TapRooT® VI Software
Quick Start Guide

TapRooT® Technical Support:
Monday — Friday: 7am — 6pm EST
Phone: 001 (865) 357-0080
Email: support@taproot.com
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Software — Process Flow

« Two available Process Flows; “Basic” or “Major”

* The user can toggle between the two based on their
needs

« “Basic” can be used for Low- to Medium-Risk incidents
and uses a simplified TapRooT® Process Flow

« “Major” can be used for High-Risk incidents needing a
full investigation using the full TapRooT® 7-Step
Process Flow
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Software — Basics

* The software automatically saves changes that are made on
ga(t:th and every screen removing the need for “Save”
uttons

* Tools such as SnapCharT®, the Root Cause Tree®, and the
Corrective Action Tools are roqr(?ht up in a new window.
The main eg)pllcatlon window will remain open in the
backgroun

* The optional TapRooT® techniques are now accessed from
inside the SnapCharT® rather than the process flows
(optional techniques are not covered in this document)

* The user has options for “SMARTER” or “Simple” corrective
action tools
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Accessing TapRooT® VI

 The application is Web-based and can be used with
all major browsers (Chrome, |E, Firefox, Safari)
from either a PC or Mac platform. You can also use
on mobile devices

« The user will first have to log in by entering the URL
for the software and then inputting the username
and password
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CTap

User Landing Page

ROOT CAUSE ANALYSIS

e After Login the user can see and access any
iInvestigations or action plans entered
e This provides access to all Navigation and System

Functions
System Right panel:
Navigation
System Notifications

. Quick Start Guide

Inc\ecs(;tiesastit())ns Responsible

J Tasks and

Corrective Actions
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Creating an incident
« Select the Create New Menu at the Top of the Page

ME, | CREATE NEW AOMIN  EXIT

Incident

Bl Incident and Investigation

Audit

Action Plan

Inc

* You have the following options

— Create an Incident (without TapRooT® Investigation) for
tracking

— Create an Incident with Investigation (most likely)
— Create an Audit

— Create an Action Plan to track fixes independent of an
iInvestigation
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O Tap

Creating an incident with investigation

ROOT CAUSE AN

* Choose your selection from the menu:

ME | CREATE NEW ADMIN EXIT

* You will now be prompted for some basic information
(Name, Date, Tlme Location and Classification,
Summary) =

&
&
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Creating an incident with investigation

CTap

ROOT CAUSE ANALYSIS

e Type the Incident Description in the Name Field
select the Date. Simply click in the date field and you
will receive a Calendar to select the Date

3|| 4| si| 8| 7| 8| a

e Next select both a Location and Classification by
selecting the symbol next to either title

ight Wing accident
E3 [P ]
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Creating an incident with investigation

e Put a checkmark by the appropriate Location and choose the
Select button. Perform the same operation for the Classification
item. (Classifications will allow you to select multiple items)

e Next Enter a Summary (Executive Summary) to describe the
iIncident with details

e To finalize the process select the Create Button at the bottom of
the Screen

e Locations and Classifications can be added from the admin tab
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Navigating during your investigation

ROOT CAUSE ANALYSIS

Once you have created an investigation you can now perform additional functions

=g

Incident Investigation Add Action Plan Demo for Software Overview 2

Add Team Members, Attachments, Use the

TapRooT® Tools to Investigate and Create

. Corrective Actions, Produce Reports. There is also
the ability to create Custom Tabs (not covered in
this document)

e Let's Select the TapRooT® Tab to begin our Investigation

Incident Investigation Add Action Plan Demo for Software Overview 2 BASIC

el Attachments (ERENEGIIEE Incident Overview
gation

Phase Step Optional

o Determine what happened using SnapCharT® » Use Equifactor®, CHAP, or Change Analysis to add events and condifions fo the

SnapCharT®
= Investigate

Analyze
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Perform the Investigation

o The flrst step is to decide on either a Basic or Major
Investigation (as described earlier in this document)
using the selector in the upper right corner of the

TapRooT® tab screen @ >

e For this document click on the selector to change it
to Basic providing the Basic TapRooT® Model
Shown below:

Demo for Software Overview 2 MAJOR

Phase Optional
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ROOT CAUSE ANALYSIS

