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Zeefax Limited Guide to Using TRS

1. What is TRS ?

TRS is an on-line service and repair tracking and logging system for Oil Rig electrical
and SCR systems which is unique to Zeefax Limited.

With TRS you can:

e Create and maintain a list of rigs and system configuration

e Create and maintain a rig documentation, drawings and manuals

e Create and maintain a complete inventory of the system equipment and spares
for each rig

e Maintain a log of all repairs

¢ Regquest technical support from Zeefax

e Track progress of your service requests and equipment repairs

e View equipment repair reports

e Grant access rights to other users

Although TRS has special extensions aimed at rigs with Ross Hill, Hill Graham or
Zeefax type SCR systems, it can be used to record maintenance records for any piece
of rig equipment, and because it is an on-line system, it can be accessed and updated
from almost anywhere in the world where there is internet access
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2. Quick Start
To get started with Zeefax TRS, go to http://www.totalrigsupport.com

If you don’t already have a TRS account, you can request one by completing your
name, company, telephone and email address details on this screen and clicking
Request.

If you would like to try TRS, we have set up a demo account for you with the following
user name and password:

User Name: demo@totalrigsupport.com
Password: demo
If you already have an account, enter your details and click Log In

The first screen you see displays the account details. If you have Account Holder
access rights you will be able to amend these details, otherwise you can not.

Navigation through the system is via the tabs at the top of the screen.
Step 1 — Enter Drilling Rigs

The first task is to set up at least one Drilling Rig. Click the Drilling Rigs tab, and a list of
any previously entered rigs will be displayed. Click the Add Rig button add a new rig,
and enter the details on the on-screen form. When complete, click Update Rig Details.
To add another rig, click Back To Rig List and repeat the process. It's a good idea to set
up a ‘General’ rig for general enquiries.

Step 2- Enter Equipment Inventory

Click the Equipment Inventory tab. This will display a list of all the equipment you are
tracking in TRS. To add equipment, click the Add Equipment button.

Equipment is added by completing the on-screen form then clicking the Update
Equipment Details button. The form contents depends on the Equipment Type you
select (for example, special information is required about AC and DC control modules).

Once your equipment inventory is complete, you are ready to start recording information
and raising service tickets against items on it.

Step 3 — Raising a Service Ticket

All records in TRS are in the form of a service ticket. A service ticket can be anything
from a request to send a service engineer, to a suggestion for improving the TRS
system. Correspondence related to a ticket is stored in the form of Messages. It's a
personal judgment call as to what constitutes a continuation of an existing ticket or a
when a new ticket is required.

To raise a ticket, click the Service Tickets tab and select the rig to which the ticket
applies. After the screen refreshes select the piece of equipment it relates to or the ‘Not
Applicable’ option. Complete the rest of the form and enter your message in the box
provided. You can attach a document (photo, report, PDF) to your message by clicking
Browse... and selecting the file to attach. When finished, click Raise Ticket.
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An email with details of your ticket will be sent to the appropriate person nominated
within the Account Details section to receive messages of a particular type, who will
respond through the TRS system, or by telephone if applicable. A copy of the email is
sent to your email address for your records.

That’s itl Read on for more detailed information about TRS.
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3.

Logging In

Before logging in to TRS, you must have first been given an account on the system. To
log in go to http://www.totalrigsupport.com and enter your user name (email address)
and password in the boxes provided and click Log In.

Lost Password

If you have lost your password you can ask TRS to send you a reminder by entering
your email address in the box provided in the Lost Password section and clicking Send.
Your password will be sent to the email address provided. If, for any reason, your email
address is not the same as that on the TRS system you will have to contact Zeefax
directly to have your account re-set.

Requesting an Account

If you don’t have a TRS account you can request details about how to obtain one from
Zeefax by completing the Request an Account section and clicking Request.

Access Rights

All users have access rights which restrict some of the available functions. For example,
only ‘Account Holders’ have the rights to amend the Account Details, add Drilling Rigs
or add and amend other users’ User Accounts.

