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1. Purpose

This document serves to guide users through the various steps, functionalities, and methodologies
of the Problem Action Reporting (PAR) system. The PAR system lends more efficient question and
resolution tracking by allowing direct access and file sharing between UDC and their clients,
prioritizing and delegating questions to the appropriate personnel, and managing and reporting
issues for customers with increased accuracy.

The PAR system interface is equipped with various add-on functionalities:

e Adding a new project or updating an existing project (Project Management page).

e Adding new users or granting various statuses to existing users (User Management
page).

e Managing various PARs for internal/external customers on one website.

e Sending emails to stakeholders at the time of PAR creation, a change in PAR status,

etc.

2. Acronyms/Abbreviations

No GO Description
Abbreviation

1. PAR Problem Action Reporting

2.

3.

4.

5.
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3. Overview of UDC PAR System Life Cycle

PAR System

PAR Functionalities Logged User
Create New PAR
Saved Draft PAR
View PAR History
Search PARs

Open/Pending PARs Create New PAR

0 Open PAR for Revi
File Library Sl Select Assigned To from

Dropdown
Export to Excel

Change Password
Add Note & Change PAR

Attachment Status

*Enter Additional Email IDs
Admin Activities -

e Pro 'E.’Ct Manaement Enter PAR Information
e User Management

Submit Add Note+/Upload Files

Final Submit (Save)

UDC/PSUM Revision 1.1 Page 3 of 14



PAR Site User Manual = UDC

4. PAR Life Cycle

Loginto
PAR site

|

Create
New PAR

|

Assign PAR

*with Open State

l

|

View All
PARs

|

Resolve

A
A

AR Reassign

Reopen
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5. Accessing PAR System and Login

1. Tologinto the PAR site:
a. Openthe PARsite.
b. Enter login credentials.

c. Click “Login.”
i. Iflogging in for the first time, the user is required to create a new password.

1. Enter and confirm new password.

2. Click “OK.”
3. The password has been updated. Return to step 1b.

= UDC
d VDCPAR Logn
2UDC
roge tex
o .
UDCPAR Login
Pieaes yse the Lserrame and passwmord supplied w by ety
FOUF (UMt mManager 10 ALOMY yilLr sctoee ontect
=1 il
Erter Nerw Paviward
m 1c Canftrm Mew Pasvasar 4
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2. Once logged in, the user is directed to the project selection page, containing the list of projects
assigned to the user.

v < | 8N
= UDC wecom ‘ Ce Logout
2a|. B
<
' ! ! Bropett Managermant
‘ . ! PG&E DC15
PAR Summary
Torsd 1 $1664 Open : 21 Qoiad - 1161
Licalale Pend [} ] eiciw
. 2e 2
o cran 2d
Progace Management » Project Managemant
PGRE PC25 o b PGE RW
PaR Summary Zb PAR Summary
Total: 11118 Open (2 Closes : 11113 Total : 1223 Open:2 Joaed L 1167
alated (0 Pandng : 0 Rezohed Escalates @ 17 Pendng . 24 Retoheed | 13

a. Each project card contains a green or red circle at the top middle.
i. The green circle indicates the user does not have admin rights for the given
project.
ii. The red circle indicates the user has admin rights for the given project.
b. A PAR summary is provided for each project.

c. “Show Users” link lists all internal and external users for the given project.

PGE RW Users

d. “Show Chart” link graphically displays the PAR summary in a pie chart.

Open

Estalated
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e.

Click on the project logo to enter PAR site homepage for selected project.

“ - LIDC Wedcomne | Clakw Kiog

PGE RW

Welcome...

srape 3l of our chants to suent all quasnon

o rack

INg by

ab[=m [a] » -

PAR Site Homepage:

“Menu” displays all key functionalities/actions that can be performed.
“Help” button redirects user to this user manual in a separate tab.
“Logout” button logs the user completely out of the PAR system.

P wNPR

PAR details for all open PARs are displayed in the center of the page.
a.
“10,” “20,” or “All.”
b. Navigate through PAR pages under the open PARs.
PARs can be filtered using the query box.
a. Search by subject, number, status, initiated by, assigned to, or create date.
“Initiated/Assigned to me” displays the number of PARs assigned to/initiated by user.

PARs can be sorted using the ascending/descending function in each column.

By default, the site displays 10 PARs at once. The display number can be adjusted to

UDC/PSUM Revision 1.1

Page 7 of 14




PAR Site User Manual

= UDC

6. PAR Site Functionalities

6.1 Create New PAR

This feature allows the user to create a new PAR.

‘ - l] l)C Wik : Cladne Ying

T, e za Note: f you nesd 1o At X g mit Y

PGE RW

Asvgred To *

e *

Subgocy *

Groop Emall

Session Name

Description *
o N g i # e "
i of he oy firre 1d Intemal Lse Only
T —— 1e Excatate PAN 1f
1c o s

1. To create a new PAR:

a. Select “Create New PAR” from menu.
Fill out required information.
Click “Choose Files” to attach files as necessary to support PAR.
Check “Internal Use Only” box to make PAR invisible to external users.
Select “Escalate PAR” to send PAR to the client for an answer.
i. This should only be used by the PAR gatekeeper unless instructed to.
f. Click “Create PAR” once all information is filled out/attached.
2. Click “Save as Draft” to save PAR progress.
a. Select “Saved Draft PAR” from menu to view/edit all drafts created by user.

