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Purpose:  

This guide reviews the business logic for the Genus EMS module. It is not intended to explain how the program works and users should refer to the Genus User Guides for that.

Intended Audience:

This is intended for any Genus EMS users who have already been trained on how to use the program. This guide attempts to answer what to track in the program.

Prerequisite:
Technical working knowledge of the Genus EMS program.

Best Practice: 

Whenever possible, Genus entry should begin prior to doing the field data collection.

Free Text Fields:

Fields that the user can enter any text to a limited number of characters and can be spell checked using the spell check icon. These fields can not be used for setting filters to view records by criteria. The user can cut and past these fields from other Word documents.

Drop Down and Pop Up Select Fields: 

Fields that the user selects pre-existing entries from. These fields are used through the filter icon to view records by the criteria of these fields to the degree the user wishes to view only certain types of records.   

Implementation:

Not all portions of Genus EMS and sections contained in this guide are necessarily implemented by TSG. Note: All text shown with grey highlight either indicates not implemented or not required as of the date of latest version update.    

Quick links to document sections:
	Navigation Tree
	Project Module
	Pre-work Module

	ITS Module
	Action Plan Module
	Inspection Module


Navigation Tree:

Overview: The Navigation Tree allows the user to retrieve and edit any EMS record (Projects, Pre-Works, Inspections, Issues and Action Plans).  Although these can be created in various ways in the program, to re-open or edit an existing record, the Navigation Tree must be used. 

Filter: The filter capabilities in the Navigator Tree allow the users a powerful way of reducing the displayed records too only those of interest. These can be exported to Excel for further reporting

Queries:

Overview: The Queries expand the filter capabilities and allow a full ad hoc reporting environment that can be exported to Excel. All saved queries all available to all users and so a clear naming convention is required.
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Project: (Fully Implemented)

Overview: The creation of the Projects is the responsibility of the BCTS Staff ‘primary contact’ for Timber Sale Licences and Contracts.  However the task can be delegated to EMS Conformance Contractors. The Project should be created on award or issuance of the Licence or Contract and prior to the first Prework. All Projects that have field practices that involve the Business Area’s Significant Environmental Aspects or otherwise risk rated medium or high will be entered for tracking Environmental Performance. 
All blue fields are mandatory and must be completed to save the record.

Project ID: The Project ID is a free text entry of the unique Timber Sale Licence # (A12345), Contract # (EN2006TSGCR0001) or BCTS Project # (SD2006TSGPR0002). This entry will be a saved header for this module and all associated Pre-work, Inspection, Action Plan and ITS modules.
Project Description: This is a free text entry. The Project Description should be short and consistent.  This field gets added to the Project ID string and displays along with the Project ID in the Navigation Tree to aid in defining a Project from a multi-project contract, TSL’s with CP’s or block or road grouping’s by separate Preworks.  It can also be used with wild cards to filter the project list.

TSG has preferred standard descriptions: 

· BLK ####### = block or blocks grouped to form one Project

· RD ####### = road maintenance, construction, deactivation or structure’s  grouped to form one project 

· CP ####### = Cutting Permit for a LWCP. Not grouped.     

· URI ####### = Unique road identifier from Genus.

· UBI ####### = Unique block identifier from Genus.

· ‘Local geographic name’ ####### = Project with local name only

Date Created: This is from a pop up calendar selection and defaults to the day that the EMS contract is created (i.e. the system date) There is no need to change this date. 

BCTS Contact: This is a drop down list of all persons that have been assigned to the EMS module.  Only the BCTS Staff ‘primary contact’ should be selected. If the required name is not in the list, contact the Certification Standards Officer to have it added. 

Project Duration: This is from a pop up calendar selection of the award or issuance and expiry date of the Licence or Contract. In the event of an extension or multi year renewal, the BCTS Contact should update the new expiry date.

Business Area: Select Strait of Georgia from the drop down list. Insure the record is saved with the correct BA as user access is limited by BA. Contact the Certification Standards Officer if your record is lost. It likely has a wrong BA saved. This is a critical filtering and access to view criteria to set correctly.

Field Team: From a drop down list this is the Field Team in which the project resides. If the Project spans multiple Field Teams, leave this field blank. 

Type of Project: From a drop down list this field provides group filter criteria for similar type Projects for viewing on the Nav Tree.

General Location: This is a free text entry to describe the administrative or geographical area that most appropriately describes where work practices will be done under this Project.

