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STCM Login: 

1. Log in to STCM (Database: oraprod) 
 
 



2. Click on Storage Tank Contamination Monitoring

 
 



3. Go to work order and data entry

 



 

Work order tab: 

1. Make sure the type is WO and RCI Exclusion is checked

 



 
 
 

2. Enter FAC ID and hit tab 

 



3. Ctrl + L on contractor id and select contracted company and hit tab

 
 
 



 
 
 

4. Select the project manager 

 



5. WO sub type is LSSI 

 



6. Funding Eligibility is Low Scored Site Initiative 

  

 



7. Tab on cost center 

 
 

 



Deliverables: 

1. Click on deliverables tab 

 
 



2. Enter phase as SA (Site Assessment) or RA (Remedial Action) 
3. Select the appropriate Sub Phase 
4. Select the appropriate activity 
5. Enter the Final deliverable (typically LSSI RPT for SA work orders), deliverable due date, and select the applicable discharge date.  Ctl-L 

will give you a list of deliverables. 
6. 1 (signifying the event number) Second column will be the event deliverable report type. Enter the deliverable due date and select the 

applicable discharge date. 
 



7. 2 (signifying the event number) Second column will be the event deliverable report type. Enter the deliverable due date and select the 
applicable discharge date. 

 
 
 



8. WO amount is same as the total amount on the invoice tab of the WO template. 
9. Total equipment cost will be left blank and retainage is 5% (automatically filled in). Period of Service End Date will be determined at the 

time the work order is fully executed. (Team 5: entered by Admin staff later). 

 



10. Change final deliverable on WO template to same as STCM. STCM will not put dates on weekends, therefore this may need to be 
adjusted.  Type over the date calculated for Period of Service To and write:  12 months after WO Return Date or the hard date that is 
calculated from a prior WO (2017 WO and beyond). 

 

 



Description: 

1. Copy and paste the “Per proposal received …(contractor) will conduct LSSI Work” from the WO tab of the excel template and type “ See page 
2 for work order description” 

2. The work order description is located in the work order template under the WO tab of the template and can be edited in the template.  



 



3. Change event info in description. 
 
 

 
 



4. In STCM Click on the download tab CTRL + Click on download to excel.  Some users do not need to hit the CTRL button (depends on your 
computer’s settings). 

  



 
5. Open the downloaded excel and copy and paste the info into data entry tab of WO template.  

 
 

 



6. Save the WO Template in the project folder as the Work order number 

 

Print: 

1. Print the cover page Ctrl + click on Print WO/TA and then Ctrl + click on cover page. Some users do not need to hit Ctrl (depending on the 
computer’s settings). 



 
2. Go to the web browser you have open and click Print-Formatted. Print the cover page to PDF. 



 
 
 

 
3. Follow the “New Electronic Procedures for Work Orders (and Proposals)” (S:\South East\I & E office\Team 

5\Petroleum\LSSI\Guidance\Work Flow LSSI.docx) 



4. For more details pertaining to the Digital Work Order Process click here. 
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