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Glossary

	Term
	Description

	DECC
	Department of Energy and Climate Change

	EEMS
	Environmental Emissions Monitoring System 
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1 Introduction

1.1 Summary
The EEMS Managed Service provides companies with the ability to submit the statutory regulatory returns to the DECC in line with the prescribed timetable. 
1.2 Purpose of this document
The purpose of this document is to provide EEMS Users with a guide to the service. This manual is intended to provide users with all the information they need to manage EEMS within their company. 
1.3 Service Structure
EEMS is managed by Collabro, on behalf of the DECC. The revised version of EEMS is now embedded in DECC’s Oil Portal. The system is maintained and supported by Fivium. 
EEMS is a hosted solution, accessed via the Internet, and companies using the service do not have to install any equipment or software. All that is needed to use EEMS is an Internet connection. 
EEMS provides a centralised helpdesk to assist users.

2 Service Access
2.1 Environments

EEMS provides both a LIVE and a TEST environment. The live URL is

https://www.og.decc.gov.uk/portal.htm 
TEST has a different URL which can move from time to time so please provide a request for it and the EEMS Helpdesk will send it out.
Users will log onto the LIVE environment to carry out the normal day to day activities.
Users will log onto the TEST environment to:

· Carry out User Acceptance Testing on Change Requests or Bug fixes.

2.2 Team Co-ordinator
This will happen at an agreed point with Operating Companies, some of whom may wish Collabro to maintain the actual role under their instruction

Each company using EEMS must appoint a Team Co-ordinator, as the main point of contact with Collabro. (This is the same role and function as previously carried out by the EEMS Focal Point)
Collabro will maintain a distribution list of all Team Co-ordinators and Users.

Collabro will provide information to the Team Co-ordinators on any matters related to the service e.g. planned outages for system maintenance, upgrades to the software etc. The Team Co-ordinator will advise other Users in their organisation.
The Team Co-ordinators are responsible for authorising access to the EEMS part of the Oil Portal.
Team Co-ordinators will initially by contacted by Collabro to establish access for users, during 2010 this activity will be handed over to the nominated Team Co-ordinator. 
2.3 Users

Requests for new users no longer need to have signed access to Collabro. There is a self-registration link on the Oil Portal that should be used to register the user, a password will be sent and the Team Co-ordinator will be contacted by Collabro to ensure that the correct access is being requested.
Collabro will maintain a log of all User Requests for each company. This can be issued to the Team Co-ordinator on request.

3 Helpdesk 
The helpdesk service is available by e-mail and telephone from 08:30 – 17.00 on Monday to Friday (with the exception of the following public holidays: Christmas Day; Boxing Day; the three working days between Christmas and New Year; New Years Day; 2nd January and other local and English and Scottish public holidays, these include 3rd January, Good Friday and Easter Monday, May Day, UK Spring Bank Holiday, Summer Bank Holiday (Scotland) and Summer Bank Holiday (UK)). 

The preferred method of contacting the helpdesk is to e-mail eems@collabro.co.uk .

Users can also call 01224 853453.
There is no out of hours helpdesk support. 

4 Unplanned Service Outages

From time to time there may be an unplanned service outage.

Prior to contacting the helpdesk, the user should inform the Team Co-ordinator and check whether other users within the company are able to connect.

If only one user is experiencing a problem then the problem is likely to be related to their workstation and should be referred to the Company IT Helpdesk.

If all users are unable to connect to EEMS, then the Team Co-ordinator should first check with the Company IT Helpdesk to ensure that there are no internal Company Internet connectivity problems.

Once the Team Co-ordinator has determined that the problem is not Company related, they should contact the helpdesk via the contact details provided above

5 Scheduled Maintenance

From time to time there will be a requirement for scheduled maintenance that requires a service outage. 

The Team Co-ordinator will be advised of the scheduled maintenance time at least five working days prior to the outage.

Whenever possible the scheduled maintenance will be carried out with the minimum disruption to users and outwith intense EEMS reporting periods. 
In the exceptional event of a requirement for emergency maintenance, the Team Co-ordinator will be advised 48 hours in advance of the requested outage.
6 ‘Bugs’ and Problems

All perceived ‘bugs’ or software faults in EEMS should be passed to the Collabro EEMS Helpdesk. ‘Bugs’ and problems refers to both issues with the software and any difficulties with accessing the service.  
The Helpdesk will log the call and carry out further investigation. The categories and responses to problems are in the table below.
Changes of data and the agreed turnaround times are detailed as follows:-

Change Types

a) Installations

b) Turbines

c) MODUs

d) Sample Points
e) Asset Transfer
Turnaround Times

· 01 April to 24 December 7 working days

· After the correct data agreed

· 03 January (or as holidays fall) to 31 March 21 working days

· After the correct data agreed

Users will be advised the changes have been addressed and requested to advise if the change has been successful or not, if no reply received within 10 working days call will be closed. If the same request comes in a new call will be opened and referenced to original. 

This makes for better record keeping.


The time to install the fix in the live environment may depend on the availability of users to verify the fix, and to schedule down time should it be required.
7 Change Requests

Should changes be required to the service then the requirement for change should be discussed with Collabro (via the Helpdesk contact). The Helpdesk will raise the Change Request and it will be reviewed by Collabro technical personnel to ensure that there is no conflict with the existing functionality. The Collabro technical personnel will also supply the requesting companies with details of the costs of the change.
Collabro will issue Change Requests to all companies using EEMS and then the Change Request will be taken to the EEMS User Group and Governance Board as necessary. When an appropriate level of approval has been provided, changes will be carried out by Fivium and a release will be scheduled by Collabro.
The Change Request Form is attached in Appendix A.

8 User Group

The EEMS User Group will meet on a regular basis to review Change Requests and improvements to the system. The User Group provides an environment for Users to meet people from other companies with similar roles, and a platform for Users to discuss future enhancements to EEMS.
Appendix A: EEMS Change Request Form

Email eems@collabro.co.uk or fax 01224 853429

	EEMS CHANGE REQUEST

	Error Report No (if appropriate)
	

	Change Request Number
	

	Change Request Title
	

	Submitted By (Team Co-ordinator and Co. Name)
	

	Collabro Contact
	

	Date Raised
	

	CHANGE REQUEST DESCRIPTION

	Main Change Request Detail



	Priority (H/M/L)
	

	Related Change Requests
	

	Supporting Documentation
	

	Date Issued for Review
	

	Collabro INFO

	

	Notes
	

	Reviewed By
	

	Dave Reviewed
	

	Estimated Cost
	

	User Group APPROVAL

	Approved By:


	

	Date


	

	REJECTION

	Rejected By:


	

	Date


	

	Reason for Rejection
	


Shaded items to be filled in by the Team Co-ordinator
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