Licence: This field allows the user to link the project to one or more TSL’s that are included in the project.  It reads the TSLs from the Nav Tree in Genus Resource and is filtered by the Business Area that has been selected. If desired, the CP can also be selected.  It is not required to select all the TSL’s for the project and may be left blank.  However, should an Issue or Action Plan be needed later in the Project, it will not be possible to define them to a TSL without first creating the link here.

Attachments: The number of attachments that have been added to the project will display here.  They can be accessed through the Nav Tree. Typically there are no EMS documents attached to the Project module.   

Functional Area: From a drop down list this is a broad description of the project from which selects the associated list of activities. This selection carries through to linked Pre-Work modules. Because of this, it is critical that the Functional Area for a Project not be changed after a Pre-Work has been created, as it would cause the modules to be out of sync. This criterion allows filtering for similar common business types.

Activity: From a drop down list this allows the user to add in all the activities that apply for the Project.  The activity lists are specific to each Functional Area and as such will be empty until a Functional Area is selected. This criterion allows filtering for similar common business activities.

Licensee/Permittee/Contractor: From a drop down list this allows the user to select the client(s) that are responsible for the work under the Project.  The administrator sets this list from the Client Management database in Genus Resource.  Should the desired client not be available, contact the Certification Standards Officer to have the new client added.

EMS Partisipating: From a drop down list this indicates if the project is under EMS requirements. Currently all new Licences and Contracts are under the EMS requirements.   

Location Details: This button will allow the user to open a detailed screen where the roads and blocks that are included in the Project can be listed.  As with the Licence, it is not necessary to fill in any of the road or block details unless there is an Issue on one of them and a linkage is desired.
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*Road: This field lists all the Roads that are in Genus Resources filtered to the Business Area that was selected for the Project.

*Description: This is a free text field to describe the area along the road that is being impacted by the Project

*Station Start: This is the station on the road where the work on the project begins. 
NOTE: The road in this case is the entire road as defined in Genus Resource. This may or may not be equivalent to the FRS/Branch or the RP/Section.

*Station End: This is the station on the road where the work on the project ends.
NOTE: The road in this case is the entire road as defined in Genus Resource. This may or may not be equivalent to the FRS/Branch or the RP/Section.

*At Station Structure: This is a pick list based on the structures that have been entered into Genus Resource for the selected road.  The structures must be defined in Genus Resource before they will be selectable here. 

*Block: This grid allows the blocks that are in the Genus Nav Tree under any of the TSLs selected on the Project screen to be listed.
Create New Pre-work: This button will create a blank Pre-work form linked to the Project with the Project ID displayed along with the Pre-work ID once saved.  It does not allow the user to open an existing Pre-work. The Nav Tree must be used to select an existing Pre-work for viewing or editing. The Project must be saved before the Pre-work can be created.

Back to links
Pre-Work: (Implemented for Tracking Only)
[image: image7.png][_[CIx]

Dz |GG actiy

8%

Project Description. | BLK 3776, 37750, 37759

ecrscetect  [pAVERREER 7]
Poctouaton  [BOOSIORZ .| To [BSOTSIET .|

Focus Area Licence(Permittee/Contractor

Busiess Area CEY]

Activity

Fie Team Campbel River

|

Company
Typeotpropct  [ooerce EUNGA AEVAN LD
GeneraLocation[Catete Coek
Uoence

EEY

Licence £MS Faricipaing Ve

Create How Prewarl

Attachments 0




[image: image8.png][=Rv

Prowork Details - Harvesting & Roads
Frsject D A76255-BLK 3776, 37750, 37759
Prewark D A76285-PW01

LicenceefPermitee(Contractor

EEY
Conpany OnSite Contact | =
CUTCA FEVAN LTS
e
s

Requirement

Prewark Location Dese.

Office Prewark Date

Add RoadsStructuresiBlocks

[LICENSE & CONTRACTUAL™

1 CiticalFactor Sheet (as adverised]

2.1.5. Licence Document (schedues)

3. Canlract dacuments and shedues

4 Fallrs/Loggers Map & Specifc Commerts

5. Sie Plan





Overview: The Pre-work module has not been implemented to be an official EMS record in TSG. The official record of Pre-work’s are completed EMS Checklists. The module has been implemented for use in forming linkages, filtering and tracking. All blue fields are mandatory and must be completed to save the record.

Prepared By: This is a drop down list and should be the BCTS staff person who has or will conduct the Pre-work. 

Status: This is a drop down list. The record should be saved as “open.” Once the Pre-work has been completed change the status to “closed” When the status is closed the record is safe from accidental changes. To edit the Pre-work later the status would have to be changed back to open. 