Finding out "What
Happened”
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SnapCharT®

o The flrst technique we are prompted to use is the
SnapCharT® to document all the data we are
Collectlng Select the SnapCharT® Link in step 1

MAJOR
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Adding Shapes and Text

e To begin, select a shape from the shapes tab and either click and
drag the shape on to the chart, or select the shape and then
double-click on the chart to add the shape

¢

Shapes

e You can then immediately begin typing text ihto the shape. When

done with the text repeat the same functions to add additional
shapes &

T: [ ®
I

|

Fﬁldding Textto Sl'lEIpEvli =

| |

e The chart will grow to the right and down as shapes are added
e To remove a shape, click on it and hit the “delete” key on keyboard
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Connecting Shapes

e To Connect shapes, click on the Blue Arrow to the
right of the Shape you are connecting from (a) and
drag (b) from that shape into the shape you are
connecting to, then release to connect the shapes (c)

(a) (b) (c)

e [o remove a line, simply click on it and hit the
“Delete” key on your keyboard
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Tap Creating Causal Factors

ROOT CAUSE ANALYSIS

e Once you have completed your SnapCharT® and are ready
to mark your Causal Factors you will need to change the
phase of the investigation from “investigate” to “analyze.”
This can be done in the upper left corner of the
SnapCharT® window by clicking on the word “analyze”

L1 o = L | Eoew TN ™

Bi Hiraai+

Has -
o Investigate

Analyze
Adding Textto Shape———

Investigate

mp Analyze

Adding Textto Shape

Shapes
roblem or causal g & DrnhlePw or causal
i J L OO o
actor g
o= -
wn

= -
i )
sub conditian g sub condition
Il

zchnique

© Copyright 2017 by System Improvements , Inc., Knoxville, TN. All Rights Reserved Worldwide. Duplication Prchibited.



Tap Creating Causal Factors

ROOT CAUSE ANALYSIS

e Now you can identify Causal Factors on the SnapCharT® by
using the Causal Factor symbol

e First select the shape that is one of your Causal Factors
by clicking on the shape (1) —
e Select the CF symbol icon in the upper right (2) A

e Now the shape will be marked as a Causal Factor and
recognized by the application as needing a Root Cause

Analysis (3) e

SnapCharT® - Demo for Software Overview 2
B ORIl & @ G E Hewetca 12 B 7 UA ¥ 2eo TOoOo3?EE

v
! factor ’
ho Did What 4@ (3 ) i\‘——“—' ————— —j.
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Completing Your SnapCharT®

e Next Identify any additional Causal Factors through the
same steps

e The application automatically saves each change you
make so there is no need to manually save your chart

e To return to your investigation and analyze with the Root
Cause Tree® for each Causal Factor simply close the
SnapCharT® window by clicking the “X” in the upper right
corner or simply minimize the window to find the application
window

© Copyright 2017 by System Improvements , Inc., Knoxville, TN. All Rights Reserved Worldwide. Duplication Prchibited.



rTap

ROOT CAUSE ANALYSIS

Taking a picture of your SnapCharT®

To take a picture of your SnapCharT® for your
report or presentation, use the “SnapCaps” feature

SnapCharT® - Atlanta Bus Accident

F&2ae

Mar 01 2007

Bus departs Bluffton,

4

Mar 02 2007 03:00 AM

Bus stops in

| Bustravels on 75 5

Helvetica

12

Driver exits at &

Morthside Drive HOV

Adairsville, GA for

OH for Sarasota, FL

=

Bluffton Universiry
Baseball Team

HEEETE

33 passengers and 2
drivers

Bus passed safety

inspection from OH
Highway Patral the week
prior

driver change

7| through Atlanta, GA

Drivers (husband and wife)
had checked into hotel at

7:30 PM on March 1

Rest period in

compliance with
regulations

4 regular lanes and 1

HOV lane in each
direction

Daily traffic 95,920 vehicles
HOV Lane 6,825 vehicles
HOV exit lane 500 vehicles

_——

Speed Limit of 55
mph

= =

Highway design of 60
mph

A Rl B B,

Average speed of 70
mph

| —_

Y

exit lane

=l

Thought he was still
in 75 S HOV lane

Confusing HOV lane
exit markings
(signage and lines)
on left exit

e

9 accidents at same site between
1947 and 2007
3 Fatal
MNone of the drivers were friom
Atlanta

Drriver crosses
Morthside Drive and
hits barrier wali

Driver does not stop
at stop sign

sEisssliasie

Traveling at highway
rather than exit
speed

== e i

Short ramp, no time
to recover if you
realize you must stop

Poor visibility and
lightiing for stop signs

=

Obstructed views
with excessive curve

.

