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Intended Audience 
 

This documentation is intended for users of the Facilities Online Outage System.  Users include not 

only The Johns Hopkins Hospital and Health System staff, but outside contractors and vendors. 

 
 

Purpose 
 

The Online Outage System is developed to better process outages that ensure the safety of patients, 

staff, visitors, and contractors.  The Online Outage System will act as a central repository for all outage 

information past, present, and future.  This web-based application will be accessible from anywhere, 

allowing participants to create, approve, and check the status from off-campus. 

 



Online Outage System Workflow 

 

 Figure 1:   Online Outage System Workflow 

  



Using the Online Outage System 
 

The Online Outage System is built within the Facilities Department Intranet. To access the Facilities 

Intranet, you may browse to the following address: 

 

http://facilities.jhmi.edu/FacilitiesV4/ 

 

The first page you will see will look like the following: 

 

 

Figure 2:   Facilities Intranet Homepage 

 

Next select Design and Construction, which will take you to the Design and Construction 

applications.  To access the Online Outage System, you will then choose the option for Outages. 

 

 
 

Figure 3:   Homepage Outage Selection 

You will then see this login screen. 



 

 
 

Figure 4:   Outage System Login Choice 
 

 

You now see this screen. 

 

 
 

Figure 5:   Outage System Login Screen 
 

 

The Outage Administrators will be responsible for creating accounts and assigning the appropriate 

rights to that account. First you must register into the Online Outage System.  Contact Outage 

Administrators.  They will assign your user login and password.  The Outage Administrators will 

provide you with any help you may need with the Online Outage System.  

 

After a successful login, you will be forwarded to the following screen, which will be referred to as 

the Outage Homepage: 

 
 

Please choose one of the Options to Login 



 

 
Figure 6:   Outage System Homepage 

 

 

The menu is broken down by the different types of personnel using that particular action on the Outage.  

Each group has different rights to the system.   
 

The All Users menu offers the following items that are of common use: 

 View/Print Outages 

 Status Report 

 

 

 
 

Figure 7:   Option Sub-menu 

 

Moving the mouse over any group exposes a sub-menu of options. The following figure is an example 

of moving the mouse over the Contractors group. 
 

In this example, the contractor has the ability to do the following: 



 Request New Outage 

 Modify Outage 

 Request Outage Extension 

 Add/View Attachments 

 Print Hot Work Permit 

 Cancel Outage 

 Change Password 

 Information Request 

 

Each Outage option will be discussed in further detail in the following sections. 

 

Request Outage 
 

Contractors and Project Managers have the ability to create, or initiate an Outage. To do this, select 

the option Request New Outage.  The request page looks like the following: 

 

 
 

Figure 8:   Request New Outage 

  



 

There is a large amount of information that is collected when creating an Outage.  Besides pages being 

password protected, each account also has specific rights to which fields it may enter data; therefore, 

some fields may be present under one account, whereas it may not be under another.  For example, an 

account for a contractor would not have the ability to select the different groups necessary to approve 

an outage, where an account with escalated privileges would. 

 

The system will assign an Outage Number to the new Outage.  The Project Number field must be 

selected from either the Capital Projects drop-down list or from the Other Cost Centers drop-down 

list, which also includes University numbers. If the particular project or cost center is not in the drop-

down, please contact an Outage Administrator.   

In the Contact Information section, you must select a Project Manager from the drop-down list. The 

PM’s phone and email address will automatically be populated.  Please fill in as much information as 

you can in regards the contractor, sub, and foreman when entering the Contact Information.  The red 

asterisks (*) indicate required information to submit the outage. 

 

The next section involves the clients that only the project managers have.  See the details later under 

Project Manager Approval. 

The next section is the Outage Date and Time Information. You may manually type in the beginning 

and end date of the Outage, or you may use the calendar feature to select a date.  To use the calendar, 

click on the  icon.  This will bring up a pop-up window that looks like the following: 

 

Figure 9:   Calendar Pop-up Window 

 

In the calendar view, the current day will be highlighted with light grey and any weekend days will be 

in dark grey. If you wish to move to the previous or next month, you may use the month icon located 

at the top left and right. Clicking on any day will result in that day being entered as the date on the 

outage form.  Please note that though the times default to 7:30 AM and 3:00 PM, they may be changed.  

