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1.

1.1

Introduction

Purpose

The purpose of this document is to describe how to access cases on the Meter Point Administration (MPA)
Worklists and to describe the generic buttons, actions and functions available within the MPA worklists
screens.

The document is intended to be read in conjunction with other documents that provide operational
instructions for specific functions.

1.2

References

Reference Number Document

UG-GE-GUI-100 GUI Features

1.3

Overview

The functions and accompanied actions covered include the following:

How to access MPA screens
Selecting an MPAN to work
Unlocking an MPAN

Filtering for the required worklist
Viewing the details for a case
Worklist actions to take

Generic actions to take
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2. MPA Worklists

Cases on MPA worklists are created when a dataflow is received which requires manual intervention, that
is, an action to be taken within ERS. Actions include resolving cases created due to exceptions which may
be:

e Invalid details — for example a dataflow is received containing an MPAN that is not known to ERS.
e Overdue dataflows — a dataflow has been received and is expecting a response which is overdue.
¢ Rejection of a request — a request has been made to a third party agent that has been rejected.

In order to resolve the case caused by an exception, manual intervention is required to determine the
course of action to be taken.
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2.1 How to Access MPA

There are various ways to access the MPA screens:

=

e Select the Meter Point Administration option _"&Y from the ERS Main Menu. The Meter Point
Administration screen is displayed.

4 SELPREU1 (SELPREU1) Mecter Point Administration Logged on as rbaines

y)
-
Le

Current Rlter Criteria:

RS|  MPANCore [SupplyStartDa.. Contract | Account Ref |

| accman | csE | Lockedey |

B 5

DD DEADEOE

B &

{no matches) [ elect  J[ Urisck [ Filer Refresh

Figure 2.1: Meter Point Administration

Otherwise,
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From the following screens:

In the Master Customer Enquiry screen, select an MPAN and click the Meter Point Administration button
e
" in the Supplies, Groups or Ledger tab.

i

In the Contract Enquiry screen, click the Meter Point Administration button " in the top left hand
corner of the screen. The Sites and Supplies pop-up opens. Select an MPAN.

Once the MPAN has been selected, in the Contract Enquiry screen, click the Meter Point Administration
button in the Sites, Usage, Registration or Actions tab. Click the Meter Point Administration for the select
e

MPAN button'."&¥ .

The MPA Process Mode pop-up opens together with the Meter Point Enquiry screen. Multiple Meter Point
Enquiry pop-ups can be active for different MPANs at any one time.

R
In the Meter Point Enquiry screen, click the Meter Point Administration button.

L]
PREU1 (SELPRED Meter Poin ngquiry opoad on as Rbainas Ll
4 WMpan Core: 1200010001174 Supply Termination: Enargisation Status: E Energ sed
"5 Supply Starl: 15-Am-2010 Reyistralion Slalus: Pending Locked By: 1 baines

@ Registration HH Cons Raadings Dataflovs Agant ZACIAS Tasks TR Raports Instructions

Supoly Cate 15 Ap- 2040 Mcasurement Class ©H- Metered in 100KW premizes

Contract Supply €2 %°
Point Reference 12

= MPA (1200010001 174) Process Mode
Mpan  Aclions  Window

B

Distributor .’@‘. MPAN Core: 1200010001174 Supply Start Datz 15-Apr-2010 Supply Termination Date:
Encrgisation Status N2 Ragistration Status: Pending F isation Status: F Fi ised I ockad Fy: rbaines

Regular Cycle || Case Started I Description I Task Started | Decision
Retrieval Method | 03AP-2010 | 3210002 - Wait Fo- Cvercue DO217 or DOOST [12-Apr-2310

Commnunicativns Method

Details Daza “low hotas Tass Infa

2 (suoplypoint) : 1200010001174

2| (contract) :GEG2S

=='| (d0C55docid) @ 5204678

£l (do055createdata) : 20100404143558
Master Customer EDW RS ‘E] {registrationsequenca) :1

Ceontractld FREZS
Account Ref ROJ025(

Contract From C4 Apr 2

Special Needs Informaticn

|| S T |

.

