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Fountain - User Guide

Fountain Training Module is a powerful enterprise Performance Management System enabling tracking, pro-activity, analysis, and ultimate improvement of key Environmental, Health & Safety business processes. Impact Safety enables organizations to accurately and efficiently track their environmental, health and safety data, including downstream incidents to upstream proactive measures. It also allows organizations to conduct real-time data analysis.

              The user is expected to enter details of an incident witnessed by him/her, into the Impact Safety System, which will in turn send an e-mail notification to the Responsible Supervisor.  He then passes on additional information to the Incident Owner, who assigns responsibilities to the other individuals in the hierarchy. Depending on the severity of the incident,  investigation  and  corrective/preventive  measures  are  taken  up until  the  incident  status is  closed.

Steps to be followed by the user for entering details of an incident:
1. Double-click on the Internet Explorer icon on the desktop.

2. On the default PDO Web Services homepage, move the mouse pointer over the menu item “Quick Business Links ” and choose the option “HSD + SD”. This will take you to the PDO Corporate HSE (MSE) Homepage.           

3. Click on the “Database” link on the bottom-left corner of the page. This will take you to the homepage of the Fountain           

              [image: image1.jpg]Fie

Edt Vew Favortes Tools Help

ok - = - D [ Q| Qserch Tyroders (alrsvortes (| Bhe o 5] 4,

My Responsil

s |

62, europe. shelcomfimpact_enterprise_prdfHomejhome.asp @Go |Lnks E]IMPACT Safety  €]Google

tpjamsdk

ISB" The Fountain Tracking Module @ rRack @ PRevent @ PROVE

23 Home (3) setting 13 L6g64€] 2P

My Responsibilities

[y Track and Prevent

fon Ttems

S S R R

indings

S S R SR

My Incidents





4. At the top-right corner of the home page of the Fountain, there is a main menu. Move the mouse   pointer over the “Track” menu and click on “Add First Report”. This will take you to the “First Report of Incident” page, wherein, you can enter details of an incident. 
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  The following picture shows the first section of the First Report.
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The First Report contains basic information regarding the incident, which is required to be filled in by the user when he witnesses an incident.   
             Note:

             It  is  mandatory to fill in all textboxes with an asterix sign “*”.  Unless  all  mandatory  fields are filled in, the   
             incident   cannot   be   submitted.   You  will  get  error  messages,  specifying  what   you  have  not  filled  in.

             i) Responsible Dept/Unit:
                 It is compulsory to fill in this field.  Click on the small  tree  symbol  on the  right  hand side  of the textbox. 

                 You will find the  list  of  PDO directorates, with a plus “+” sign before  each  site.  Click  on  the  plus  sign  before 
   the  name  of  the  directorate  in  which  the  incident occurred.  You will then see  the  list  of departments  below  the selected directorate. Click on  one  of  the  department , which you think is the responsible department.  The selected item appears on the text field.
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            ii) Short Description:
                 Please fill in a short description of the incident.

                 Example: A truck rolled over in Marmul, injuring the driver and spilling the chemical that it was carrying.       

   iii) Responsible Supervisor:
                 Click on the icon next to the textbox. This will take you to another page called “People Search”. Search for  
                 the  Responsible  Supervisor  of  the  area  where  the  incident  took  place,  using  the   different  criteria 

                 mentioned.  Click on the “Select” button.  The “Results” tab will open, showing a list of people based on 

                 your search criteria.  Click on the “Select” button against the name of the Responsible  Supervisor of the 

   area where the incident occurred. His name will appear in the textbox. If you know his company number , type his company number with mu in the Employee# field and click on search. This will search for the person with that particular company number. For instance, mu41429.
              [image: image5.png]=181

Fle Edt View Favortes

Help

ok - = - D [ 4| Qserch Throders (alrsvortes (| Bhe o (5] 4

Address [[€) htps/jemsdcz-5-962.europe shell. comfimpact _enterprise_prd/incidentjFirstReport asp

=] @0 [inis @liveact sty @lcoone

FirsT REPORT OF INCIDENT

where did the inci(

when did the incid

Enter a full descrip

Select Event Type

Event Type: * [Inciden

BPeople Seard

2 vome (3) setting 3 ogoue] ZJHER

osoft Internet Explorer pros

fed by Al Ru'iya Desktop.