Selecting Accounts

After logging in, a list of the accounts which you have access to is displayed:

Arabian Driling Company | User Gary Bames (AIMIniSirator)
""":'—"“ n User Account.  zeefax Driling Corporation (Gold)

Total Rig Support by Zeefax Limited
(Account Details| [Driting Rigs | [Equipment Inventory | [Senvice Tickets | [User Accounts| [Log Out]
HEOE nems per page
Search for [ < |

% Conlact % Telephone

Zeefax Drilling Corporation Gold Reza Beyad +44 (0) 20 8748 7808 %}
/0

wss i wsen com Q9
vega /9
V Ships Canada Inc P %]
Unknown QY
Tumer EPS /3

rian g ransocean e x}
Tefin /Q

Taga Gold HA +44 1224 275275 Info@laga.com P x]

World Wide Power Services. Gold NA +671 (4) 6861155

wilhelmsen Gold WA (+47) 67 58 45 50

Transocean Driling Gold Brian Graham +001 713 232 7500

Showing ltems 110 4 of 4

AddAccount | Expost To Excel

This list displays all the accounts which are available to you. If you have more than one
account, you might want to work on one account at a time or a selection of accounts.
The working accounts are selected in the panel at the top of the screen. To select you
working accounts click on the account name in the panel (it will automatically expand).
To select more than one account, or de-select an account, use Control-Click. Use Shift-
Click to select a block of accounts.
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4. General Navigation

Once logged in, navigation to each section is via a series of ‘tabs’ at the top of the
screen. A typical screen might look like this:

Mam navigation tabs Items per
Search box page selector
Page selector Filters \

Ay
e — —‘ User: Bames (Acminstrator)
_— | Aschar Limied User Account  zeef: D ration (Gokd|
r \ 09 Corporation (Gok)
|0YA|_ RIG SUPPORT \

\{lﬂm Supp by Zeefax Limited
[ccount Detats | [Drinng Fogs] || Lummrﬂlrﬂemmr servil Tic Izl][ sser Accounts] [Log out \ \ \_

EanBannnnn LJI_IL_]U N e mr>.§
=

Equipment Type: | A8 ] Search for
Clurc

OC Control Moduie

Click to sort /

Arablan Driling Company D8 DC Control Modue nMT

ming Company AD8 | o controt wocuse 6003

Shet Driing et 1 Emergency Generatir | Emergency Generator Caterpitar

‘Shelf Driling Agriatic 1 Emergency Generator Engine. Caterpiliar

She Drling Adriatic 1 Engine Room |G€Mfal0.' Kalo

Shet Dril Agsriatic 1 Engine Room Generator Hatg

MNININININ]IN] AN

N
Wialalalalalal alals

‘Sheit D Adeiatc 1 Engine Room Gonerator Kato

o ole oo oo

slelelelelel=al=1~1-|M

ng

Shet Drisng a1 Engine Room | ceneratar Kato
ng
g

Shelt Dt Acriatic 1 Engine Room | cenecatar Kato

Showing tems 1 1o 10 of 541

\ Export this list Action icons

A\

/

Sorting and Filtering Lists

On screens which display lists there is usually a set of filters which can be used to filter
down the list to include information of a particular type, and appear as drop-down lists.
Filters are turned on by selecting options from the drop-down lists in the filter section
(except for the search box where you must click Go after entering your search word or
phrase). To clear a filter, select the All option in the drop-down list. To clear the search
box simply delete the contents of the box then click Go.

Lists can be sorted by any column by click the up or down arrows in the title bar of the
list (up to sort in an ascending order, down for descending order).
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Action Icons

In the right hand column of most lists are some icons which are used to edit or delete
information, or provide other functions. Hover your mouse over each icon to see what it
does. The following is an explanation of each icon used in TRS:

f edit an item or information

8 delete an item

send an email

¥ download attachment
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Page Selector

Some lists are split over a number of pages. At the top left f the screen is a series of
icons to navigate through the pages, which appear as: |« < 1 — —|. Clicking each
does the following:

|«— go to first page

— go to previous page

123etc go to the selected page number
— go to the previous page

—]| go to the last page

The actual number of pages will depend on the number of items in the list and whatever
is selected in the Items per page selector. This can be set to show as few as 10 items
per page, or all items if required.