Customer Password

|

[[)e]erunm; 1610212011 Derzr ] Clear Comirm - ReTesh =it

[ Changz o

DD DDDDDOO®

Figure 2.2: Meter Point Enquiry - MPA Process Mode
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2.2 Meter Point Administration Selection Screen

The Meter Point Administration screen displays a list of MPAN worklists. When the screen is entered for the
first time in an ERS session, it will default to show all MPAN worklists locked by the current user. The
Unlock button is disabled when no MPANSs are locked. If the screen is returned to during an ERS session, it
will appear in the same state as when last used. There are four action buttons available in the bottom right
hand corner of the screen.

4 SELPREU1 (SELPREU1) Mcter Point Administration Logged on as rbaines

o

) /.

Current Rlter Criteria:

R/S MPAN Core Su| Start Da... Contract | Account Refl Customer Name ACCMAN CSE Locked

DA

(no matches) _celect || Urlock Filter Fefre:

DERD DD

=3
=
[~

Figure 2.3: Meter Point Administration Selection
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2.2.1 Filter Button

Different types of filters can be applied to the MPA worklists. When opening a new session, the filter
defaults to Locked, otherwise the same filter previously used will be applied.

e Click the Filter button to change the selection filter criteria. The Transaction Filter pop-up opens
displaying the different filters available.

#* Transaction Filter E|
' Locked:

) MPAN Core:

i Contract:

) Meter Id

(s Worklist:

Worklist Description Mpans Age(Day)
heter Point Configuration Yalidation Failed Deferred 1] 0 -
meter Technical Details Overdue 1 245
Meter Technical Details Pending 1] 0
Meter operator appaointment overdue 5 322
Meter operator rejected appointment 1] 0
hMetering and Measurement Class Discrepancy 1] 0
Metering and Measurement Class Discrepancy Deferred 1] 0
Migsing A ] M2
Missing Energisation Status Change Readings 1] 1] =
Mis=ing HH Consumption a8 a1 —
Missing HH Consumption Deferred 1] 1] =]
Rows Returned l:':} 21

Reszet Cancel Olkay

Figure 2.4: Transaction Filter
To select the required filter criteria:
e Click on the required radio button and enter any relevant details or select the required worklist.
e locked —a list of MPAN worklists locked to the current user is displayed.
e MPAN Core — enter a specific MPAN core. A list of worklists outstanding for the MPAN is displayed.
e Contract — enter the Contract Id. A list of transactions outstanding for the Contract Id is displayed.

e Meter — enter the meter serial number. A list of worklists outstanding for the meter serial number is
displayed.

e Worklist — select the worklist name from the list in the lower half of the screen. For each of the MPA
worklist listed, the count of MPANs and the number of days the oldest case has been outstanding are
displayed.

e The filter will default to showing the first 21 results. To display more results, move the Rows Returned
slider before clicking on Okay.

e Click the Okay button. The Meter Point Administration Selection screen is refreshed listing the worklists
that match the filter criteria. If there is only one matching MPAN worklist, the MPA Process Mode pop-up
opens for that MPAN.
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2.2.2 Select Button

e To select an MPAN, highlight the required MPAN and click the Select button. The Meter Point Enquiry
screen is displayed and either the MPA Process Mode or MPA View Mode pop-up opens displaying
details of the selected MPAN.

The MPA Process Mode pop-up opens if the MPAN is not locked by another user or is locked by the
current user.

™ | MPA (1900047384922) Process Mode (=13
Mpan Actions Window

_G:]'. MPAN Core: 1000047324022 Supply Start Date 23 Cct 2000 Supply Termination Date:

hY 2/ Registration Status: Fending Energisation Status: E Enzrgised Locked By: rbaines
Casc Started Worklist ipti Task Started

19-0ct-2008 71300001 - DO2C3 Rej of Changes to Meter Defails Reczived 19-0ct-2009

14-0ct-2009 3340092 - Meter Technical Dezails Overdue 21-0ct-2009

22 Oct 2000 3220001 Failed Registretions 22 Oct 2000

aw

Detalls 2ata Flow Hotes Tass Inta

=.=_| {document)

Arrapt [Defer Until:  14/02/201~ [Z]  Defer ] Cleat Cnnfirre | Fefrash Fil

Figure 2.5: MPA Process Mode
The MPA View Mode pop-up opens if the MPAN is locked by another user.

