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1. Overview

The Enterprise Portal module is a web-based alternate end user interface to the base
application logic. To users familiar with the graphic user interface (GUI) screens, it provides a
familiar look-and-feel to grid and tabs, function buttons, and screen menus, while removing the
need for a client-side installation. Users have access to all the same screens and functions as
through the GUI but access the screens through a standard web browser.

Requirements

This software requires the software Application and Web Modules as outlined in the
Administrator Guide. Please refer to the Compatibility Matrix for a compatibility list for the
software. The machine on which the Enterprise Portal is to be installed must meet the following
minimum hardware prerequisites:

e Minimum Pentium Il 1GHz processor or equivalent.
¢  Minimum 512 MB, 1 GB RAM recommended.
e Minimum 100 MB available hard disk space.

% The Web Modules must be installed to access the Enterprise Portal screens. If, for some
reason you cannot access the Enterprise Portal, refer to the Installation and Access Guide,
Section 2. Installation, and Section 3. Enable Access sections to ensure the Web Modules
are set up correctly, and access has been granted for the Enterprise Portal.

% The Enterprise Portal module does NOT support anonymous access to “All Users”. To
access Enterprise Portal screens, an individual user must be logged into Web Modules.

% The administrator must extract the zipped Help files (located in the Help directory). Please
ensure that the extracted files are kept in the Help directory.
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Assumptions
This guide assumes familiarity with workflows and configurations of the application.
e User defined required fields that do not appear in Web Modules will return validation
messages.

e The intended audience for this Enterprise Portal Administrator Guide includes IT
(Information Technology) staff. Please ensure that the individual installing and
configuring the Enterprise Portal is from your IT department.

O Do not use the browser’s Back button in the Web Modules as unanticipated results may
occur.

O Do not open or use the same instance of the Web Modules in multiple browser windows or
tabs. This can cause errors or unexpected performance issues.
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Configure Enterprise Portal

2. Configure Enterprise Portal

To access the Enterprise Portal, use the Enterprise Portal Shortcut, the Screens button. The
Enterprise Portal shortcut allows you to customize different menus viewed by different user

groups.

# Refer to the Administrator Guide, Section 2. Initial Configuration, Accessing Administrative
Features, The Admin Center, Managing Shortcuts section for detailed instructions on adding

shortcuts and configuring security access to those shortcuts.

Enterprise Portal Shortcut

To open the Enterprise Portal Shortcut:

1. While logged into Web Modules as the administrator, click on the star icon for the

Enterprise Portal Shortcut.

[*] Meszage Reports B Admin
Technician Work Management

The initial Enterprise Portal Shortcut displays.

Enterprise Portal ~

Favorite Screens

| Asset Primary Information
W Work Order Center
Users

Screen History Most Used

+ |Asset Primary Information

Work Order Center

Users

Locations

Fleet Equipment

Test Types

Employees - Primary Information
Screen Rights Template

Service Requests/Defects

Tasks - Primary Information

Clear History

Main Menu

[lsearch

HEquipment Units

[ Equipment Activity
HEquipment Management
HShop Activity

[ Production Planning
E Call Center

Vendor Gateway
HParts Items

[ Parts Activity

H Enterprise Purchasing
[ Parts Repair
HWarranty
[#Purchasing
HProcurement

#Data Capture

[# General Import
EHFuelfFluid Tanks
EFuel/Fluid Activity

[ Operations

ncident Management
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Configure Enterprise Portal

If you see a message stating that no menu file has been specified, you need to configure
the screen menu .xml file as outlined in the following section.

Selecting a Screen Menu .xml File

The menu that is displayed in the Enterprise Portal Shortcut is more flexible than the menu
structure in the GUI. Through the Enterprise Portal Menu Settings page and an easy-to-create
.xml file, you can create different menus for different user groups and determine precisely:

e What screens are shown

e What folders and subfolders exist
e What screens exist in which folders
¢ What screens are named

Out of the box, there are three screen menu .xml files (all located in your
InfoCenter\Web\FAScreen folder): FAMenu.xml, FAMenuFull.xml, and MechanicMenu.xml.

These are simple examples that provide a starting point for your Enterprise Portal Shortcut
menus.

V) Appendix A describes how these screen menu .xml files can be edited to meet your needs.
Until you become familiar with how to edit these files, select FAMenuFull.xml.

To select the .xml file.

1. Inthe Enterprise Portal screen menu, click the pencil icon.

Main Me

Favorite Screens

T |Asset Primary Information [Search
b [Work Order Center
Users E Equipmsg
FHEquipmg
FHEquipme
HShoo A

The Enterprise Portal - Menu Settings page displays.