Export To Excel

This button opens a pop-up window which containing your list in excel format. All the
filters which you have set on the list page are obeyed, so to when you want to download
a complete list make sure the items per page is set to ‘All' and any other filters are
removed.
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Accounts

Only users with Account Holder status have the rights to amend the account details.

You can check your access rights level after logging
side of the page where you will see your name,
brackets.

in by looking at the top tight-hand
followed by your access level in

To amend your account details, log in and click the ~# icon of the account you

want to edit from the Accounts list:

|

TOTAL RIG SUPPORT

m Aratoan Dflng Company e Gary Bames (Asminsiralon
| Archar Limited User ACcount.  zeefar ration (GO,
e Driing Corporaiion (Gokd)

Total Rig Support by Zeefax Limited

‘Actount Detats | [Driveg Rigs | [Equipment Inventory | [Service Tickets | [User Accounts| [Log out

HE0RE toms pergage: (10 T2

seanior [ |10
Zeetax Dritng Corporation Gokt Rieza Beyad +44 (0) 20 8748 TH0B hevanfueety com =]
Word Wi Power Services Gok A +OTY (4) BBE1155 Infogwordwias com i x)
Wihetmsen Gold NA (+4T) 67 58 45 50 WSS AT Com g ]
vega QD
W Ships Canada Inc rQ
Unknown Vg x]
Tumes EFS g =]
Transocean Drmeg Gokt Brian Graham +0O1 712 232 7800 Drian grahareansocean com V=]
Tein Vg ]
Taga Gokd NA 44 1224 275275 infegpags com £

Shawing ems 110 4 of 4
(T

This opens up the Accounts detail page:

TRS

TOTAL RIG SUPPORT

User: Gary Bames (Administrator)

User R:count  Zeefax Driling Corporalion (Gokl)

B s
| Aschar Limited
| Awicr Drling

Total Rig Support by Zeefax Limited

(Account Detats | [Brinng Fogs | [Equipment imventory | [Service Tiensts) [User accounts] [Log Gut

Contact Email | tborad@eastas com

Company (Zastax Drting Coporaton
Addness | 320 King Sreat
7
|
N e—
Country ([ uraTED KrvsDOM B
Posicode W ORR
Tesgone (mmrans )
Contact st Hame [Fea
Cantact Sumame (Beyaa

Service Leve [awa 5]
Notifications ]
Complaint [ ghamusi@restan com =
E?:u@mmmm
rostascom |
Engneer Request ghames@zestancom
moyad@zeetux com
@i com
- i
rheyadGzes fax.com
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On this screen you can amend name and address details and also select the email
addresses of persons who received notifications when certain types of ticket are raised.
To select more than one recipient, or de-select a recipient, use Control-Click. Use Shift-
Click to select a block of recipients.

Once the on-screen form is complete click Update Account Details. This will be
confirmed with the following dialogue box:

Account details updated

Click OK to return to the detail screen.

You can not change the Service Level from this screen: to upgrade please contact
Zeefax Limited.
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5. Drilling Rigs

The drilling rigs section is used to create a list of the rigs or installations which have
equipment which you want to log in TRS. Only users with Account Holder status have
the rights to amend the rig details. You can check your access rights level after logging
in by looking at the top tight-hand side of the page where you will see your name,
followed by your access level in brackets.

In fact, these don’t have to be drilling rigs — they can be any type of installation, or
simply a section header to help you organize your service tickets. We recommend you
create at least one ‘General’ section for tickets raised which don’t relate to one
particular installation.

To set up a rig, click the Drilling Rigs tab, and this will display a list of any previously
entered rigs. To learn how to navigate list screens, please refer to the General
Navigation section of this manual.