®oo o

Vo | LU« | mntvien o |

AR St T TR I T f Ry § Megeedis § OwendOve )

e g g D0 3823
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6.2 Review Existing PARs & Respond

To review/respond to an open PAR:

a. Click on PAR subject from list of PARs on homepage to open PAR details.

e by —

Review PAR
—

information

\ BAA Statun

:
c|:|

\ Forward/assign PAR

to different user

——» Add PAR response

» Review uploaded

b. Click “Update” to save changes.

attachments

i “Cancel” will redirect the user back to the homepage without saving updates.
c. Update PAR status to “Resolved” to complete PAR response.

d. Click “Update” to save updated status.

*Note: User that PAR is assigned to and any entered group emails (See 6.1 Create New PAR 1b) will
receive an email containing the PAR details and any attachments. Click the link in the email to open

the PAR in the PAR site.

v
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6.2.1 PAR Statuses

e Open — Default status for newly created PAR. PAR has not been

PAR Status
Escalzted

Please Select Status
Opan

Pending

Closed

Resolved

E=zcalzted

claimed by a reviewer.
e Pending — PAR is waiting for review by PAR gatekeeper.
M e Closed — PAR has been answered by reviewer/gatekeeper and
verified by gatekeeper. Creation user has been notified of PAR
response. This will remove the PAR from the “Open PARs” list on
the homepage.

user.
e Escalated — PAR has been sent to client for an answer.

6.3 View PAR History

This feature allows the user to view all historical PARs.

M SUDC wvesee:cunna PGE RW

[ o] 1

T ity F hepeds F Cwend e | Cesd Deie 3

M 3 N

v

] 2a| 4 ]

To view PAR history, select “View PAR History” from menu.
By default, the site displays 10 PARs at once. The display number can be adjusted to “10,”
“20,” “50,” or “All.”
a. Navigate through PAR pages.
PARs can be filtered using the query box.
a. Search by subject, number, status, initiated by, assigned to, or create date.
PARs can be sorted using the ascending/descending function in each column.

UDC/PSUM Revision 1.1
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6.4 Search PARs

This feature allows the user to search through all PARs, regardless of status.

‘ =UDC Weicome : Clatre King PGE RW . A C..H-b

Search By Subject, Description and PAR Number

wrved Chaft PA

View W 1story I # Subiject O Descrition O SR N "t""l lb
[t | la T

File Library | tramsformes | 1c

e T
Uner Maruagninent
1. To search for PARs:
a. Select “Search PARs” from menu.
b. Select “Subject,” “Description,” or “PAR Number” to define the search category.
c. Enter keyword/number in search box based on the selected category.
d. Click “Search.”
2. All open and closed PARs containing the search keyword/number will populate below the
“Search” button.

A
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6.5 File Library

This feature allows the user to view/download attachments uploaded in PARs.

Downloads [

B SUDC wexome: cuim xing PGE RW
4
X 6a_ i
PNG
v_ MAP 100678735
Showing 3 to ) 24304 .I
B 6b

To access the file library, select “File Library” from menu.

Files can be filtered using the query box.

a. Search by file name, file size, PAR number, or upload date.

3. Click on “PAR #” to open a particular PAR.

4. By default, the site displays 10 PARs at once. The display number can be adjusted to “10,”

IIZO'II ll50’” or llA”.ll
a. Navigate through PAR pages.

5. PARs can be sorted using the ascending/descending function in each column.

6. To download attachment(s):

a. Select either a single or multiple checkbox(es) next to the desired file name(s).

b. Click “Download.”

c. The download window will pop up in the upper right corner of the screen. Click “Open

File” to view attachment(s).
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6.6 Export to Excel

This feature allows the user to export PARs to an Excel spreadsheet.

To “Export Excel” pick from below options

_) Internal

0 External 1b

) AN

1. To export PARs:
a. Select “Export to Excel” from menu.
b. An export popup will appear. Select either “Internal,” “External,” or “All.”
i. Only one PAR category can be exported at one time.
ii. External users will be unable to export PARs marked “Interna
c. Click “OK.”
d. The download window will pop up in the upper right corner of the screen. Click “Open
File.”
i. Export file will contain all PAR details, comments/descriptions, and timestamps
for the dates the PAR was opened and closed and when comments were

IM

uploaded. v
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3 1 Coped EVI000 1756 LI/IEV 0N SEEMAM  Mebya Siok Narte beatlan gt Tost watymrt Test Desct ALL/GID0 604353 PM [Nt Rolana]:- Test Commestod L6/ 2050 |
3 3 Closat 11/WIID RIS 11/30(2020 E:26A1AM  heek Mehards Nate o tes T ST
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2. If unable to export the files, update the browser’s setting to download multiple files at once.

a. Click download icon in URL bar.
b. Select “Continue allowing automatic downloads of multiple files.”

c. Click “Done.”
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6.7 Change Password

This feature allows the user to update an existing password.

# = UDC

[Pewre] 12

Welttme : Clalye ing

Change Password

he !
@ Toam be

Current Paaywnrd

New Passwand

Contem Paroword

(=14

1b

1c

PGE RW

7

ci

Password should be Minimum of 8 characters langth

AL legst one upper cose
At least one lower case
AL legst one nurmber

At least ane special character.

1. To update password:
a. Select “Change Password” from menu.

b. Enter current password.

c. Enter and confirm new password.
Password must conform to the given guidelines.
d. Click “Submit.”
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