_lolx]

First name:
Last name

Enpioyee

ste

Departnert

Shaw Only Actve Personne.
Show Only Persannel wih Enai:
antparty

[MUS] Muscat =

[AL
2
0
0

Incidert - Near Miss

™ NM-Peaple-Injury

I~ NM-Peaple-Oceupational Tiness
™ NM-Assets-Dropped Object

]

Sstart | NOCAY & D || Dunbox-m.| Dwnzp- .. | Birive - wic..| EVrrstren

[ @ Trustedsies

Fountan...|[Epeoples.. | HE BB 1144





               [image: image6.png]Fle Edt Uew Imert Fomet Toos Table Mindow Hep Type a queston for help ) X
DEHaB|EGRAY | ipRS - QHAOR Bz

44 Nomal +Book v BookAntiqus 10 +| B 7 U O-#-A-.

FialShowing Markup = Show~ | &) 3 & = £+ | (3 -

] — e

Vo

Page 1 of 1

JE—
. o = e hane — Jewioeer CT——
P58 [MUS] Muscat Musalmy , Adil MU41429 Employes [Select]

Fage 1 of 1

6. In the next section,_you are required to fill in 3 fields, namely, “specific location”, “addres¢” and “city”.
These fields are not mandatory. However, please fll in these fields in case they are known to you.
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           5. In the next section,  you are required to fill in  2  fields,  namely, “Location” and “Specific Location” 

                These  fields  are not mandatory.  However,  please  fill  in  these  fields  in  case  they  are  known  to  you. 
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              i) Location:
                 Choose the location of the incident.

                 Example: Road.
              i) Specific Location:
                 Enter the Specific location of the incident.

                 Example: 5kms.North of Marmul Junction.
          6. In this section, there are 2 mandatory fields to be filled in.
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           i) Date occurred:

               Next   to  this  text  field,  you  will  find an  interactive  calendar,  when   you  click  on  the  small calendar  
               icon.  You will  find the month and  year  mentioned in  the first field of the  interactive calendar.  Click  on 
               the  left  and  right  underlined months  on  either  side of  the  textbox  to  scroll through  different  months.   There are 3 drop-down  lists  next  to the date  field.  Click  on  each  of  the  arrows,  and  click  on  the  time  when  the incident  took  place – hours,  minutes  and am/pm.                         
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          ii) Date reported:
               Similarly, fill in the date and time, when the incident was reported. 
          7. In this section, you are required to state the full description of the event.
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           i) Event Description: Fill in the brief description of the event

               Example:While travelling from Marmul towards Station-A the Driver lost control and the tanker rolled over at T Junction spilling the chemical and injuring the Driver.
          ii) Immediate Corrective Action: Fill in the immediate corrective action taken
               Example: Driver to attend defensive driving course.  
 8. In the next section, you are required to select an Event Type and  check  all  options  related  to  the  Event. 
        This section is mandatory.
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        Click  on the  Event  type  drop-down  arrow, and choose the Event type depending on  the  severity  level.

        Example 1:  
        In  our  example,  there  is  an  injury.   Therefore,  choose  “Incident- With Consequence” option. 
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 You  will  then, find a list of options  from  “Incident- With Consequence” option  check all the appropriate options. In  our  example,  there  is  an  injury, Asset Damage and Environmental release.   Therefore,  you  can  check :  “People-Injury”, ”Assets- Property Loss/Damage”& “Env-Gas Leak/Release” .
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     15. The  last  step  is  to  hit  the  “Submit button”,  which  will send an e-mail notification to the Responsible 

            Supervisor.

[image: image15.jpg]Submit




                    After you submit the First Report, you will no longer have access to it. However,  you  can  view  the 
             status of the event at any time.  On the homepage, move the mouse pointer  over  “Track” and  click  on                  “Incident Search”.  You  can  then  search  for  the  incident   based   on   any
             criterion.  You  will  only   be   able  to  view   the   incident  report  and  its  status,  but  will  not  be  able  
             to  make  any  changes to it.
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