= MPA (2000008 977810) View Mode
Mpan Actions Window

:'CD ! MPAN Core: 2000008377810 Supply Start Date 19-Jun-2010  Supply Termination Date:
N Registration Status: Ragisterad Energisation Status: E Energisad Locked By: pauld
Case Started Worklist Description Task Started

12-Jun-2010 L0011 Agreement of Terms Exception A2-Jun-2010 -
12-Jun-2010 00011 Agreement of Terms Excepticn A12-Jun-2010 L
12-Jun-2010 D0011 Agreement of Terms Exception 12-Jun-2010 —
12-Jun-2010 D0012 Discrepancy Worklist 12-Jun-2010 —]
21-Jun-2010 Wait for all 20011 21-Jun-2010 hd
T e e e e e

Detzils Data Flow HNotes Tasks Infa

~ .

(3 (document)

T q_l {conflicting_field) :Effective from Date
£| (system_value)
£| (data_flow_value) : 20100619

Refresh Exit

Figure 2.6: MPA View Mode
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2.2.3 Unlock Button
This button is enabled if the selected MPAN is locked by the current user.
To unlock an MPAN,

e Select an MPAN locked to the current user and click the Unlock button. The user id will be removed from
the Locked By column.

The Unlock MPAN pop-up opens if the MPA Process Mode pop-up for the selected MPAN is still open.
This must be closed before unlocking the selected MPAN.

Unlock MPAN [

,fif\ You have to exit the MPA Pop-Up first
Ay

il

Figure 2.7: Unlock MPAN
e Click OK button to close the Unlock MPAN pop-up.
2.2.4 Refresh

To refresh the selection, click the Refresh button. The screen is updated with data relating to the current
filter criteria. If the filter has not been used then it will default to the Meter Points locked to the current user.
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2.3 MPA Process Mode

The MPA Process Mode pop-up contains information regarding an MPAN’s status and a list of the
outstanding MPA worklists cases for the MPAN.

The top panel lists the worklists cases in a table with the following columns:

e (ase Started — the date the original case started. For example, the case starts for a COA Meter
Technical Details Overdue worklist when the appointment request is sent to the meter operator.

e Worklist Description — the case worklist id and name.
e Task Started — the date the case was placed on the worklist.
¢ Decision — the action taken on the case.

The bottom panel has five tabs. Each tab displays different information relevant to the selected worklist
case. The Details tab is displayed as the default.

Once a worklist case is selected, the actions that can be taken will be displayed at the bottom of the screen.
There are two sets of action buttons:

e Worklist actions — shown in the bottom left hand corner. These are actions specific to the selected
worklist case that need to be taken to clear the case. Some actions will only be available to users with
the appropriate authority.

e Generic buttons — shown in the bottom right hand corner. These are generic actions which govern how
the pop-up operates.

~ MPA (1900047384922) Process Mode =3
Mpan Actions Window
@ MPAN Core: 1900047384922 Supply Start Date 23-Oct-2009 Supply Termination Date:
N Registration Status: Pending Energisation Status: E Energised Locked By: rbaines
Case Started Worklist Description | Task started Decision
19-0ct-2009 | 71300001 - D0203 Rej of Changes to Meter Details Received 119-0ct-2009 |
14-0ct-2009 3340092 - Meter Technical Details Overdue 21-0ct-2009 |
22-0ct-2008 | 3220001 - Failed Registrations |22-0ct-2009
1 Details | Data Flow Notes Tads e
| (document) — e
Accept [Deter Until: 14/02/2011 [¥] Defer ] Clear Confirm =~ Refresh Exit

Figure 2.8: MPA Process Mode
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2.3.1 Details Tab
To display the Details tab for the selected case:
e Click the Detalils tab.