However, you must enter the time in the format HH:MM AM/PM.  The 24HR? checkbox can be used 

to default the start and end times to 12:00 AM and 11:59 PM respectively.   

 

Separate outages must be submitted if the outage is both on the weekend and weekday.  Click the 

Weekend Outage checkbox for only the weekend outage. 

 



When selecting the Building(s) in the Work Area Information section, please note that it is possible to 

select more than one building by using the Control key on the keyboard. The same holds true for the 

Floor(s). The minus sign indicates floors below the 1st or ground floor. 

 

The Affected Area section differs from the Work Area section where impairment on a building system 

may affect a much larger area than the work area.  If the affected area is uncertain select the Required 

Shop Investigation for the staff to confirm. 

 

Include all clarifications and questions in the Contractor/Project Manager Comments box.  This 

information is critical for others to understand the scope of the outage. 

 

After all fields have been entered, click the Submit Outage button at the bottom of the page. If the 

dates chosen have the potential to cause an emergency outage, a warning will be displayed as shown 

in the following figure: 

 

 

 

Figure 10:   Emergency Warning 

 

If Yes is chosen, the outage will continue to the project manager. If No is chosen, you are given the 

opportunity to change the dates.  Then click the Submit Outage button again. 

 



Modify Outage 
 

A Contractor can only submit a modification up to the time the Project Manager approves it.  The 

Outage Modification screen is similar to that of the Request Outage screen.  The first difference you 

will encounter is when you click on the option Modify Outage, rather Tha being taken directly to the 

entry from, you are taken to the following screen: 

 

 
 

Figure 11:   Outage Selection Criteria 

 

Since the Outage already exists, it is necessary to select Outage Modify.  On this screen, non-

cancelled and incomplete Outages are loaded into the drop-down box that says Select an Outage. If 

the Outage Number is unknown, the filters may be used to reduce the number of Outages that are 

loaded into this drop-down box.  The Select an Outage drop-down box will now only contain Outages 

that meet the criteria selected. It is possible to use one or all four filter criteria, which are a Building, 

Project Manager, Project Number, or Date. 

 



After an Outage is selected, a form that looks like the Request Outage form will be seen, but the 

fields will already be populated. An example can be seen here: 

 

 
 

Figure 12:  Outage Modification Form 

 

 

 

 

 

 

 



After all modifications have been made, click the link Click Here to the Outage Information Request 

page shown below. 

 

 

Figure 13:  Link to Outage Information Request and Project Manager Approval 

 

Once on the Outage Information Request page, select the participants you want to receive this 

modification.  By default, the From address will be the email address associated with the currently 

logged-on user.  Each party associated with the Outage will be listed under the To field. For each 

person who is to receive the email, the checkbox must be clicked. If an email should be sent to 

everyone, the Select All button can be clicked. The Subject is defaulted to “Information Request for 

Outage#” and then the Outage number.  The Body of the email will consists of all current 

PM/Contractor comments as well as all current Staff Comments.  Additional comments can be entered 

in the corresponding textboxes. These comments will then be saved with the outage.  Use the 

information request procedure to respond to an information request you have received.  Click the Send 

Message button at the bottom of the page. 

 

 

Request for 

 

Click here to print a 

hot work permit. 



 
 

Figure 14:  Outage Information Request  

 

You will automatically return to the Outage Modification Form where you click on the Update 

Outage button at the bottom of the page.  The Reset Form button located at the bottom of the page 

can be used to reset the form back to the state where it began, that is, before any modifications were 

made. Please note that this will reset the whole form, not just one field. 

 



Approve Outage 
 

There are a few different levels of approval when dealing with Outages. The first is the Project 

Manager approval.  This approval occurs after the Outage is created by the Contractor. Another type 

of approval is the Shop approval.  Each shop assigned to an Outage is responsible for approving the 

Outage.  Clients must also approve the Outage before it can begin.  Lastly, there are approvals from 

Health, Safety, and Environment, as well as approval from the Construction Safety Coordinator. 