Accouts [Reubian Defing Company User: Gary Bames (Agminisirator)
_ ::-n.nln USEr ASCOURE  Zoafax Driling Corporation (God)

Total Rig Support by Zeefax Limited
[(aceount Detats| [Drinng Fags | [Equipment inventory | [Service Tickets| [user accounts | [Log out
HEHOEEMEEEHEERSM tocaton: [ 2 [ nemsperpage: 10 T
scRue | A ] searcnfor: | =

(SGEMs T | & Tolal KVA

Arabian Drling Company AD 6 Mot specified ] 0 1

Aratian Drsng Company ADE Not specified 0 o

Shet Driling Agriatic 1 Higena JackUp Ross Ml

Shelt Diiling Adriatk 10 MNigera Jack-p oMe

‘Shet Driling Agriatic 5 UAE JackUp Ross Ml 3

Shwelt Diiling Aaniate 6 Malaysia Jack-Up Ross Hil 3

Shes DnEng Agran 9 Nigena R Baues

slele|e|s]8
8
slele|e| ==

Hatonal Driling Company (NDC) Al Broom Persian Gut Jack-Up Zeefax ]

Aschor Limited A1oa Norin Mot speciied o 0 1

S o S SIS
o|e o ol ole o olo

8P Baibeggie Pumging Station Baibeggee. Scotiard Ot il Graham o o o o L]

Showing lems 1 10 10 of 132

To add a rig click the Add Rig button, or to amend the details of an existing rig, click the
7/ icon. This opens up the detail editing screen:
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TRS

TOTAL RIG SUPPORT

e 7] user: Gary Bames (Administrator)
cher Limbe User ACCount:  Zeafar Driing Corporation (Gok)

Total Rig Support by Zeefax Limited

(Recount Detais) [Gring Figs) [Equpment iversory) Servee T

T

Each field is described as follows:

Rig Name

Rig Type

Year of Manufacture
Location

Shipping Instructions
SCR System
Manufacturer

No. of SCRs

No. of Generators

Total KW

Total KVA

The name or reference number of the rig. This doesn’t have to be
an actual drilling rig — it can be an installation or simply a section
name to help you organize your service tickets.

Select the rig type, or select ‘Other’ if it’s not a rig.

Year in which the rig was built, or year of last major upgrade if
more relevant and preferred.

Entering the location will help Zeefax organize the support
services to fulfill your service requests.

Entering any instructions for shipping spares or returning items
for repair and return.

Select the manufacturer of the SCR system on the rig, or select
‘Other’ if it’s not a rig.

Enter the number of SCRs sections in the SCR system, or zero if
not applicable.

Enter the number of Generator sections in the SCR system, or
zero if not applicable.

Enter the total amount of generated engine KW available on the
rg
Enter the total amount of generator KVA available on the rig
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Enter the details as appropriate then click the Update Rig Details button. You should
see a confirmation message:

Rig details updated

Click OK to return to the rig detail screen, followed by Back To Rig List to return to the
list of rigs.

Deleting Rigs

& WARNING
Deleting a rig will delete all the associated
equipment and service tickets, and is most
strongly NOT RECOMMENDED.

To delete a rig, go to the list screen and click the corresponding €3 icon. Deleting rigs
which have equipment and service tickets against them is not recommended. After
clicking the delete icon, you will be asked to confirm this action:

Are you sure you want to delete this rig?

This process can not be reversed.

Click OK if you want to proceed with deleting, or click Cancel to return to the rig list.
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Equipment Inventory

The equipment inventory section is used to manage and maintain a list of equipment
which might be serviced or repaired, and to be able to identify individual items and
maintain a log of its service record. All users have the rights to add or amend
equipment.

To add equipment, click the Equipment Inventory tab, and this will display a list of any
previously entered equipment. To learn how to navigate list screens, please refer to the
General Navigation section of this manual.

e Dot o usar: Gary Bames (Asministrator)
[achar Limaed User Aceount:
i Zeefa: Diling Corporation (Gokd)