Location Details: This allows a sub-set of the Roads and Blocks that were selected for the project to be selected in the case where the Pre-work does not cover all the areas in the project.  These details do not need to be entered unless there are multiple Pre-works covering portions of the project areas and it is important to know exactly what was covered by each.
Licensee/Permitee/Contractor: This allows a sub-set of the contractors that were selected for the Project to be selected in the case where the Pre-work is done with only some of the contractors in the case of a multi-contractor project.  It does not need to be entered unless there are multiple Pre-works covering only some contractors in a larger list.

Activity: This allows a sub-set of the activities that were selected in the Project module to be selected.  It is a mandatory field and at least one of the activities must be selected.  Unless there are multiple Pre-works covering only some of the specific activities each, all the activities selected for the Project should be selected here. 

Stakeholder: This is a pick list of types of Stakeholders (i.e. Trappers) that have a vested interest in Project and lists the date that they were notified.  The notification can be a legal requirement or commitment made during strategic or operational planning. This field does not need to be completed if information is being tracked elsewhere.
Requirement: The status need not be filled in for every numbered requirement. At this time the completed checklist from the EMS document control matrix forms the official record. After the Pre-work meeting is complete, the EMS record CHK-001, CHK-002 or CHK-003 and any additional notes are recommended to be scanned and the PDF copy attached to the Pre-work module. Comments should be added to the Memo field describing what any attachments are or to note things of significance such as road or block listing, Project complexity or if the Pre-work had deferred elements for future Pre-work discussion. If an action is generated out of the prework, the requirement status can be entered “No” and an Action Plan initiated.  

APN: This field lists the number of Action Plans that are attached to the Requirement. If a Requirement is not fully met during the Pre-Work then an Action Plan may be required. To add a new Action Plan, click on the APN button immediately above the Requirement column in the grid. Recommended for use only when one requirement has an action as this does not group multiple requirements into an action plan.
 ITS: This field is not used in the prework module at this time. A significant shortfall at the time of the Pre-work meeting would defer completion of the Pre-work and therefor commencement of activities.

Risk Level: Although this determines the inspection frequency, it is not automatic. Select from the drop down list ‘High, Medium or Low’ as approved by the Area Forester on the TSG Risk Rating Form.

Inspection Frequency: This is a free text field but should be added as approved by the Area Forester on the TSG Risk Rating Form. TSG has preferred standard descriptions:
BCTS = 0-N/A; or 1-F; or 2-I&F; or 3-I P&F / LPC = 1/3mo, or 1/mo, or 2/mo 

Comments: This is a free text field. This field can be used to note anything of significance. In particular the Pre-work checklist should be attached and this field should indicate what attachments are for ease of review.

# Attachment: Indicates number of attached PDF scanned documents to this module.

Create New Inspection Form: This button will create a new Inspection that will be linked to the Pre-Work.  It does not allow the user to open an existing Inspection.  The Nav Tree must be used to view or edit an existing Inspection. The Pre-work must be saved before the Inspection can be created. 

Back to links
Inspection: (Implemented for Tracking Only)
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Overview: The Inspection module has not been implemented to be a record in TSG. The official record of Inspection’s are completed EMS Checklists 004, 005 and 006. The module has been implemented for use in forming linkages, filtering and tracking. The Inspection module is for all formal inspections. Both the minimum number, as required from the Area Forester’s Risk Rating and any additional ones. Informal monitoring does not require Genus entry unless there was a non-conformance finding requiring an Action Plan. All Blue fields are mandatory for the record to be saved.

Inspection Timelines: EMS Inspection Checklists will normally be completed and filed within 2 days of the inspection and genus inspection entry will normally be completed within 5 days of the inspection allowing, if necessary, any senior BCTS staff review of the findings as forming a government record.

Status: The status for an Inspection can be set to either ‘Open’ or ‘Closed’.  It should be ‘Open’ when first created and then changed to ‘Closed’ once all the details have been recorded.  Once the status is set to ‘Closed’, the Inspection is locked so that accidental edits cannot be made (the status could be changed back to ‘Open’ if edits where required). The protection from accidental edits is important in the due diligence process.

Method: This determines how in depth the Inspection was.  Required Inspections should be ‘Detailed’ whereas simple monitoring, if entered can be ‘Ocular’.


Type: This field indicates from a drop down list whether the inspection is an Initial, Progress or Final inspection. 