The Details Tab displays information associated with the selected case. This could be details of an
exception or details of when actions have been taken, for example details of the change of agent process.

Details [rata Flow Motes T ashs Infao

U (document)
£| {originatingprocess) : 63
| (contract) :69427
7 U (exceptions)
o U} (exception)
Z| {number) :54
£| {description) : Mo valid configuration found for new connection supply: 2100041008844

Figure 2.9: MPA Process Mode, Details Tab — exception details

Detzils Crata Flow Motes T ash= Infa

() (document) B
E] (newappointmentdate) : 20110505
=] {meteroperator) : UPLD
= (oldmop) : SOUT
Z| {contract_reference) : UPLDHAVEMO
£| (service_reference) :HAMR

"E]_ (service level_reference) :1 —
=| (AgentAppointmentDocld) : 5430038

=] (D0261) : waiting

E] (AgentAppointmentCreated) : 20110520
=| (taskaction) :none

s |

l

Figure 2.10: MPA Process Mode, Details Tab — action taken
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2.3.2 Data Flow tab
To display the Data Row tab for the selected case:
e Click the Data Row tab.

The Data Flow tab shows the structure and contents of the dataflow that is associated with the selected
case. Not all cases will display dataflow information, for example, if the case is for an overdue response,
the screen will be blank.

[retails DO=ta Flows Maotes T ashs Info

L% (document) -
T 'QJ (D0002) Fault Resolution Report or Request for Decision on Further A
¢ fu (HEADER) HEADER Dataflow Header Row
=] {J1129) File Record Type : ZHV
£| {J1064) File Identifier : 0000840251
£| (J0937) Dataflow reference and version number : DO002001
EI (J0934) From Market Participant Role Code : M (Meter Operator)
’E! (J0938) From Market Participant Id : SOUT (Southern Electric plc)
’E! (J0935) To Market Participant Role Code : X (Supplier)
=| {J0939) To Market Participant Id : HPOW
£| {J0280) File Creation Timestamp : 20110601 154541

1]

Figure 2.11: MPA Process Mode, Data Flow Tab
2.3.2.1
2.3.3 Notes Tab
To display the Notes tab for the selected case:
e Click the Notes tab.

The Notes tab is a text field in which notes relating to the selected case can be entered. A MPA Service
Request is created for the selected MPAN when the action(s) are confirmed.

Lretails [rata Flow Motes T azhs Info

Please enter note for selected taskis) below:

Fhoned MOF and chased flows. Will send today

Figure 2.12: MPA Process Mode, Notes Tab
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2.3.4 Tasks Tab
To display the Tasks tab for the selected case:
e Click the Tasks tab.

The Task tab lists the tasks for the selected case. The completed tasks are listed in chronological order and
if the task has not been completed it will display “Pending” on the Task Completed column.

[retails [rata Flauw Notes Task= Infao

Task Started Task Description Task Completed| Approved By
03-May-2011 Verify MPAM Core 03-May-2011
03-May-2011 00171 Check for address change 03-May-2011
03-May-2011 Check if Disconnection 03-May-2011
03-May-2011 D017 Validation of Distributor Changes 03-May-2011
03-May-2011 00171 Dist Chng of Meter Point Details Received 03-May-2011

Figure 2.13: MPA Process Mode, Tasks Tab
2.3.5 InfoTab
To display the Info tab for the selected case:
e Click the Info tab.

The Info tab displays business defined help text relevant to the selected worklist case. An example of this is
details of the circumstances that would cause a dataflow to be received or information on what action to
take to resolve an exception.

Details Cata Flow Notes Tasks Info

Charner: ||

Cataflow Management

Background:

Thesre are 3 scenarios that will result in the Supplier receiving this dataflow:

A. Customer detects a fault.

B. OC / MOP request a decisicn on further action. 3

C. C/ MOP send a "Fault Resclution Report™. B

Process:

A, Customer Detects s Fault

1. Check the Site Visit Code and the additional informaticn on the data flow to see if MOP has or intends to repair the fault.

2. If MOP has repaired fault then review the notes in ERS and log nature of work camied ocut in ERS and put the item to complete.