Total Rig Support by Zeefax Limited

aceourt Detats] [Drinng R [ | [Servee Tiekets| [user accounts] [Log out
HOMUEHMEEOEEEGE g (A ] nemsperpage
Equipment Type: [ A1 ] Seareh for =
Arabian Driling Company A 16 DG Control Moduie 268 ¥l Graham Oontrols B | Pl >
Arabian Driing Company a0 8 DG Controd Moduse 6003 Ross il 1 LTI
Arabian Driling Company DS DG Control Moduie 1T Ross Ml 4 ATOE
S Dirifing adriatic 1 Emergency Generator Emergency Generator Caterpitar 0 LT
Shelt Driling | Adriatic 1 Emergency Generator Engine Catesmiiar [} FaC] 0
Shelt Driling Aiatic 1 Engine Room Generator Kato 0 racl -]
‘Shelt Driling Aariatic 1 Engine Room Generator Hatg o LTI
Shest Diising Agiati 1 Engine Room Generator Kalp 0 LD
Shett Driming ariatic 1 Engine Room Gonerator Kato o AR
Shett Diiing Acriatic 1 Engine Room Generator Kato o el ~]
Showing ems 1 10 10 of 541
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To add a rig click the Add Equipment button, or to amend the details of existing

equipment, click

the 7 icon. This opens up the detail editing screen, which will

depend on the equipment type selected. The piece of equipment shown below is an AC
Control Module, and has extra data fields:

TOTAL RIG SUPPORT

[Aanbian Deling Compary <] Usar: Gary Bames (Adminiirator)

User AScount:  peetar Onimng Corporation (Gok)

Total Rig Support by Zeefax Limited

[Account Detats| [oniing Fogs | [Equipment invertory | [Service Tickets | [User Accounts | [Log 0wt

Equipment Type
Rig

Location on Rag
DesCrpscn
Serial Number

Tag Number

Mintr JobProject Numbes [z ]

Manutacturer Ross Fos ) ar sesect from| <-Sewct-> ]
Ma f [

Zew ted Part Humber

AC Confrel Module Detalls |
Engine Type [catDio Jieg CAT 3512y Power |52 J--u of '\mb o
Speed 1200 |RPM Frywheel | 183 Tewtn

Puise Pick-Up Frequency [8a ] u:

e e C— T R -

Veitage 00 v| 3 |Pnase| 60 |Hzie.g 600V 3 Phase 60Hz)

Notes

Each field is described as follows. Many are optional, so complete what you can and the
system will tell you if any important information is missing. Once the on-screen form is
complete, click Update Equipment Details to save the changes.

Equipment Type

Rig
Location on Rig

Description
Serial Number

Tag Number

Mnfr project/Job

Select from the drop-down list. The screen layout may change
depending on your selection. Each type is described later in this
section.

Select the rig where this equipment is located.

Typically this will be a section of the and SCR system (SCR1,
SCR2, GENS3, etc, or may be ‘Drill Floor’ for equipment like a Foot
Throttle.

Name of the equipment. This field is automatically filled for some
equipment types.

This is the manufacturer's serial number, or any other unique
identifier.

Some rigs use tag numbers to help identify a piece of equipment
in a particular location. This is not the same as the serial number
which is unique and allocated to a particular item.

Enter the system or project number assigned by the original
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Number
Manufacturer

Mnfr Part Number

Zeefax Part Number

Notes

AC Control Module

equipment manufacturer.

This is the original manufacturer of the equipment. We have
provided a handy drop-down list of some manufacturers which
you can select from.

Enter the original manufacturer's part number. This can help
Zeefax identify equivalent replacement parts, which is especially
useful when parts become obsolete.

This is the equivalent Zeefax part number for easy ordering of
replacements and spares.

Enter any notes associated with this equipment, including details
of any special modifications.

When this equipment type is selected, additional information is requested which can be
obtained from the equipment label:

Engine Type
Power

Speed
Flywheel

Pulse Pick-Up
Frequency

Generator Type
Rating
Voltage

DC Control Module

Enter the engine manufacturer and type number

Enter the power rating of the engine. You can enter this as
Kilowatts (KW) or Horsepower (HP) in the appropriate box and
the corresponding KW or HP value will be calculated for you.

Enter the RPM of the engine at normal running speed

Enter the number of teeth on the flywheel where the magnetic
pulse pick-up sensor is located.

This is automatically calculated from the values you enter for
speed and flywheel teeth.

Enter the generator manufacturer and type number
Enter the generator rating in KVA.
Enter the system volyage, e.g. 600 (V) 3 (phase) 60 (Hz).