Location Details: This can list a subset of the Location Details defined in the Pre-work.  It should only be used if less than the entire area is being inspected.  It is not required for periodic monitoring.
Licensee/Permitee/Contractor: This can list a subset of the contractors defined in the Pre-work. It should only be used if not all the contractors’ work is being inspected.

Activity: This can list a subset of the activities defined in the Pre-work. It should only be used if the activities reviewed do not include the entire scope of the Pre-work activities.

Status: For Inspections, the status need not be filled in for every numbered requirement in duplication to the record formed by EMS CHK-004, CHK-005 or CHK-006. The status may be:
Yes: Inspected with no issues. Not implemented. Duplicate to Inspection record, which can be attached to the Inspection module as a PDF.
No:  Inspected with a non-conformance. Used for review and tracking to insure an Action Plan is underway to correct the requirement.
N/A: Not Applicable. Not Implemented 
N/I: Not inspected. Not Implemented
N/D: Not Discussed. This status applies only to Pre-work and not to Inspection requirements. Not Implemented

NOTE: The Inspection module has not been implemented to be a record in TSG. It is implemented for use in forming linkages, filtering and tracking and therefore requirements need not be completed except when requiring corrective action. 

APN: This field lists the number of Action Plans that are attached to the Requirement.  If a Requirement is failed during the Inspection then an Action Plan may be required. To add a new Action Plan, click on the APN button immediately above the Requirement column in the grid. Not used as preference is to group all non-conformance requirements from a single inspection into one Action Plan and therefor unreliable for linkage to individual requirements at this time.

NOTE: An Action Plan can be added directly to the Requirement or through an Issue that is attached to the Requirement.  However, if an Action Plan is attached to the Issue, it will not display in the count on the APN field for the Requirement.  Generally speaking, the Action Plan should be attached to the Issue that it is addressing and it should be assumed that if there is an Issue that the Actions will be under it. However, if there is no specific issue, there can still be an Action Plan here. 

ITS: This field lists the number of Issues that are attached to the Requirement. If a Requirement is not fully met it could be an Issue and it should be added here. This works the same way as the Action Plan column and button.  Issues can be created without being related to a Project from the Navigation Tree, but if they are Project related they will always be attached to a Pre-work or Inspection Requirement. An issue covering multiple requirements would not have the requirement linkage and therefor not appear. As Issues are managed in TSG for stand-alone tracking, this linkage is not required.

Comments: In the case of periodic monitoring, a comment should be made to clarify the details of any finding that results in an APN or ITS. As this module has not been implemented to form records at this time, a comment should be added when there is a non-conformance Action Plan or ITS that the record has been attached in PDF for reference.

# Attachment: Indicates number of attached PDF scanned documents to this module.

Back to links
Issue Tracking System - ITS: (Fully Implemented)
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Overview: Issues that arise from inspection are when more than remedial corrective action through an Action Plan is required. An issue brings in root cause investigation for determining additional preventative corrective action. All issues are considered to be of a serious nature and are reviewed by the Management Team with resolution to their satisfaction. Types of issues that are entered in Genus ITS for tracking are:

· A reportable event described in the Emergency Response Manual.

· Any other event that causes environmental impacts.

· A finding of potential non-compliance with Agency notification.

· A serious or pervasive EMS non-conformance determined by senior BCTS staff.

· Any other issue as determined by senior BCTS staff flagged for Management Team review and tracking.

ITS Timelines: Incident Report Form CHK-007 will normally be completed and reported to a senior BCTS staff within 24 hours of a discovered incident. ITS Genus entry will normally be completed within 2 days of confirmation of a senior BCTS staff of an issue to be tracked. Genus progress update of an issue investigation will normally be completed within 2 days from notice from a senior BCTS staff or Management Team Review.    
The Genus module has 5 types of issues to choose from:

· Conformance Issue: Significant EMS or Contractual requirement not met

· Compliance Issue: Potential Non-compliance with a legal requirement and Agency notified.

· Natural Event Issue: An Environmental Impact without culpability.

· Public / Client Issue: For conflict or sensitive issue resolution 

· Other: For any other non-specific issue 

All Issue Types contains similar basic fields and additional specific fields for each Issue Type. The user is required to select an Issue Type from the Issue Wizard form before the Issue form will open. The Issue Type cannot be changed after it has been selected.
All Blue fields are mandatory to be completed for the record to be saved.

Issue Type: Once the Issue Type is selected it should not be changed as it gives access to type specific fields.

Issue Description: This is a mandatory free text field that is opened by clicking the button. The description is automatically saved when the form is closed. If supporting documents are attached, comment to the existence and nature of the attachments should be added here.  