 

Approvers may find they do not have enough information to approve the Outage.  Therefore they 

would use the information request page to gather that information.  This topic is discussed around the 

Figures 11 and 12. 

Project Manager Approval 
 

After the Contractor submits the Outage, the Project Manager (PM) will be notified by email.  It is 

then the responsibility of the PM to review the information entered by the Contractor and approve the 

Outage.  The PM will choose the option Approve and Modify Outage located under the Project 

Manager heading on the Outage homepage.  This is shown in Figure 11.  The PM Approved By field 

will be automatically populated with the name of the user who is currently logged in. The date will 

also be automatically populated with today’s date and time.  To approve the Outage, select Yes and 

then click Update Outage button at the bottom of the page.  If the selected dates will cause the outage 

to become and emergency, a warning is displayed at the bottom of the form as shown in Figure 8.  If 

Yes is chosen, the emergency outage routine will be trigger, which begins with an email to the Director 

of Engineering to approve the Outage.  Only after this explicit approval occurs, will the Outage 

approval process be able to continue. If No is chosen, you are given the opportunity to change the 

dates.  

 

Client Approval 
 

The Project Manager must fill out the Client portion, which is located in the Contact Information 

section of the Request New Outage or Modify Outage pages.  First, select the Client’s role in the 

right part of the section.  If the Clients are to approve, be copied, click the Add/Modify Clients link 

on the left portion of the section.  On this new page, click the Add New Client button.  Press the 

Outage Clients drop-down list to select the clients.  Now, click the Add button and the clients will 

appear in a list.  Click the Delete button if you want to delete any of the selected Clients.  If the Client 

doesn’t appear in the drop-down list, then click the Close button and use the information request link 

and put the missing Client’s name, phone, and email address in the Comment Box and select the 

Outage Administrators to receive, register, and add these clients to the Outage. 

 

Coinciding with the Shop Approval is the Client Approval.  In order to approve the Outage as a client, 

click on the Approval Outage link found under the Clients heading on the homepage.  After logging 

in, a list of available Outages for that particular client will be available in a drop down list. 

 



After selecting the appropriate Outage, the following screen will be seen: 

 

 
 

Figure 15:  Client Approval Screen 

 

To approve the Outage, simply click the checkbox and then press the Submit button. 

 

Shop Approval 
 

After the Project Manager approves the Outage, an Outage Administrator is responsible for assigning 

the different shops or groups to approve an Outage.  Once this is done, each shop will be notified via 

email that they need to approve the Outage. 

 

To perform this action, click on Shop on the Outage homepage and click on Approve Outage.  A 

screen to select the outage will be seen; however, there is a filter already applied that only allows the 

user to select an Outage for which his or her shop must approve.  Using the process described earlier, 

select the Outage that needs to be approved. 

 

The next screen will display in a read-only format the information that has been entered about the 

Outage.  The user will, however, have the ability to modify a few fields such as Affected Areas, Interim 

Life Safety Measures, and Staff Comments. 



 

The actual approval of the Outage occurs at the bottom of this screen. The name of the currently 

logged-on user will automatically populate the Approved By field.  Also, the date will also 

automatically be populated.  It is the responsibility of the user to check either Yes or ask for 

information in the staff comments box.  Choosing Yes will approve this particular shop’s portion of 

the Outage.  A screenshot of the approval can be seen below. 

 

 

Figure 16:  Shop Approval Screen 

Construction Safety Coordinator and Health, Safety and Environment Approval 

 

Once all the clients and shops have approved the Outage, it is ready to receive final approval.  Both 

the Construction Safety Coordinator (CSC) and Health, Safety and Environment (HSE) approve the 

Outage.  To approve the Outage, select either the Outage Administrator or Health, Safety and 

Environment tab on the page and click on the option Modify Outage and choose Yes , and then click 

Submit at the bottom of the page.  The By and Date fields will automatically be populated with the 

appropriate data. 



System Restoration 
 

If the Outage impairs a Fire Suppression System or Fire Alarm System, then these systems must be 

restored after the Outage is completed.  This happens through the Restoration option, which can be 

found under the Shops heading on the Outage homepage.   

