taskings page will display. Click the Create Tasking link to begin.

Note:
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A link to the Power Module Lookup Table is made available at the top of the Power Mission Information page. By clicking this link you can access the lookup tables to update the data within each.
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A Mission Tasking page will display. On this page you will enter:

A. Tasking Details-enter the state number and select a priority level.

B. Facility Information-Select a Facility Type and Facility Name from the drop-down list. If the Facility Name is not available, you can click the heading “Facility Name” and a listing of current facilities will be displayed. You can click the Create link to create a new facility, Edit to modify a facility or Remove to delete the facility from the table.

Note:

When creating a Mission it is a requirement that a state be selected. The reason for this is that when a user is selecting a Facility Type and a Facility Name the only facilities that can be selected are those that have been assigned to the same state as the state that was selected on the Mission create page. If your facility name isn’t listed check to ensure that the state matches on the facility and the mission.
Creating a New Facility

1. Select a Facility Type (Required)

2. Enter a Facility Name (Required)
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The Address and Latitude/Longitude will automatically display (if you have entered this information when the facility was created in the lookup table). If this information doesn’t display, click the Facility Name link and edit the facility information.

4. The POC information is displayed automatically. If no data is displayed, the entry in the POC Lookup table must be modified.
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Date-enter key dates and time such as Tasking Received, Tasking Passed to Mission Manager and Date Tasking passed to 249th Battalion.

1. Enter Date
Each date is selected by clicking the corresponding heading (Example: Date tasking received by Action Officer) or by clicking the box where the date should go. A calendar will display, which allows the user to click a date to select it. A time can be entered as well. Ensure the correct format is used (HH:MM Local Time).

2. Select an Inspection Team
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Select an inspection team by clicking the drop-down option and the click the correct team. If the team doing the inspection is not displayed in the list, the Inspection Team lookup table should be opened and a team created.
D. Predetermined Site Electrical Data-enter any predetermined electrical requirements (Amperage, Voltage, Power, or Phase).

Amperage, Voltage and Power is typed directly in the blocks. The Phase should be chosen from the drop-down.

E. Remarks-enter additional information in this narrative section. Data entered here can be copied and pasted from other sources as desired. This makes a good section to make notes about the tasking.

Step Three:
Once finished entering data, submit your information by scrolling to the bottom of the page, selecting the Yes affirmation box and then clicking the Submit NEW Power Mission button. 
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Step Four:
The completed tasking will be displayed. You can edit the Tasking, return to the Power Mission Information page (List Power Mission) or can proceed on to creating an Assessment.

Upon returning to the Power Mission main page you will notice that a new tasking appears in the list at the bottom of the page. This is your new tasking that was just created. Notice that the Mission Status currently says “Tasking”. This will change over time as assessments and installations are completed. From here you can also create an assessment or you may choose to cancel the tasking.
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Adding a Tasking Assessment

Assessment Information

While viewing a recently created Mission Tasking or the Power Mission Information page, do the following:

1. Click the Add Assessment link
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The Assessment page will open. 

3. Update the known assessment information

4. Print the Assessment work order by clicking the Print Report link in the top right corner.
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The Assessment work order will be taken out into the field, updated and then returned to data entry. 

6. The assessment date will then be completely updated.

We will enter data in the Assessment Information. The information to be entered includes:

a. Inspection Team Name-This field is not required but the current tasking mission status will not change to Assessed until a team name is selected. You will not be able to proceed with the mission until a team name is selected. If a team name isn’t displayed, one must created in the Inspection Team Name Lookup table.
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No Requirement—If for some reason, during the assessment, the power is restored then this field should be updated. You choose an item from the drop-down to indicate why there is no requirement for generator installation. When a “No Requirement” is entered, it will close the Tasking.

c. Installation On Hold—If other information is needed before continuing with the installation, this box can be selected. Until the check is removed you will not be able to proceed past the Assessment.

d. Date Assessment is physically completed— This field is not required but an Installation Order will not be able to be created until a date is entered. Enter the date the assessment was completed. Click either the field heading or the box where the date should display. In either case, a calendar will open that allows the user to select a date.

Note:

This is not the date the information is entered into the system unless this happens to be the same day.

e. Time—time the assessment was physically completed (see above).

f. Other dates and times are displayed. These dates are being pulled from the Tasking page.
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The assessment data should include (not required fields) the following

· Main Break Amps

· Feeder Cable Gauge

· Site Voltage (select from drop-down)


Transformer Data Information

· Rating (kVA)

· Primary Voltage (select from drop-down)

· Mount Type (select from drop-down)

Service Drop Information
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Type (select from drop-down)

· Number

Adding a Tasking Assessment

Generator Information

Generator Information can then be entered about what type of generator will be installed at the facility. It isn’t required to enter this data at this time—the choice is yours. When entering Generator data you are prompted to update the following: (Enter all that apply)

Generator Information

· kW:

· Fuel Type (select from drop-down)

· Voltage (select from drop-down)

· Fuel Capacity (Gallon)

· Output Phase (select from drop-down)

· Hrs Meter Reading

· Transfer Pump (select from drop-down)