Qﬁﬁ

Mar 02 2007 04:30 AM

Bus Flips over
wall and lands
below on 1 75

7 fatalies
7 serious injuries
21 minor injuries
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CTap

ROOT CAUSE ANALYSIS

Taking a picture of your SnapCharT®

Once SnapCaps opens, highlight the part of the chart you want and
click the camera below the picture. This will save in the attachments
tab of the software and can also be used in the “Reports Builder.” You
can give the picture a specific name or save it as a “common type”

Mar 01 2007

Bus departs Bluffton,

.

Mar 02 2007 02:00 AM

Bus stops In

OH for Sarasota, FL

SR E—

A\

Bluffton Universiny
Baseball Team

33 passangers and
2 drivers

5 o v,

Bus passed safety
inspection from OH
Highway Patrol the week
prior
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Adairsville, GATor

o| Bustravels on 755

driver change

I

Drivers (husband and
wife) had checked into

Rest period in
compliance with
regulations

haotel at 7:30 PM on March
1
/

Driver exits at

*] through Atlanta, GA

—

4 reguiar lanas and
1 HOV lane in each
direction

Draily traftic 95,920
vahicles
HOV Lane 6,825 vehicle
HOV exit lane 500
vehicles

Speed Limit of 55
mph

i
Highway design of
60 mph
p S -
Average speed of 7O
mph
N g

5

Y

Morthside Drive

Driver crossas

HOW exit lane

N —

| Thought he was stil
In 75 S HOV lane

(Confusing HOV lane)
exit markings
| (signage and lines
on left exit

f
9 accidents at same site between
1997 and 2007
3 Fatal

MNone of the drivers weare friom
Atlanta

R

,
o by

¥

hits barrier wall

|

—

| a
| Driver does not stop

| at stop sign

|Traveling at highway
rather than exit
speed

{Short ramp, no fime
to recowver if you
realize you muust

stop

| Poor visibility and
I lightiing for stop
signs

!I Cbstructed views

| with excess|ve curve
\

MNorthside Drive and —— s wa§l and lands

-
Mar 02 2007 04:30 AM
B
Bus Flips over
\\be ow on | 75
M
7 \atalies
7 serious injuries
21 minor injuries
'.
i
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CTap

ROOT CAUSE ANALYSIS

Finding out "Why”
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CTap

Root Cause Tree®

Root Cause Tree®s are created for each Causal  Once in Root Cause Tree®, you can select
Factor allowing you to analyze for Root Causes

“Question View” or “Tree View” from the

Incident || Investigation | Add Action Plan Demo for Software Overview 2 MAJOR Causal Factor: Driver exits at Northside Drive HOV exitlane @

m Attachments [ERGWIG] Incident Overview
Analyze

Root Cause Tree® Complete:
CpUERIEl 15 QUESTIONS | PROCEDURES | MANAGEHENT SYSTEH HUHANBIGINEERZME
Phase Step Optional Getting Started
Was this causal facter related to:
. Define Causal Faclors using SnapCharT® and Saleguards
Investigate 0 ¢ -
Analysis
¢+ HUMAN PERFORANCE DIFFICULTY /RO 8
o Analyze each Causal Facior for root causes using e Root  + Analyze each rootcause for generic causes £, FOUIMENY DIFFICUATY vX IR
» Analyze Cause Tree® ¥+ NATURAL DISASTER / SABOTAGE v X8,
X +OTHER vy X O8

Root Cause Tree® Complets

I\ Root Cause Tree® Incomplete

Causal F;