 

As with most options, clicking on this option will display the Outage Selection Criteria screen.  Once 

the user selects an Outage, information for that Outage will be displayed. At the bottom of the screen, 

there is a location where the user can choose if all systems have been restored. This can be seen below. 

 

 
 

Figure 17:  System Restoration Routine 

 

To show that all systems have been restored, select Yes, and then click Submit. 

 



Request Outage Extension 
 

It is sometimes necessary to request an outage extension if it is running behind or ahead of the original 

approved dates.  Dates are the only change that can be made.  Different locations, times, etc require a 

new outage request.  Only Outages that are 24 hours or more away from expiring may be extended 

through this process.   The 24 hour period is counted from the start time of the last day.  If the Outage 

is within 24 hours or less away from expiring, then a new Outage must be submitted through the 

regular process. For those Outages that are eligible to be extended, click the Request Outage 

Extension link on the Outage homepage. This will pull up a screen similar to the modify Outage 

screen. Fields will be pre-filled with the information from the original Outage.  The difference with 

this option is when the extension is submitted, a new Outage number is assigned and the Outage is put 

into the Workflow to be approved.  

 

 
 

Figure 18:  Outage Extensions 

 

The important part to notice on an extension is that the original start and end dates are shown in read-

only format.  The new start date must be greater than or less than the original date in order for the 

outage to be accepted.  

  



Cancel Outage 
 

If an Outage has been entered in error, or if there is no longer a need for an entered Outage, then it can 

be canceled.  To perform this action, select the option Cancel Outage from the Outage homepage. 

 

After selecting an Outage from the Outage Selection Criteria screen, the user will see the following: 

 

 
 

Figure 19:   Cancel Outage Screen 

 

This screen asks the user to confirm cancellation of the Outage. If Yes is chosen, the Outage will be 

marked cancelled and all parties associated with the Outage up to the point it is cancelled will be 

notified that it was cancelled.  Always put why it is cancelled in comment box provided. 

 

 



View and Print Outage 
 

Viewing and Printing Outages are options available to any user with an account.  To view an Outage, 

select the option All Users, then View/Print Outage on the Outage homepage.  After selecting an 

Outage from the drop-down box, a read-only copy of the outage will be displayed.   

 

Figure 20:  View and Print Outage 

Click here to print 
a Hot Work Permit 
from the Outage 
Modification screen 

Click here to print a Hot 

Work Permit. 



Status Report 
 

The Status Report is used to look at the status of all current, cancelled and expired outages.  Select All 

Users from the Outage Home Page, and then click on Status Report.  A screenshot of the Status 

Report Selection criteria can be seen below. 

 

 
 

Figure 21:  Status Report Selection Criteria 

 

 

 

 



To find the status of a specific outage you can enter its outage number or use the series of filters to 

refine the list of outage(s) desired.  Click the Filter button and view the following: 

 

 
 

Figure 22:  Status Report 

 

The report shows which groups have approved the Outage and which have not.  The Status Report 

may also be sorted by any heading that is underlined such as Date Submitted or Start Date. 

 

 



Add/View Attachments 
 

Attachments can be any electronic document that supports the Outage.  In order to add or view an 

attachment, click on the Add/View Attachments link on the Outage homepage after selecting the 

category (Contractor, Project Manager, Client, Shops, etc.) desired.  Next, select the Outage that you 

would like to attach documents to.  You will then be taken to the following screen: 

 

Figure 23:  Add/View Attachments Screen 

 

To add an attachment, click on the Browse button.  You will see a list of files on your local computer.  

Select the file that you wish and click Open.  Next, enter a description of the file you are uploading in 

the File Description textbox.  Lastly, click the Upload button. This will actually save the file on the 

server.   

 

After attachments have been uploaded, people will then be able to view them.  To view attachments 

that have already been associated with an Outage, click on any link under the Available Attachments 

heading in the Outage page. This will bring display the attached file. 