Business Area: Select Strait of Georgia from the drop down list. Insure the record is saved with the correct BA as user access is limited by BA. Contact the Certification Standards Officer if your record is lost. It likely has a wrong BA saved that you do not have access to. This is a critical filtering and access to view criteria to set correctly.

Field Team: Select the correct Field Team from the drop down list for ease of filtering and locating the Issue in ITS. Leave this field blank if the issue is pervasive across more than one FT.

Occurrence Date: Selected from the calendar the date the incident occurred, was discovered if unknown or there is no specific date.

Issue Status: Select “open” when initiating the issue. The issue status remains open until the associated action plan is completed and closed. The issue status is closed when Management Team advises satisfactory resolution to the issue. This is a slightly different use than the Pre-work and Inspection module status and therefor care must be taken to insure record protection.

Issue Source: From the drop down list, select the most appropriate description of where the issue was initiated.

Issue Source Contact: This is a free text field to allow entry of a non-user name if necessary to best identify the party with the most knowledge of the issue. 

Functional Area: Select the Functional Area from the drop down list. If the issue is linked to a Project, the functional areas should be consistent.

Activity: Select the one activity that best matches the issue from the drop down list. The activity should be one from the list in the Pre-work or Inspection if the Issue is linked.

Issue Owner: Selected from a drop down list. The issue owner should be the senior BCTS staff member directing the issue investigation and discussing it with the Management Team. 

Company: Select one client from the drop down list if relevant and has a degree of responsibility to the issue. Contact the Certification Standards Officer if a client is not on the list. Otherwise leave this field blank.

General Location: This is a free text field to best describe the location of the issue, specific to a road, block or local geographic name. Or a broader administrative area for a more pervasive issue.  

Location Details: The Location Details can be accessed from the ITS module. If linked to an Inspection it will allow a subset of the roads or blocks from Genus Resources that have been assigned to the Inspection to be selected. However, if these location details were not entered for the Inspection then they will need to be entered there first in order to be listed in a linked ITS. 

Contributing Factors: This is a free text field and is the start of the issue investigation. It is used to describe relevant pre-existing conditions that had an influence on the outcome that lead to the issue. It could be part of but not limited to the EMS, Planning, Personnel, Training, Change, Unknown information, Weather, 3rd Party activities or related events.

Type of Root Cause: From a drop down list select the party with the primary responsibility for the issue occurring. If BCTS has any responsibility than BCTS should be selected.

Root Cause Description: This is a free text field and the most important element of the issue investigation. The root cause should lead to the development of actions in the Action Plan module to resolve the issue. The root cause can be as little as a natural event or occurrence completely beyond BCTS ability to affect the outcome. Or it could be a lack of planning, errors in planning, inadequate assessments, inadequate training, inadequate controls or actions. Or it could be a weakness in the EMS or procedures in place that could have affected the outcome. The root cause determination should objectively examine the adequacy around prevention from both the planning and implementation perspective and the responsibilities of all parties with a role in the issue.

Comments/Recommendations: This is a free text field used by the issue investigator to express his or her investigation closure to a senior BCTS staff or the Management Team. It’s for the development of actions, elevation of the issue to a higher oversight group for further investigation, or as an outcome of the investigation not an issue to proceed with any actions on.

Investigated by: This is an insert and select from a drop down list to identify the name of the person(s) who completed the root cause investigation and made the recommendations to the Issue Owner or Management Team. 

Note: Depending on the type of ITS Format chosen, there will be additional fields to complete that describe agency notification, legal requirement and conformance requirement:      
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Aspect: From a drop down list select any one or more of the 10 BA significant aspects associated with this issue. The BA significant aspects are prefixed with “TSG” to distinguish them from those of other Business areas.

Agency Information: If a reported incident, select the agency from the drop down list and free text the agency contact reported to.

Legislation & Enforcement: From drop down lists and free text fields complete this section as and when directed by senior BCTS staff. It is intended to be used only when action is taken by the agency. Otherwise this is an optional field.   
Action Plan(s): Action Plans are inserted into the Action Plan grid. For ease in completing the details in the action plan, the APN button* can be used to open the Action Plan form to its full screen format.

