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What you need for this training course:

• VM user account details
• Sample Job Card Steps for import
• Sample PDF documents for upload
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Important icons to remember:

• Refresh
• Go / Enter
• Add
• Edit
• Delete
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– Login Screen

• Login with details provided.
• Google Chrome is the optimised browser
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Work Pack & Job Pack Structure

Work 
Packs

JOB 
Packs
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Creating Workpack

1. Click JOBSETTING

2. Click Work Pack 
Creation from pop up
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Creating Workpack

1. Click (+) Plus icon

2. Populate WP details.
3. Create Work Pack
4. Review details, if happy ‘Publish data’
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Adding Job Pack

1. Choose your new WP 
from list

2. Click (+) Plus icon
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Available Discipline Codes for Job Packs

B Painting & Coating
C Construction Support
E Electrical
I Instruments
K Scaffolding
L Insulation
O Ops/Platform Core Crew
P Piping
S Structural
X Vendor
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Job Pack Creation

2. Choose required number of 
Job Pack from drop down menu

3. Click Arrow icon to 
create the Job Pack

4. Click the pencil 
icon to edit if needed

5. Once happy with 
details publish data 

1. Enter Area, System & 
Sub System if known.
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Start Job Pack Population

1. Click Arrow icon to load 
Job Pack for population.

2. Option to maximize 
Job Pack Screen
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Job Pack Population

Rendered View of Job 
Card, this will be 

updated as we 
progress

Multiple options to populate each 
section of a Job Card
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Available Menus in Job Setting

• Job Pack – General  info, update Revision, Job Description etc

• Steps – Insert Detailed Job Steps

• Requirement – permit requirements, installation , Operations

• Bill of Materials – sub menu – Material Items

• Bolted Connections – insert flange joint details 

• Structural Connections– Insert Details

• Punchlist – Manually add Punch items

• Documents – Link of Documents for each Job Pack 

• Tag List – to Link the ITRs to required TAGs

• Completions Tree – List the associated ITR’s for any approved tags
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Job Steps

• Can be added individually

• Can be imported from a pre-populated excel template

http://in.chevron.com/


© 2017 Chevron Created by IDC - 16

Step Info
1 Select Phase (TAR, Pre-TAR)

2, 3
Work Description this will open a pop-up window where you type in 
free text for job steps. Apply changes once you are done.

4
Click Add Step Button to insert the single job step. (repeat the 
same process for all other steps.

Adding Job Step – Single Step

1 2

3

4
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Adding Job Step from Template 
(Bulk Import)

1. Click ‘Import 
Data’ Button

2. Excel icon will pop-up, click at 
Excel icon to open the template
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Job Step Template

3. Click at Enable Editing to 
populate the required steps

4. Add steps here as required.
Note the following:
Step No, Work Description, Phase, etc

5. Copy and paste all step details including blank 
cells in green highlighted area.
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Job Steps

7. CTRL V to paste the clipboard 
from Excel

8. Click Add Step 
Button to continue

9. All the required steps will be 
populated in table shown here

10. You can edit the steps further
(if required by clicking the pencil icon)
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Allowed Man-Hours can be populated 
(Summary)
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Adding of Materials

6. Click ‘+’ icon to add

1. Click Bill of Material

3. Enter material type to search warehouse

5. Enter QTY, Size, Tag No and 
Tag Type as required 7. Click Pencil icon to edit (if required)

4. Select material item

2. Select material Warehouse
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example for Bill of Materials

http://in.chevron.com/


© 2017 Chevron Created by IDC - 23

Adding Documents- Doc Upload

1. Select Documents Tab

1

6

5

2 3 7

NOTE: All Documents are 
uploaded at WP level. 

2. Select Choose Files and navigate to PDF files on PC
3. Select go 
4/5. Edit Document details
6. Save
7 Add a placeholder for a new document

4
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Adding Documents – Link Doc to Job Pack

1

3 2

NOTE: All Documents are 
linked at JP level. 

1. Select Documents within Job Pack
2. Select to link document from list to 
Job Pack
3. Select go/play to load doc preview
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• Job Packs Clone

• PDF View of Job Packs

• Requirements
 tracking the Permit to Work requirements
 Heavy Lifting / Crane Requirements
 Simops

Additional Features

http://in.chevron.com/
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Work Pack Review
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Workpack Review

Workpack Developer 
send the WP for Review 

to selected users

VM will email each 
participant that 

Workpack is ready for 
review 

Participant Review the 
Workpack

Participant Conclude the 
Review

VM will email the 
Workpack Developer 

the Review is concluded

Workpack Developer 
get the Action List to 
work on comments

Does Workpack
require another 
Review Cycle?

Rev-up the Workpack & 
Send for Approval

YES NO

http://in.chevron.com/
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Workpack Review
1. Go to Main Screen to Job 

Setting

2. Click Work Pack Review 
Button
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Sending for Workpack Review
1. In Admin, search for the Workpack 

which is ready for review

2. Select the Workpack which 
you want to send for review

3. Click at Publish Work Pack
4. Generate Review Document

5. Select the team 
member to include for 
Review 

6. You can also set time line for 
review to be completed by

7. Click invite team members to 
complete review set up.

Send WP for Review

http://in.chevron.com/
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Reviewing WP/JP

2

1
INDICATES READ ONLY OR 
READ/WRITE ACCESS

INDICATES STATUS OF 
USER REVIEW:
• NOT STARTED
• IN PROGRESS
• COMPLETE
WHEN REVIEWING 
ANOTHER USERS JP CLICK 
ON FLAG TO INDICATE 
REVIEW FINISHED

1. Select WP Review
2. Load WP doc for review

Select WP for Review

http://in.chevron.com/
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Reviewing WP/JP

Scroll to view/select page to 
review Selected page under review 

for marking up with 
comments

Toolbox for marking up 
WP/JP

Reviewing a WP

http://in.chevron.com/
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Reviewing WP - Toolbox

Add text/comment

Add Rectangle

Add Line

Add Arrow

Add comment/arrow

View/Hide other usersView all comments

Next pageRefresh Doc

Show Grid Jump to specific page.

Prev page

http://in.chevron.com/
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Reviewing WP – Conclude a Review

1
2

3

4

All WP reviewers 
displayed with current 
review status. Option to send 

user prompt 
reminder email

5

1. Select admin
2. Conclude Review
3. Optional search for WP title
4. Load WP
5. Three stage WP close out with 

email sent to all users.
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Work Pack Action List

2. Select your 
chosen WP.

3. Green Tick shows you have 
completed the action
4. Click pencil icon to enter your 
comments if required.
5. Grey icon shows remaining work.

WP Action list is generated upon 
the conclusion of the WP Review.

1. Click WP Action List

WP Review – see WP action list.
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