1\ CAUSAL FACTOR: prablem or causal factor

llong

4 b

In the Causal Factor Section at the bottom of the
screen, click on the “analyze with Root Cause Tree®”

link on the Causal Factor you are g1Q|ng to analyze to
get to the Root Cause Tree®

s x [

)_

g cormes craen | W i
R e}

On the following pages we will show the
analysis using the “Tree View”
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) Tap Root Cause Tree®

ROOT CAUSE ANALYSIS

Root Cause Tree® Complete:

You will start at the top of the Root Cause Tree®. As you
hover over each item you will get a tool bar to access the
different options for that item:

/ ’(\"\ Definition Notes
Select Ttem / Deselect Item Root Cause Tree® Dictionary

Cross-Off Item Analysis Comments

Each selection is related to the item you are working on analyzing.
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CTap Root Cause Tree®

ROOT CAUSE ANALYSIS

T S P PSR As you select different items as “Yes” or with the
green checkmark, different areas of the Root Cause

Tree® will open up below
=

Individual Performance ‘ R

1. WWas a person excessively fatigued. impaired HUMAN ENGINEERING
upset, bored, distracted, or overwhelmed? WORK DIRECTION
WORK DIRECTION

2. Should the person have had and used a3 written
procedure but did not?

PROCEDURES
HUMAN ENGINEERING

3. Was a mistake made while using a procedure? PROCEDURES l

4. Were alarms or displays to recognize or fo
respond to a condition unavailable or HUMAN ENGINEERING
misunderstood?

You work your way through all the areas of the Root Cause Tree® that are
presented to you based on the analysis you are performing on each Causal Factor
basing your answers on the data contained on the SnapCharT®. A Summary of
your Root Causes will be presented at the bottom of the screen. You can then also
perform Generic Analysis (not shown here)
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ROOT CAUSE ANALYSIS

Building the "Fix”
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CTap Creating Corrective Actions

ROOT CAUSE ANALYSIS

e Once you have analyzed all of your Root Cause Tree®s and
marked them as complete (upper right corner of each Tree)
you will move into the “Fix” phase in the main application

window

Corrective Actions

e From here you can select the “Add Corrective Action” Link in
the center of the screen to create a corrective action
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Simple Corrective Actions

{MARTER @ SIMPLE ’
Corrective Action Name* | ‘ @.

Corrective Action*

\
You can choose a
simple or
SMARTER

oz to Ao ith tis Cornctive Acion 6 s o1 sesenen e (GOFFECtive Action

CAUSAL FACTOR: CF 1
No PM for Equipment (ROOT CAUSE) o

A

CAUSAL FACTOR: CF 2 . Write Sim |e
o i Add Corrective . P .
: Corrective Action
Action name or

here
number here

SMARTER @B SIMPLE

Corrective Action Name™ |1 [~ | @I

Develop newr monthly PAM policy which includes checking for proper labeling. /

Corrective Action™

oo

Addressed by Corrective Action . Mot Addressed by Corrective Action
Causes to Address with this Corrective Action

CAUSAL FACTOR: CF 1
B Mog for Equipment (ROOT CAUSE) =

Check Root Cause(s) fixed with this CA

CAUSAL FACTOR: CF 2
arrangement / placement {ROOT CAUSE) =

D Corrective Action Helper® (click lightbulb)
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TCIp SMARTER Corrective Actions

ROOT CAUSE ANALYSIS

If you selected a SMARTER Corrective Action you will now be
able to begin the process of creating a SMARTER corrective
action by providing information and details to the action

Corrective Action Name™ | ;0,4 ‘ ,@
P —_ Create a CA name or
n hat the enforcement imp ou need to change the rewards system to encourage the
) see. There are two p never you are trying to determine how to chang

number here

Corrective Action

<—— We build the detailed action
here

Addressed by Comective Action B ot Addressed by Corrective Action
Causes to Address with this Corrective Action

CAUSAL F:‘-CTO_R: condition thEt. is 3 causal factor We Ca n r‘ead , CO py a n d

I 5 bl nesd improvement (ROOT CALSE) & <  paste from Corrective Action
\' Warns that the Root Cause :Tler:i)s rlgy selgc’:mg t?f
has not been linked to a CA. To link GIEDUTL SYmbOINext 1o
. . the root cause we are fixing
a root cause to this action select the
checkbox next to the appropriate cause(s)
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TCIp SMARTER Corrective Actions