3. If MOP has not repaired fault, identify problems and reguest that MOFP resclves them by sending either a 0001 or 20005, Cnce |

sent put the item to complete.

B. Reguest for 8 Decision on Further Action

1. If more information has been requested check the "Site Visit Code”, the "additional information™ and the "Reason for Reguest” on —
\|the dats flow to decide on acticn reauined il

Figure 2.14: Process Mode, Info tab
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2.3.6 Worklist Actions

When a worklist case is selected, the available worklist actions are displayed. Only actions which the
current user is authorised to use are displayed. These actions and the processes that are triggered as a
result of the action vary for each worklist case.

For details of the actions available on individual worklists cases and the result of the taking those actions,
go to the relevant MPA User Guide.

~ MPA (1900047384922) Process Mode =3

Mpan Actions Window

@ MPAN Core: 1900047384922 Supply Start Date 23-Oct-2009 Supply Termination Date:

N Registration Status: Pending Energisation Status: E Energised Locked By: rbaines
Case Started Worklist Description Task Started Decision

19-Oct-2009 71300001 - D0203 Rej of Changes to Meter Details Received 19-Oct-2009

14-0ct-2009 3340092 - Meter Technical Details Overdue | 21-0ct-2009

22-0ct-2009 3220001 - Failed Registrations |22-0ct-2009

I Details Data Flows Notes T asks Info
-

-

£] (document)

( Worklist actions I
\/

Y

" accept | [DeferUntiz 14022011 [ Defer

Clear Confirm  Refresh Exit

Figure 2.15: MPA Process Mode (Worklist Actions)
When an action is selected, the Decision field is populated with the action taken.

-
B MPA (2000052328589) Process Mode | B
Mpan Actions Window
@ MPAN Core: 2000053328589 Supply Start Date 05-May-2011 Supply Termination Date:
Registration Status: Registercd Encrgisation Status: E Encrgiscd Lw
_— B
Case Started Worklist Description Task Started / Decision
26-May-2011 6300002 - MPAN Missing Opening Meter Reading 26-May-2011 f A
Ud-Jun-2011 £220800007 - EUS Excepton - Supplier incarrect UZ-Jun-2011 l l
20-May-2011 3310013 - COA Meter Tecanical Detals Overdue 24-Jun-2011 Deferred - 26-Jun-2011
L L

Figure 2.16: MPA Process Mode — Worklist Actions Decision

The action is not processed until the Confirm button is selected. Multiple cases can have decisions
recorded before confirming the actions. Go to section 2.3.7.2 for details on how to confirm the actions.
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Descriptions of the most frequent case action buttons follows:

2.3.6.1 Abandon

To abandon the selected case:

e Click the Abandon button. In the Decision field, the word “Abandon” will appear.

The case is abandoned and no further processing is carried out. The supply point is removed from the
worklist.

2.3.6.2 Accept
To accept the selected case:
e Click the Accept button. In the Decision field, the word “Accept” will appear.

The information on the case is accepted. The case is removed from the worklist and process specific tasks
are performed for example:

e Validation is re-performed
e Processing of the case is continued
e Processing is completed
e No further processing is performed
2.3.6.3 Complete
To complete the selected case:
e Click the Complete button. In the Decision field, the word “Complete” will appear.
The case is completed and is removed from the worklist.
2.3.6.4 Defer
To defer the selected case:
e Click the calendar button to select the date the case is to be deferred until.

e (Click on the Defer button. In the Decision Field, the word “Deferred” and the selected date will
appear.

The case is moved from the worklist to a “Deferred” worklist until the date selected is reached, when it will
return to the original worklist.

2.3.6.5 Resubmit
To resubmit the selected case:
e Click the Resubmit button. In the Decision field, the word “Resubmit” will appear.