When this equipment type is selected, additional information is requested which can be
obtained from the equipment label.

Enter the current limit for each assignment and select either Shunt or Series motor type.
If all the motors are of the same type, click the Shunt or Series column headers to select
the same for all assignments.

Two extra lines are provided for other, non-standard assignments. There is also
provision to enter the DC Module terminal number which selects these assignments,
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Copying Equipment Details

When creating your inventory it is often convenient to copy details from a similar,
existing piece of equipment and make minor changes such as the serial number and
location. To do this, create the first item and save it, or select the item you want to copy
from in the equipment list by clicking its 7 icon to open the detail editing screen.

To copy this item, click the Make A Copy button at the foot of the screen.

This creates an exact copy of the equipment so that you can then make any minor
changes and save it by clicking the Update Equipment Details button. To help identify
the copy, the text ‘(Copy)’ is added to the serial number, which you can subsequently
delete when you enter the actual serial number.

Deleting Equipment

To delete a piece of equipment, go to the list screen and click the corresponding €
icon. Deleting equipment which has service tickets against it is not recommended. After
clicking the delete icon, you will be asked to confirm this action:

Are you sure you want to delete this equipment?

This process can not be reversed.

Click OK if you want to proceed with deleting, or click Cancel to return to the rig list.
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8. Service Tickets
Introduction

Service tickets are the engine room of the TRS system. A service ticket is any kind of
record you want to raise on the system, and will typically be:

¢ manual or drawing upload

a technical question

a request for a service engineer to visit a rig
comments and suggestions about the TRS system
a report about a service visit or repair.
maintenance report

This way, a comprehensive information system can be built up for each rig and piece of
equipment to form a complete service record.

When you raise a ticket you will be asked for the type of ticket it is. This ensures that the
ticket is directed to, and handled by, the correct department at Zeefax Limited. You can
monitor the status and progress of your tickets, and you will be automatically notified of
any change in status by email.

Each ticket maintains a record of messages, and each message can have a document
uploaded and attached to it. This means that when you receive a report from Zeefax or
any other supplier about a piece of equipment you can store it on the system. You might
even want to store electronic versions of manuals and schematics against a piece of
equipment.

A typical series of messages following a request for a Service Engineer might look like
this:

e ticket raised for service engineer visit containing details of the problem to be
resolved

e Zeefax confirm receipt and details of dates and times of the visit

e service engineer returns and files the trip report.
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Raising A Ticket

To raise a ticket, click the Service Tickets tab. This displays a list of all the tickets on the
account. Use the filters to narrow down your list. If you don’t know how to do this please
refer to the General Navigation section of this manual.

User: Gary Bames (Admintirator)
User ACCOURE  Feeta: Driling Corporation (Gold)

Total Rig Support by Zeefax Limited

Account Detats | [Driling Rugs | [Equipment invertory| [Senice Tickets | [user Accounts | [Log out
EOOEOOEEONEEEE e e
Equipment Type: [ A3 -| Search for.
equpment [121] roret Type
e
= Prictity | & T | | = Equipment | = SiNo. =M
Arabian Dilng Company 2829 Service Trip Repon Compise Megum Liser 2014-11.05 113439 Gary Bames. AD B Nal Appikc atie 1 ' 0
Hational Driling Company (NDKC) 2830 Service Trip FReport Comgiste Mexdum User 2014-11-05 114212 Gary Bames. Al Bzem ot Applkcabis 1 iy %]
Seawed 331 Service Trip Report Comgiete Mecum Liser 2014-11-05 11 5040 Gary Bames. Dunin Alpha Not Appikcatie 1 4 0
Awico Drilng 2832 Senvice Trip Repon Compisse Megium Liser 2014-11.05 11 53 52 Gary Bames. Vihuriter Nat Applkc atie 1 g > ]
awico Dring P Service Trip Report Compitte | Meum ser 20141105 11 8625 GaryBames | winumter ot Appiatis s /9
Awico Dritng 2834 Service Trip Repor Compiete Megum Liser 2014-11-05 11 5620 Gary Bames Wihusrier Hot Applicatie 1 s Q
Wimelrsen 2835 Service Trip Repor (= Mecum Liser 2014-11-05 120024 Gary Bames. By Orange 18 Mot Appiie 3t 1 4 0
[F— 2836 Service Trip Report Compite | Megum ser 2014-41-08 1201 47 GuyBames  |Bgorngets |NotAppacesic s Q)
Wibeimsen 2837 Service Trip Report Compiete Medum User 2014-11-05 120248 Gary Bames Big Orange 18 ot Appiicabie 1 s 0
Wihelrsen 2838 Service Trip Repon (= Megum Lisar 2014-11-05 120349 Gary Bames. By Orange 18 Mot Appiie atie 1 rd 0
ShOWING ems 1 580 10 oI 97
To raise a new ticket, click the Raise New Ticket button:
Reabian Deling Company User: Gary Bames (Administrator)
M-: ""“ User Account:  zeera Dring Corporation (Gowd)