 

 

 

 



Other Options 
 

Print Hot Work Permit 

Hot Work Permits are only required by some Outages, so if one is necessary, click on the option Print 

Hot Work Permit on the Outage homepage.  Hot Work Permits can also be printed from the Outage 

Modification on Figure 11 or View and Print Outage Figure 18. 

 

Change Password 
 

Each user has the ability to change his or her password by clicking the link Change Password.  The 

new password must be entered and confirmed in the textboxes, then click Change Password. 

Email Notifications 
 

System generated emails are at the heart of the Online Outage System workflow.  Emails are used to 

notify the next person or persons in the workflow that the Outage is awaiting approval.  The following 

table describes actions that trigger emails to be sent, and also who they are sent to: 

 

Action Email Recipient(s) 

Outage created by Contractor Project Manager selected by Contractor when Outage is 

created 

Project Manager approval Outage Administrator(s) 

Shops and Clients assigned Each shop and client that is been assigned to the Outage 

All Shops and Clients approved Outage Administrator (CSC) and Health, Safety, and 

Environment (HSE) 

Final Approval (CSC and HSE) All parties involved with Outage 

System Restored CSC and HSE 

Outage Cancelled  All parties involved with Outage 

Outage Information Request by PM Contractor 

Outage Rejected by CSC All parties involved with Outage 

Outage Information Request by Group Email to Outage Administrators 

Emergency Facilities Director 

 

Figure 24:  Email Notification Matrix 

 



THE JOHNS HOPKINS INSTITUTIONS 
HEALTH, SAFETY AND ENVIRONMENT 

EXTENSION 5-5918 
 
 

CUTTING-WELDING HOT WORK PERMIT 
 
 
 

 
Date : 10/14/2013 
 
Building : Zayed Bloomberg 
 
Floor : 006 
  
This permit expires : 11/27/2013 
If fire occurs, PULL FIRE ALARM BOX AND DIAL 
5-4444. 
 
Approved by : Paul Matuska on 10/16/2013 

 DANGER 
PREVENT FIRES 

DO NOT CUT, WELD, OR USE OTHER OPEN-
FLAME OR SPARK-PRODUCING EQUIPMENT 
UNTIL THE FOLLOWING PRECAUTIONS HAVE 
BEEN TAKEN. 
 
Check each item. 
1. The Project location has been examined. 

A. Sprinklers, where provided, are in operation and 
will not be taken out of service until this work has been 
completed. 

B. There is no flammable lint, dust, vapors, or 
liquids; or tanks or equipment which previously 
contained such materials. 

C. This work will be confined to the area or 
equipment specified in the permit. 
 
2. The following safeguards have been provided: 

A. Floors and surroundings have been swept clean 
and wet down. 

B. Ample portable extinguishing equipment – hand 
hose, extinguishers, water pails, etc. 
 
3. If the work involves cutting, welding, or other spark-
producing equipment, the following additional 
safeguards have been provided: 

A. All combustibles have been located 40 ft. from 
the operation and the remainder protected with metal 
guards or flame proofed covers (not ordinary 
tarpaulins). 

B. All floor and wall openings within 40 ft. of the 
operations have been covered tightly. 

C. Responsible individuals have been assigned to 
watch for dangerous sparks in area, as well as in floors 
above and below. 
 

4. Flame or spark-producing equipment to be used 
has been inspected and found in good repair 
 

5. Arrangements have been made for a patrol of 
the area, including floors above and below, during any 
lunch or rest period and for at least one hours after 
work has been completed. 
 

 

 

Figure 25:  Hot Work Permit 



 

Reporting 
 

There are a couple reports built into the Online Outage System: Status Report and Delinquencies 

Report.   

Status Report 
 

The Status Report is discussed earlier in the Outage Modification section. 

 

Delinquency Report 
 

The purpose of the Delinquencies Report is to show which Project Managers and Contractors have 

submitted their Outages with enough lead time.  A sample of the Delinquencies Report can be seen 

in the next figure.  The Delinquencies Report is only available to Outage Administrators and is, 

therefore, password protected.  Note for this example the numbers in the “Proceeded Without 

Approval” column is not accurate. 

 

 
Figure 26:  Delinquency Report 