Processing of the dataflow is started again and the case is removed from the worklist. If processing is
unsuccessful, the case will return to the worklist.
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2.3.7 Generic Buttons

The Generic buttons control how the MPA Process Mode pop-up operates:

= MPA (1900047384922) Process Mode
Mpan Actions Window

@ MPAN Core: 1900047384922 Supply Start Date 23-Oct-2009 Supply Termination Date:
M Registration Status: Pending Energisation Status: E Energised Locked By: rbaines
19-Oct-2009  |71300001 - D0203 Rej of Changes to Meter Details Received 19-0ct-2009

14-0ct-2009 | 3340092 - Meter Technical Details Overdue 21-0¢t-2009

22-0ct-2009 | 3220001 - Failed Registrations 22-0ct-2009

I Details l Data Flow Hotes Tass Info

= )

£l (document)

( Generic buttons
\

Accept [De{erum; 14/02/12011 @ Defer ] Clear Confirm | Refresh Exit

Figure 2.17: MPA Process Mode
2.3.7.1 Clear button

e (Click the Clear button to erase the decision for the current selected case that has not yet been
confirmed. The Decision column on the selected row is displayed blank.
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2.3.7.2 Confirm button
To process all decisions made on all cases, confirm the actions. To confirm the actions:

e Click the Confirm button. The Confirm pop-up in which to enter relevant notes opens.

P — - y
B Confirm 2000053328589 . n— S

Plzase confirm thatr vou wish to updare 1 actions for MPAIN 2000053323582 by selecting the
OK button below. The exl m (he notes Geld will be ciealed as a generic MPA sz1vice 1equest

Hotes:
? Fhoned MOF- are sendirg fows today. Deterred warklist 2 days 1o allow 1or receipt of nows.

Ol Cancel

Figure 2.18: Confirm pop-up

e Enter notes regarding the action taken. Any notes entered in the Notes tab whilst the worklist was
being worked will be shown. These can be edited or deleted and new notes entered.

The note entered will appear in the Meter Point Enquiry screen, CRM tab for the MPAN to enable
an audit trail of worklists that have been worked and a history of actions that have been taken.

Multiple worklists cases can be worked from the MPA Process Mode pop-up before Confirm is
selected and a note entered, however only one note will be recorded against the MPAN.

e Click the OK button to confirm the actions. The Confirm pop-up closes.

Alternatively

e To abandon the confirm action, click the Cancel button to return to the MPA Process Mode pop-up.
2.3.7.3 Refresh button
To refresh the Decisions column on the MPA Process Mode pop-up:

e Click the Refresh button. The Refresh Screen pop-up opens.

™ Refresh Screen 1200010001174

[ ?) | Do you wish to refresh the screen for MPAN 12000100011747
You will lose any changes you have made

Fes [

Figure 2.19: Refresh MPA Process Mode - Confirmation
e Click the Yes button to confirm. The list of any actions already recorded against cases will be lost.

Alternatively
e To abandon the refresh action, click the No button to return to the MPA Process Mode pop-up.
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2.3.7.4 Exit button
To exit the MPA Process Mode pop-up:
e Click the Exit button. The Refresh Screen pop-up opens.

Refresh Screen M— Iﬁ

.0 Please tick the box below if you wish to retain your lock on MPAN 2000053328589

I | Retain Lock on MPAN

oK

Figure 2.20: Exit MPA Process Mode — Refresh Screen
e Check the Retain Lock on MPAN checkbox to keep the MPAN locked and click the OK button.
e Click the OK button to exit releasing the current user lock on the MPAN.

If Exit is selected without confirming the action, a warning pop-up opens

&) Refrezh Sereen 1425579100006 et

| ? Do you wish to leave the current screen?
You will lose any changes you have made

I | Retain Lock on MPAN

Fes [

Figure 2.21: Exit MPA Process Mode — Refresh Screen, warning
To exit the MPA Process Mode pop-up without saving the changes:
e Check the Retain Lock on MPAN checkbox to keep the MPAN locked and click the Yes button.
e Click the Yes button to exit releasing the current user lock on the MPAN.
To abandon the exit action and return to the MPA Process Mode pop-up:
e Check the Retain Lock on MPAN checkbox to keep the MPAN locked and click the Yes button.

e Click the Yes button to close pop-up releasing the current user lock on the MPAN
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