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How to Log into ORT
Go to our web site www.integrated-water.co.uk and click on ‘ORT Client Login’ or go the
following link: https://ort2.integrated-water.co.uk/
You will then be presented with the following screen:

To login in to the system you will require a username and password which will be provided to
you by IT.
Enter you username and password in the following box below:

Click on the Log in button
You will then be presented with the Dashboard screen as below

WHQFT163 / Version: 3.0

Page 3 of 30

Dashboard Tab
The Dashboard Tab shows a summary of Maintenance Visits & Risk Assessments
complete/incomplete within the last 30 days which is shown in a Bar Chart format, a pie
chart showing an overall amount of reports that are complete and incomplete and a pie chart
showing the number of exceptions that are outstanding and closed.
The first graph shows the number of exceptions that are either Closed or Outstanding over
the last 12 months.
The Final Graph shows the amount of out of spec results in the last 12 Months.
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Home Tab
To access the Home Tab you can either click on the link on the bottom of the Dashboard
page:

Or click on the

tab on the header of the ORT Page as shown below:

Once you have selected the Home tab you will be presented with the below screen:

The Pie Charts and Graphs shown on this page are the same as what is displayed on the
Dashboard tab, however by typing in a specific site in the search box located on the left
hand side of the screen and then selecting the
button, there will be a change in the
charts and graphs and only the number of out of spec results, exceptions and number of
closed and outstanding reports will be displayed for that specific site rather than all of the
sites.
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An additional functionality on this page is the Search Exceptions button and the ability to
filter on reports.
To use the Search Exceptions Reports function, select the
button.
You will then be presented with the below screen where you can make a custom selection
on the report you wish to view.

In this screen all of the report types, risk types, risk levels and Statuses are already ticked.
To search for report for a specific company and site, select the Company using the
dropdown arrows
and then select the Site using the dropdown arrow or use the search
box by typing in the site name
You can enter a Start Date and End Date should you wish to search for a report within a
certain date period.
Then un-tick the boxes you do not require.
Then select the

button.

There will then be a link created under the Generate Report button as shown below

Click on the above link as indicated by the arrow.
You will then be presented with the following screen listing the remedial actions
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By clicking on the report date (in the above example this is (A) 04/08/2014) you will be taken
to the following screen

You will the need to click on the Assets icon in the tree view and you will then be presented
with the following information in the same screen

The above screen shows the temperatures for specific assets that have been tested and
these are recorded in the table.
Please note: Depending on the type of visit there can be more tables which contain
information on the individual assets.
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If you wish to view the temperatures for a particular asset the filter above the table allows
you to do this by using the dropdown arrows as below

Once an asset type has been chosen from the filter, the table with the results for all of the
assets that have been tested will now only display results for that particular asset type.
There are Block, Floor and Room filters which allow you to filter down further to a particular
location should you wish to and this is also used by selecting the options from the dropdown
menu.
If you click on a particular temperature for an asset in the table for example 61.00, you will
then be presented this information in a graph as below:

This graph will show the trends of the temperatures taken over a period of time.
If you wish to view the risks associated with the report taken, you can click on the risks icon
or the
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Adding Remedial work to a Remedial Action/Closing a Remedial Action
To insert remedial work that has been completed against a remedial action, search for a
specific remedial action using the search exceptions tool which is available by using the
Search Exceptions Button on the Home Tab or by selecting the Remedials icon in the tree
view under the specific site/site category as in the diagram below

NOTE: If the site you are adding remedial work for, falls under a site category, when you
select the Remedials icon ( as above) you will be presented with a list of remedial actions for
all of the sites under that site category and therefore you will have to choose the site that you
wish to add remedial work for.
Once you have selected the remedial actions for a particular site/site category they will be
presented as below

Select Add and the following box will appear
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The Action Taken and By fields are free text fields and you can enter what action has been
taken and who took the action in these fields. The Date and Time fields are already
populated with the current date and time, however these can be edited.
Once you have entered some details in these fields and the action is not closed you can
select the

button, however if the action needs to be closed you will

need to select the Action closed tick box BEFORE selecting

.

When you have inserted the remedial you will return back to the remedial actions list. In the
end column of where you added an action, the column remedial work will display what action
was taken and the date it was taken.

If you decide to add an action and then complete it, the Remedial Work Column which show
as below
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Exporting Remedial Actions into a PDF or Excel Spreadsheet

To export the Remedial Actions into a PDF, Click on the
following prompt

icon and you will see the

Select Open or Save (if you wish to save the document) and the results will be displayed in a
PDF format.