ROOT CAUSE ANALYSIS

To move through the next phases of SMARTER we use the Green Arrows
in the center of the screen

Corrective Action Name™ | ;55;4

SPECIFIC: In detail, describe 3 Corrective Action. | )

Corrective Action™

TIMELY: Select a Due Date for implementation of the Corrective Action. '@

Due Date® | Feb 28 2018 ‘

ACCOUNTABLE: Select the Person Responsible to implement the Corrective Action. '@'

Person Responsible® Angie Comer (comer@taproot.com) (4 I

Addressed by Corrective Action I Not Addressed by Corrective Action
Causes to Address with this Corrective Action
CAUSAL FACTOR: condition that is a causal factor

L, ¥ enforcement needs improvement (ROOT CAUSE) s
abels need improvement (ROOT CAUSE) &

Once you have filled out the sections you wish to use, select the “Create” button at the
bottom to create the corrective action’s action items. “Create and Add New” will save the
corrective action and take you to a new blank corrective action form

Create and Add New
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CTap Corrective Actions

ROOT CAUSE ANALYSIS

Corrective Actions will then appear on the main window at the bottom

Incident Investigation Action Plan Atlanta Bus Accident
v | s | e R oo s | e
Create SMARTER Corrective Actions

Phase Step Optional

o Define Gausal Factors using SnapCharT® and Safeguards

Investigate Rridtysie

0 Analyze each Causal Factor for root causes using the Root Cause » Analyze each root cause for generic causes

=) Analyze e

':E:' Add Corrective Action Completed I Not Completed A Past Due
Corrective Actions

CORRECTIVE ACTION: 1 ﬁ’
Replace all I-75 sjgnage at Morthside Drive HOV Exit Lane to comply with MUTCD guidelines.

Tasks
Implementatign (Due: Oct 10 2016)

Tasks can be added for implementation, verification,
and validation by editing the corrective action (click
on the corrective action name/number to open it)
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ROOT CAUSE ANALYSIS

Reports

© Copyright 2017 by System Improvements , Inc., Knoxville, TN. All Rights Reserved Worldwide. Duplication Prohibited.




CTap Generating Reports

ROOT CAUSE ANALYSIS

e The software allows for the development of your own reports by using the
“Report Builder” or “Template Builder”

e To generate a report using a report template, open the investigation and
select the Investigation Tab, along with the Report Section

Incident w Action Plan Demo for Software Overview
Team Members TapRooT & Retzrence | Incident Overview

Attachments

e You can use Report Builder to build a report for this investigation,
Template Builder to build a template for use later, or Use a Template to
generate a report from a previously developed template

F2® Report Builder  #8 Temolate Buiider g Use a template

Reports
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ROOT CAUSE ANALYSIS

Generating Reports

Once in the Report Builder or Template Builder, you can drag the items
you want onto your report/template in the order you want before saving

n1u§&[|

v Header

Show CompanyLoga i Date: Dec 13 2016

Show Company Name [

/ Click to add text

Shaw Company Address

Show Company Phone Syster Improverents
Shaw Company Emall
Show Company Website
Show Report Title

Show Date Created

b Visual Elements
) TapRooT® Tables

) SnapCap Images

Drag from left
menu onto report

) SnapCap Common Types

) Attachments

Investigation [nformation

) Details
) Incident Overview

b Test

For TapRooT® tables,
you can choose
individual items or
drag the whole table
and select how you
want the information
organized

TapRooT® Tables x

© Copyright 2017 by System Improvements , Inc., Knoxville, TN. All Rights Reserved Worldwide. Duplication Prchibited.



Tap Generating Reports

ROOT CAUSE ANALYSIS

e On the Investigation/Report Tab you will now see the
appropriate “Report” selected

e To run the report, select the proper report link in the Reports
section and the report will be generated and can be printed,
saved and downloaded

F# Report Builder JBP Temolate Builder S Use a template

Reports

Investigation Report - Standard :? b4
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User Questions?

Give us a call
001 (865) 539-2139

Problems?

TapRooT® Technical Support
001 (865) 357-0080
support@taproot.com
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