Total Rig Support by Zeefax Limited

omat
Compael Dellae
Comaorant Alpha =

Ensure the Ticket selector is set to ‘< New Ticket =’, and select the rig for which this
ticket applies. If you want to raise a ticket which does not relate to any particular rig, you
should first create a rig called ‘General’ (or similar) as described in the Setting Up
Drilling Rigs section.
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Once the rig has been selected the screen refreshes:

e user: ey Bares (Administaon
| Acchar Limated User Account: > "
Awico Driting Zeefax Drling Corporation (Goid)

Total Rig Support by Zeefax Limited

Ticket
Rig

Equipment

Select the equipment which the ticket applies to, or select ‘Not Applicable’, and the
screen will refresh again.

Page 21 of 26



Zeefax Limited

Guide to Using TRS

Complete the rest of the form as applicable:

#ccousts | IMTRabian Detlng Company <] Usar: Gary Bames (Agminsirator)
Acchae Larated User ACSOUnt: Jeprax Dnmng Corporanon (Gow
| ke Crlling L ng Corporation (Gok)

Total Rig Support by Zeefax Limited

Each field is described as follows:.

Ticket

Rig
Equipment

Type

Status

Priority

Raised By (non-
editable)

Raised On Date
(non-editable)

Notify me by email
about changes to
this ticket

Select ‘< New Ticket—>’ to raise a new ticket, or jump to another
ticket by selecting it from the drop-down list. Be sure to save any
changes before you do.

Select the rig which this ticket applies to

Select the equipment which this ticket relates to, or select ‘Not
Applicable’

Select the ticket type from the drop-down list. Selecting the
correct type is important, because it determines which
department in Zeefax will handle the ticket.

Set a new ticket to ‘Open’. As the ticket progresses the status will
change.

Set the priority for this ticket against all other tickets you may
have raised. The temptation is to set all tickets to the highest
priority, but this simply means that all tickets will be treated the
same, so keep your powder dry and only make those tickets
which are truly urgent to the highest priority.

The name of the person who raised the ticket.

The date the ticket was raised

Leave this box checked to ensure you receive automatic
notification by email about any changes to this ticket.
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New Message Enter your comments or message here. Click the Edit Window
button to open up a larger-format window for easier editing.

Attach Document To attach any document to the message click Browse... and
locate the file on your computer. If you have more than one
document to upload, use the WinZip program to combine them
before uploading.

Once all fields are complete, click the Raise Ticket button. If you have attached a large
file the upload may take a few minutes. Emails are automatically sent to Zeefax and
copied to your email address. Allow the screen to refresh, and after the confirmation
dialogue

. Information

Ticket updated.

your message should appear in the message list at the foot of the screen:

Messages

Showing Bems 110 10 1

% Raised On % Rased By % Messagafteply

Gary Barmes The slectncian, Harry

2014-11-05 ram requested assistance for 1 2 e g A Modules recently acquired froem Natonal Oitwedl, serial numbers 10768 and 10760, due to problems previously User [ P>
113430 expenienced with runaing a generalor Mied wih these modules

The attachment icon # indicates that there is an attachment, which you can
download and view by clicking it. Click the Back To Ticket button to return to the list of
tickets.