To export the Remedial Actions into Excel, click on the
prompt
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Select Open or Save (if you wish to save the document) and the results will be displayed in
an Excel format.
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Reports Tab
The Reports tab allows the user to search for a particular report that was done in a particular
Month & Year, a list of all reports and a list of unsigned reports.

To search for a Report that was completed This Week, Last week, This Month or Last
Month, click on the relevant icon

The reports created in that period will be displayed in a table as in the diagram below.

To search for a particular report according to year and month or report type, select the year
and Month using the dropdown arrows and if you wish to use the report type filter un-tick any
report types that you do not require. The Year and Month Filters can be used without the use
of the report type filter.
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Then select the option List Reports and ORT will bring up a list of all Reports produced for
that particular period of time. If you know that the report that you are searching for is
unsigned select the option List Unsigned Reports.
NOTE: Only 50 Reports will be presented in this table whether you choose signed or
Unsigned Reports.
You will then be presented with a list of reports in a table as below:

The Site Column will tell you the site where the work was carried out, the work order column
will provide you with the work order number, the date column will inform you of the date the
work was carried out, the operative column will tell you who has completed the work and the
type column will inform you about the visit type that was carried out.
The Type is provided in an abbreviated format and the abbreviations stand for the following:
M= Monthly
Q = Quarterly
H= Half Yearly
A = Annual
Risk Assessment = Risk Assessment
TMV Service= TMV Servicing
Flushing Only = Flushing
Sample = Sampling
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The Signed Off column will inform you if you have signed off the report or not. If you have
signed off the report a tick

will be displayed as below.

If you would like to view a report click on the magnifying glass icon
presented with a report in a PDF Format.

and you will be

Some clients will have the ability to upload their own flushing reports. If you wish to view a
Flushing Report, this will not appear in a PDF Format. To view a Flushing Report click on the
magnifying glass icon
and you will be presented with the following screen

To view the readings select the Edit button for the particular asset you wish to view/edit the
readings for
You will be presented with the following screen:
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The above reading summary gives the location of the asset, which is listed in Block, Floor
and Room, the asset using an asset code, whether the task has been started or not, how
many readings have been completed, number of risks, actions and photos, whether the task
was possible, if it was a sentinel or infrequent outlet and any other comments that have been
made.
By clicking on the readings, which are displayed in a number format for example 2/2 the
following screen will appear

The above table shows the readings that have been put in for that particular Asset.
NOTE: You are unable to change any readings in this screen.
By clicking on the risks which is usually a number which is underlined such as 1 in the
reading summary, the following screen will appear:
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The above table shows the risks that have been put in for that particular Asset.
NOTE: You are unable to change any readings in this screen.
The Task Possible and Comments fields are displayed on the same page, even though you
can click on these separately in the reading summary table.
The task possible column usually has a Yes or NA and the comments column usually has a
NA or a comment in there.

If you wish to amend any comment or if the task was/ was not possible in here you can
select the Edit button, amend the comments, tick or un-tick the task possible or Task Active
boxes and then click on the Update button.
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Viewing Documents Specific to a Site
To view documents specific to a site, you can use search facility that is available on the
Home Tab and the Reports Tab. To use this feature you can type in the site name- this can
be part of the name or the whole site name and then click on the
button. As shown
in the screenshot below the Tree will automatically open to the exact site.
.

On the right hand side of the screen you will be presented with four options for the site/sites
you have input search text for.
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The view graphs icon will display the relevant graphs to that particular site. The Exceptions
icon will open up the current exceptions for that site and the Search Reports icon will take
you to the reports tab and list the relevant reports for that site that have been completed by
IWS Engineers.
If you decided to select the view site icon the following screen in the screenshot below will
appear and you will then select the relevant reports or files folder in the Tree view.

In the files folder you will have a list of document types displayed. You may wish to view the
Certificates for the particular site and in order to do this you would need to click on the
Certificates Folder. If there is no documents in this folder there will be (0) displayed next to
the folder name, if there are documents in that folder the number of documents will be
displayed next to the folder name e.g. Certificates (2).
To view the documents click on the relevant folder, in the screenshot below we have a
document in the Laboratory Results folder as indicated by the (1) in brackets.
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The following table will appear in the screen

To view the Laboratory results click on the file name as highlighted in blue in the table in the
screenshot above. You will then be prompted if you wish to Open or Save the document.
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Select Open if you wish to view and the document will open in a new screen as below.