# Attachments: If PDF scanned copies of documents are attached to the issue such as incident report forms, maps, communications and assessments, the attachment count* will indicate how many documents there are. Attachments are done from the Nav Tree. Select the Issue on the left half once saved on the Nav Tree and double click it. Double click the attachment folder and then click the insert new record button on the right half. This will bring up a file directory browser. The record has to be in one of these file locations, typically your local drive indicated in the browser with a $ sign. Once the document has been found in the browser, click “open” which will attach the document, rather than open it. It can be opened from the right half of the Nav Tree by double clicking on it. See the section further on the Navigator Tree.
Back to links
Action Plan: (Fully Implemented)
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Overview: The Action Plans can be created under an Issue or directly under a Pre-work or Inspection Requirement or as a stand-alone document. However it is always best to select the Action Plan from the module the action is associated to for linkage, tracking and ease of locating using the filter.
Important: An Action Plan must have four elements; What is the action, When will it be done, Who will do it, and Follow-up to verify completion. All Blue fields are mandatory for the record to be saved. On completion of an action plan the information entered and supporting documents attached must clearly demonstrate to any viewer what the action is, that it was clearly completed as planned or as varied by a senior BCTS staff including any changes in timelines.
Action Plan Timelines: Action Plans from inspections will normally be entered in Genus within the same timeframe as the Genus inspection entry. Action Plans from ITS will normally be entered in Genus within 2 days of the development of the action. All action plan progress updates will normally be entered in Genus within 2 days of receipt of an action plan deliverable or action plan change. All action plans will have progress updates in Genus to rationalize any overdue dates, untimely delays or conflicting dates without any delay.
Business Area: Select Strait of Georgia from the drop down list. Insure the record is saved with the correct BA as user access is limited by BA. Contact the Certification Standards Officer if your record is lost. It likely has a wrong BA saved that you do not have access to. This is a critical filtering and access to view criteria to set correctly.

APN Status: The status will automatically default to “Open” when the Action Plan is created. It can not be changed to “Closed” unless there is a Completion Date selected. The Action Plan status should remain open until all actions are complete to for tracking and notification. 

Assigned To: The “Who” element of the Action Plan. Select the BCTS staff or Conformance Contractor responsible for insuring the actions are completed from this drop down list. This will be the person who receives automatic e-mail notification when the action is due or overdue.

Target Date: The “When” element. Select from the calendar the date the final action is scheduled to be completed by. 

Completion Date: Part of the “Follow-up” element. Select from the calendar the actual date the last action is completed on and is a required field to be filled to change the status to “Closed”.

Reminder: This is the number of days before the Target Date that an automatic e-mail reminder for the Action Plan will be sent to the assigned person and any other staff as defined by the email notification rules. If “7” is selected, the e-mail will be sent 7 days prior to the target date and the yellow warning icon will appear against selected records from the Nav Tree. Once the Target Date has passed the red overdue icon will appear indicating the action is overdue.

Action: The “What” element. If the Action Plan is linked to an ITS, Inspection or Prework this free text area should outline numerically the actual actions that will be done to correct the finding(s) in the linked module. If the Action Plan doesn’t have a linkage and was created directly from the Nav Tree, this area should first describe what the action is for prior to what the actions are. Important: By its very definition, if the statements in this area do not direct an action to take place, it does not serve as an action.              Example: “install culvert at…”, “re-train worker on…”, “revise the procedure to…” 

Action Plan Progress Details: Also part of the “Follow-up” element. This is an insert record and free text field to document timely progress until the Action Plan has been fully implemented. If multiple actions, make specific reference to the action being updated or otherwise insure the progress clearly addresses all actions. If there is a discrepancy or lag between creation dates, target dates and completion dates; add a rationale to explain why. If the target date gets extended, note this here and provide the rationale. If attachments, indicate here and what they are.

# Attachments: As with other modules, counts the number of attachments to the Action Plan.     

Email Others with Action Plan Details: This button opens a form where an insert drop down list can select people that will receive email notification of the Action. This list can be saved so that as the Progress Details change, the listed people can be updated at the discretion of the user or as directed by Senior BCTS staff.

Back to links
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In the Navigator Tree the Action Plan displays icons for those that are coming due within the reminder time and also those that are overdue as displayed below.
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The Nav Tree also lists out all linked modules and is where attachments are entered. To insert or read an attachment, tab the attachment folder under the module. To insert an attachment, click the insert record button to bring up a directory browser. To read an attachment, double click on the Attachment Folder on the left side to list all attachments on the right half side. Double click on the attachment to read it. 

If you have any difficulty or require assistance in using Genus Environment as Implemented by the Strait of Georgia Business Area; Contact Greg Cawston, Certification Standards Officer (250) 286-9375 or e-mail http//greg.cawston@gems8.gov.bc.ca
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