Updating A Ticket

To add a message to an existing ticket, select the ticket from the list of tickets by
clicking the corresponding ~ icon. Make any changes to the ticket, such as
changing status, or add a new message and attachment, then click the Update Ticket
button. Your message will be added to the list at the foot of the page:

Messages

Shawing lbems 180 201 2

% Raised On i = Rased By i 3 MessageReply

2014-11-10 Gary Bames Prociem soived. The atiached document did the trick. Thasks Adminsiratoe )
132209
2014-11-05 Gary Bames Tor soive the SCR winch and Drawworks Control probles. Lser M F 0
131025
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Amending A Message

You can correct or amend a message by clicking the corresponding / icon. This
loads the message into the message are for editing:

oY e c

Once there, you can amend the text or upload a new document, which will replace the
old one. Click Update Ticket when finished.

Deleting A Message or Ticket

To delete a message or ticket, click the corresponding & icon. Deleting is to be
avoided if at all possible. Once a ticket has been raised or amended emails are sent to
the designated recipients, so deleting it may cause confusion.
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9. User Accounts

The User Accounts tab is used to manage the users on the account. Only the Account
Holder can add or amend other people’s accounts, but you are allowed to amend your
own account if you are not an Account Holder. You can check your access rights level
after logging in by looking at the top tight-hand side of the page where you will see your
name, followed by your access level in brackets.

To see the list of users click the User Accounts tab, and this will display a list of all
users. To learn how to navigate list screens, please refer to the General Navigation
section of this manual.

TRS

TOTAL RIG SUPPORT Total Rig Support by Zeefax Limited

User: Gary Bames (Administrator)
User ASSOURT:  Zeatar Oriling Cororation (Gokd)

‘Account Detasts | [Driling Fogs | [Equipment Inventory | [Service Tickets | [User Accounts | [Log Cut|

Eenes P—ry

Search for :]u

> Tetophone

Arabian Driling Company Beverey Bames Deverey bames@iolalksUDCa Com Personal Assistant 01484 526270 User P x ]
Dema Cormpany Dema User dempdtolaingsupeon com Demo User Account Hoider P x|
Zeetax Drilng Corporation Gary Bames ghamesSoeeli com Engineer Admnstralos P x|
Shelt Driling Gary Bames shefsengreeta com Engineer User P x ]
Zeefax Drikng Corporabon Reza Beyad heyad@reelan com Managing Direcior Admanstralon i -4
Zeetax Oriling Corporation Test Test testirestar com Test 558 Account Holder P x|

Showing lems 110 6 of &

Adsd Usar

To add a user click the Add User button, or to amend the details of an existing user,
click the ~ icon. If the Add User button is not visible, or the ~ icon is greyed-
out you do not have sufficient access rights for this operation. If you do have sufficient
rights the detail editing screen will open up:

o N ] ser oy Bames ikaizion
{ keh;ul-d User ACCount:  zeetax Oriing Corporation (Gok)

Total Rig Support by Zeefax Limited

‘Account Dctats | (Oriling Rogs | [Equipment invertory | [Service Tickets| [User Accounts | [Log ou]

First Name
Sumame
Job Tae
Telephone
Fax

Emai Address

Passwoed
Access Level

Accounts
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Each field is described as follows:

First Name
Surname
Job Title
Telephone

Fax
Email Address

Password

Access Level

Enter the first (given) name of the user.
Enter the surname (family name) of the user.
Specify the position or the job title of the user.

It's often more convenient to respond to a user by telephone.
Enter a number here, if possible.

Enter a contact fax number if possible.

The email address must be entered. This is also the user name
for logging in.

Enter an appropriate password. Passwords should be at least 6
characters in length and contain letters and numbers.

Select an access level for this user.

Enter the details as appropriate then click the Update User Details button. You should
see a confirmation message:

Account details updated

Click OK to return to the user detail screen, followed by Back To User List to return to

the list of users.

Send Password To User

You can send the log-in details to any user by clicking the '; icon corresponding to
their name on the user list screen. If this icon is greyed-out then you don’t have
sufficient access rights.
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