Please follow the same procedure if you wish to view a different document type that is listed.
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New Report Tab (available on request)
The New Report Tab can be accessed via the tabs on the top of the webpage

The New Report tab will allow you to input your readings after carrying out a Flushing Task
and create a report.
Once you have selected the New Report tab, you will be presented with the below screen

To create a Flushing Report you will need to select the Company (this may already be
populated) by using the dropdown arrows, then select the site that you wish to create the
report for, then select the Visit Type (this may already be populated) and you can then type
in the name of the Assessor again this may already be populated but can be edited by
clicking inside the text box.
Once you have input these details you can then select the
When the
screen

Button.

button has been selected you will be presented with the below

You will then be presented with a list of assets that will require some readings to be input
against them.
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To enter the readings against a particular asset, select which asset type you would like to
put the readings against and select the Edit button.
You will then be presented with the following screen

To enter readings click on the 0/2 in the readings column (the number may vary depending
on how many assets there are) and you will then be presented with the following screen with
some questions to answer:

You can answer the questions by using the dropdown in the Selection column. In the below
example the user has selected the answer Yes from the dropdown to answer the first
question and then chosen Enter Temp (°C) to answer the second question. Due to the user
selecting this option a message has come up in the Error Message column to ask the user to
input a Numeric Value.
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To enter text or a numerical value click in the text or numerical value column (as indicated by
the arrow above) and enter the reading that you wish to input against that asset.
Once the information has been input and all questions have been answered you can then
select the

button.

The Error Message will now disappear and the information will be saved.
The readings summary showed that there was the option to add Risks as well as comments
to an asset and that there were two assets of the same type that require readings being put
against them. To enter the risks, comments or readings against the second asset, click on
the
which is above the table or the Back button and you will be taken back to
the task summary screen as below:

To add a risk to either of the assets, select the 0 in the Risks column and you will be
presented with the following screen
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Select the Risk Source using the dropdown arrow
and if you choose an option that has
been listed this will automatically populate the Risk Control and Risk Reason. If you choose
the option Custom text you will then be able to free type the Risk Source. When this option is
selected the Risk Control will not automatically populate, you can either select this from the
list or use the custom text option again. The option Linked to risk source or custom text can
be selected for the Risk reason dropdown box. Once the Risk Source, Risk Control and
Risk Reason have been selected, the Risk Level and Risk Type will need to be selected.
There are no custom text options available in these drop down boxes and you must select
one of the answers from the options from the list provided.
Once all options have been selected you can then Save.
You will then see the risk in a table as shown in the screenshot below:
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Click on
which is located in the top left corner of the screen or the Back
button and you will be taken back to the task summary screen

The Task Possible and Comments fields are displayed on the same page, even though you
can click on these separately in the reading summary table.
The task possible column usually has a Yes or NA and the comments column usually has a
NA or a comment in there.

If you wish to add any comment or if the task was/ was not possible in here you can select
the Edit button, amend the comments, tick or un-tick the task possible or Task Active boxes
and then click on the Update button.
To go back click on the

or the

button.

To enter readings for the other asset, you will need to follow the same process as described
above. You will notice on the Flush Summary that the Task Started column has a Y in there
to indicate that the readings have been entered and the asset that has not had any readings
been entered has an N in the Task Started column.
Once the readings have been entered for both of the assets click on
the top left hand corner or the back button and you will return to the following screen:
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To enter readings for the second asset (in the example above this is a Shower) you will need
to follow the same process as described for the first asset.
Once all the readings have been entered for the assets and you have completed the flushing
report you can then select the

button.

Once the Report Complete button has been selected you will then see the following prompt:

Select OK if you are happy to complete the report.
You will then return to the Home Page of ORT.
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To view the Report, you can view this in the report tree view on the home page by selecting
your site by opening up the relevant folders by clicking on the

and

symbols.

One you have located your flushing report that you have created you will notice from the
above screenshot that the Report will have the letter C next to the date the report was
created. The C indicates that the report has been completed.
You can view the Reports Assets, Risks and Remedials by clicking on the relevant option as
indicated by the arrow above.
My Account Tab
The My Account tab gives the user the option to change their ORT Password or Update their
email address.
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Change your Password

To change your password, enter your current password in the first text box and then enter
your new password and confirm it in the second and third text boxes and then select change
password. NOTE: This must be a mixture of letters and numbers with a symbol such as - !,
£, %,*, ^ etc.
You will then get the following screen to confirm that the password has been changed.

Update email address
To update your email address select the Update Email Address option in the My Account
Tab. You will be presented with a screen as below:

Your current email address will be displayed and you can enter
your new email address in the New Email text box.
Once you have entered this information and selected the Update
button, you will see the following message on screen:
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This message has confirmed that your email address has been changed, select OK and this
will take you to the area where you update your email address and the current email address
should display your new email address.
Logout Tab
To Logout of the ORT System select the Logout Tab and you will see the following prompt:

Select OK and you will be logged out of the ORT system.
Depending on your Computer System you may see the following prompt

Select Yes and this will page will be removed from your Internet Explorer.
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