Generator Requirements

· kW

· Voltage (select from drop-down)

· [image: image24.jpg]Cable
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Output Phase (select from drop-down)

· Configuration (select from drop-down)

Total Facility Load

· kW

· Voltage (select from drop-down)

· Output Phase (select from drop-down)

· Configuration (select from drop-down)

Critical Facility Load

· kW

· Voltage (select from drop-down)

· [image: image25.jpg](Direction information)




Output Phase (select from drop-down)

· Configuration (select from drop-down)

Adding a Tasking Assessment

Cable

Cable Information can then be entered about what size and type of cable will be needed for the installation. It isn’t required to enter this data at this time—the choice is yours. When entering Cable data you are prompted to enter the following: (Enter all that apply)

	Load Cable Size
	Ground Cable Size

	· #awg
	·  #awg

	· Ott
	·  Ott

	· kCMil
	·  kCMil

	· Qty/UI (load wire length)
	·  Qty/UI (load wire length)
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Adding a Tasking Assessment

Directions

Information can be entered here to provide driving and installation directions to set up a generator at a facility. Driving directions may include the exact location to enter with a truck in order to be able to navigate properly in difficult or congested driving situations.

Note:
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Please insist that the directions be written legibly so that those responsible for the generator installation can read them. Too many times, the directions have been written in a manner where nobody could benefit from them.

Adding a Tasking Assessment

Remarks

[image: image28.jpg]


In this section you should be sure to include ground rod and additional electrical supplies needed for installation. This section can also be used to make comments in regards to the Assessment. This will allow others to view your comments and to make recommendations, if necessary.

Once you have entered all of your assessment data, scroll to the bottom of the page, select the Yes affirmation box and then click the Submit NEW Assessment button.

The View Assessment page will display. You can return to the Power Mission Information page, the tasking (the number of the tasking is displayed), edit the assessment or Add an install (see Note below).

Note:

When viewing the Power Mission Information page you will note that when the recommended conditions have been met for the assessment that the status of the tasking will change to View Assessment (remember the “Date Assessment is physically completed” must have a date in order to proceed with the installation).

Add Install

When viewing either the Power Mission Information page or a recently created Assessment click the Add Installation Order or the Add Install link respectively. The Installation Information page will display.
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Procedures:

1. Select the date the Install Request was passed to the Contractor (click the heading “Install Request passed to the Contractor” or the box where the date should go. In either case a calendar will display allowing you to select a date. A time can be entered as well.

2. Enter the date the generator leaves the staging area

3. Select a generator. If no generators are available, 

a. click the Generator link

b. Click the Associate Event link
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Choose the event

d. Click a generator bar code on the right and click the      left pointing arrow to associate the generator with the Event.

e. Select the Yes affirmation box and then click the Submit New Association button.

f. Now you can continue completing the Installation Information.

Note:
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If a generator’s information needs to be edited, when the Generator link is clicked the entire listing of generators is viewed. You can edit any of the generators by clicking the Edit link. 

ENGLink recommends that only specific individuals Edit and/or Remove generators.
4. The Install Size and Hour Meter Reading are populated automatically from the generator information page. This information can also be entered manually.

5. If no generators are available that meet the requirements then the “No Generator in Yard:” option should be selected.
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If known, the Installation Team can be selected. If not listed then the Installation Team lookup table should be updated. If the team in unknown leave it blank and this information can be updated once the installation is complete.

7. Print the Install Work Order.

8. The Work Order is taken into the field and as the Generator is installed the information is updated.

9. Once the Install Work Order is returned, the person responsible for updating ENGLink will update the Installation Team and enter an Install Date.

10. The Expected Recovery date should be selected.

11. The Install Assignment should be updated with either “FEDERAL” or “STATE”.

12. Remarks can be entered in regards to the installation.

Environmental Assessment Information

13. The installation team should have updated this information on paper Install Work Order. The data entry person should update the following fields/drop-downs:

a. Date

b. Drums or Containers (Yes, No)

c. Soil Staining (Yes, No)

d. Strong Chemical, Organic/Solvent Odors (Yes, No)

e. Distressed Vegetation (Yes, No)
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Sheen on Standing Water or Surface Water Bodies On or Adjacent to Property (Yes, No)

Note:

If yes on any of these items, it is recommended that photos be taken of the area for documentation. Identification of the items in this section offers protection to USACE from prosecution or lawsuit when accusations are made. The initial assessment is done just prior to the generator being installed to document the surrounding environmental conditions. A Final Environmental Assessment will be done once the generator is un-installed.

14. Scroll to the bottom of the page, select the Yes affirmation box and then click the Submit NEW Installation button.

Once the View Installation page is displayed you can return to the Power Information page, view the tasking, edit the installation information, enter de-install information or add QA to the generator (repairs, meter readings, etc…).

If returning to the Power Information page you can View Assessment, View Installation Order, Add De-Installation, Add QA/Maintenance or View Mission Date by clicking any of these links.

Add Q/A

Once the Add QA link is clicked the Create QA page will display. Site Information and Installation Data can be seen at the top of the QA page. The QA Checklist is the section that should be updated. The items that can be entered are:

	· QA Date
	· Operating (Yes/No)
	· PM Checklist Present

	· Time
	· Connected to Facility
	· Date Last PM

	· kW Size
	· Commercial Power Restored
	· Generator at indicated location (tasker)

	· HR Meter Reading
	· Fuel or oil spill evident
	· If Not at correct location, was generator found?

	· If generator not at tasker location, what is the actual location?


Once the fields have been updated the user will scroll to the bottom of the page, select the Yes affirmation box and then click the Submit NEW QA button.

De-Install

Once the De-Install link is clicked, the De-Install page will display. The procedures for the de-installation process are as follows:

1. Print the De-install work order.

a. While viewing the De-Installation page, click the Print Report link.

b. The De-Installation form will be taken into the field and updated as the generator is de-installed.

c. The De-Installation form is returned and ENGLink is updated.
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Select the De-Installation Team. If no team, the Installation Team lookup table should be updated.

3. Select the de-install requirement date and enter the time

4. Select the date the actual de-install is completed—not required but the status will not change to de-installed until updated. A time can be entered as well.

5. Add any de-installation comments that are necessary.
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Scroll to the Final Environmental Assessment section and update it. This should identify the environmental conditions at the time the generator is de-installed.

7. Scroll to the bottom, select the Yes affirmation box and then click the Submit NEW De-Installation button.

Close Power Mission

Once a tasking is complete, the tasking can be closed. While viewing the Power Mission Information page and specifically the Tasking list at the bottom of the page, an employee can click the Close Power Mission link. This will display the Close Power Mission page.
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To close the mission, the mission close date should be selected; a reason for closing entered and any comments deemed necessary can be entered. Once finished, select the Yes affirmation box and then click the Submit Close Power Mission button.
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In the Action Date section at the bottom of the Tasking you will notice that you can see the person that prepared the tasking and the person that closed the tasking.
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While viewing the Power Mission Information page, an employee has the ability to re-open a closed tasking. In the Tasking list at the bottom of the page the employee can click the Re-Open Tasking link. When clicked, the Re-Open Power Mission page will be displayed. 

To re-open the tasker, select the Yes affirmation box and then click the Re-Open Power Mission button. The Tasking will be re-opened to the state it was before the tasking was closed.

Power Module Extras
Blank Forms
These forms are provided so an employee can print blank forms to be used while working the Power Mission. These forms have no pre-populated data as opposed to printing an Assessment, Work Order or QA Check list while updating a Tasking. Each of these forms can be completed in the field and returned to the Power Team data entry person(s) for entry into the system.
· Assessment Form-Prints an assessment page to be completed while in the field.

· Installation Work Order-Prints an installation work order to be completed while in the field.

· De-Installation Work Order-Prints a de-install work order to be completed when a generator is de-installed.

· QA Check List-Prints a checklist to be used while doing maintenance on a generator.
Available Reports

· EEI Report-Essential elements of information that should be reported each day in regards to the Power mission. A 14 point report that summarizes what has taken place in regards to assessments, installs, de-installs today and total.

· Dynamic Report-designed to allow Power Mission personnel to run queries on the data that has been entered in relation to a tasking that has been created.

· An Event can be chosen

· A mission can be chosen

· Report fields can be chosen

· A status can be selected

· An Install or De-Install Date Range can be selected

· The Yes affirmation should be selected and then the Submit button clicked.
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A listing of Power Taskings will be displayed that match the query criteria.

Power Mission Status
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Provides a listing of all the status of taskings that have been created for a particular mission. If you want to only view the taskings that have a certain status, this is the best way to view those items. You can click the status name or the number displayed to view the related reports.
Search 

This is a basic text search that will search in the following areas:

· Power Mission #

· Facility Name

· Status

An employee can enter a text string in the search box and then click the search Quick Search button. The Search results will return all items that match your search criteria. In the search below (see image), we searched on the word Lab. Our result was one item with the word Lab in the Facility Name field.
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Advanced Search

When the Advanced Search button is clicked, the Advanced Search page will display. The employee can enter search criteria in any or all of the fields listed on the page. They include:

· Task/Mission #

· Facility Name

· Inspection Team

· Status

· Date tasking received by Action Officer

Once the criteria have been entered, the Yes affirmation box should be selected and then the Search button can be clicked.  A page with your search results will be displayed.

Tasking List

A management tool for the power team where each tasking created is displayed along with the date received, facility, current status, priority level, and actions that can be taken on the tasking. Each blue highlight on the page is a link which allows the user to view more detailed data if desired. The list can be filtered by using the List order by: options. You can filter on:

· Power Mission #

· Date Received

· Facility Name

· Priority Level

· Mission Status

When using the filter the list will be rearranged by the filtering option that has been chosen.
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ENGLink would like to hear from you.  Please use the ENGLink Feedback section to enter your comments. ENGLink would like your comments about this manual as well as other ENGLink courses you have taken or would like to take. Your feedback is very valuable to ENGLink.

If you have further questions or you need help, please do not hesitate to call ENGLink Support 24/7at 1-877-936-4546 or email us at: englink@usace.army.mil 

�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�





�








PAGE  