2. Click New.

Enterprise Portal - Menu Settings
Menus ¥ || Remove (| New | )

The Enterprise Portal — Menu Settings page displays.
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Menus

Enterprise Portal - Menu Settings

Remove New

Name
Menu Filename
Authorized Roles

Save

#| all Logged in Users
CORE IMPLEMENTATION GROUP
ENGINEERING
FLEET SAFETY & ACCIDENT MGMT
FUELFOCUS
HELP DESK
INSTRUCTOR
PLANMNER. - BUS NR
PLANMNER - EP&E
PLANNER - MOW
PLANMER. - RAIL
SUPERVISOR
SUPERVISOR - EP&E
SUPERVISOR - MOW
SYS ADMIM
WARRANTY

DIRECTOR/ASST GEN MGR
FLEET

FLEETSAFETY& ACCMGMT & TEST
GEN SUPR/MGR

INQUIRY ACCESS ONLY
INVENTORY MANAGEMENT
PLAMMER - BUS SR
PLAMNER. - FACILITY
PLAMNER - MOW - WE
PLAMMNER - T&S
SUPERVISOR - BUS
SUPERVISOR - FACILITY
SUPERVISOR - RAIL

SYS ADMIN - !EQ UPDATE

This page is where you can restrict access to custom menus to specific user groups. For
example, you can have one menu show for Engineering, a different menu show for

Fleet, and yet another show for Sys Admin.

i. Inthe Name field, enter a title for the menu.

ii. Inthe Menu Filename field, type the filename for the menu. In this example, we
will use: < ~/fascreen/famenufull.xml>. You may experiment with the other out-of-
the-box screen menu .xml files (Menu.xml and MechanicMenu.xml) to see
differences. To create your own screen menu .xml files, see Appendix A below.

iii. Inthe Authorized Roles section, select the user groups to provide the menu
access.

3. At the bottom of the page, click Save.

determine which screens to display (and in which menus and submenus). Viewing
the file FAMenuFull.xml with a simple text editor will show how the menu is
structured.

After clicking Save, you return to the Enterprise Portal — Menu Settings page, where the

menu now displays in the drop-down list.

Menus

Enterprise Portal - Menu Settings

v Remove

Mew

| @ Successful update. Changes may not affect users until their next login.

You now have a designated, specific menu for a user group. When a member of that
user group clicks the Enterprise Portal Shortcut, the Screens button, Enterprise Portal

opens.
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Understanding the Enterprise Portal

3. Understanding the Enterprise Portal

The aim of the Enterprise Portal module is to provide basic screen-level access to the core
application logic and features. It allows users to open screens to view, insert, update, copy, or
delete information (controlled by system access rights). Users may define default filters and sort
criteria, export data to Excel, and perform other tasks.

Main Menu Screen

The Enterprise Portal menu screen typically consists of a screen list, a Favorite Screens list,
and a Screen History list. Based on your organization’s individual configuration, there may be
additional or fewer elements on your screen.

The shortcut offers alphabetical and screen list searchable menus with a quick search that
displays results while typing.

A& |t is necessary to allow popup blockers for your web instance to ensure the menus work as
designed.

Enterprise Portal - x

Main Menu v
Favorite Screens
T [Asset Primary Information “SEE'”:h |
< [Work Order Center
sz Equipment Units -
Equipment Activity
Equipment Management
Shop Activity
Production Planning
Call Center
w Vendor Gateway
Parts ltems
Screen History Most Used v wParts AFWW _
+ | Asset Primary Information HEnterprize Eurchaslng
Work Order Center BlParts Repair
Users EHWarranty
Locations Purchasing
Fleet Equipmeant Procurement
Test Types Data Capture

Employees - Primary Information

. EHGeneral Import
Screen Rights Template o

Service Requests/Defects Fuel/Fluid Tanks
Tasks - Primary Information [ Fuel/Fluid Activity
Operations
Clear History FIncident Management -

The shortcut’s search feature increases efficiency and works with out-of-the-box and custom
menus. Use the keyboard arrows or the mouse to select the desired search result.
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Understanding the Enterprise Portal

The Enterprise Portal remains open until the user closes it with the X in the upper right corner or
selects a menu item. The menu also remains down and selected for the item most recently
chosen when you return to Enterprise Portal (assuming the context has not changed since the

last search).

Screen List

The screen list provides the main access into base functionality. The structure of menus,
submenus, and screens is configurable by your organization.

1. Menus have expandable plus * icons next to them. Click on the icon to drill into the

menu.

Favorite Screens

4 |Asset Primary Information
| Work Order Center
Users

OFULL

Search

A

Screen History

Most Used

+ |Asset Primary Information
Work Order Center

Users

Locations

H Equipment Units
ElEquipment Activity
Service Reguests/Defects
IMeter Update
Recurring Charges
[# Allocation and Assignment
ElFueling
Internal Fuel Tickets
External Fuel Tickets
Automated Fuel Tickels
Authorize One Time Fueling
Usage

/

[+ Testing

Enterprise Portal - %

2. Click a screen name to open the screen.

For example, when you click the Fleet Equipment screen link in the menu, the Fleet
Equipment screen opens in a new window as shown in the screenshots below:
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Understanding the Enterprise Portal

Fleet Equipment

ADMIN MODE CHANGE REQUEST HELP PREFERENCES MENU

Q o
Search | Reload

4

Basic Info
Meter Info
Classes
Locations
Assignments
Accounts
Status
Capital
Motor Pool
Authorization

Comments

il
Sort

Row # Equipment ID

=

Select Filter

Select Sort

Model year Manufacturer 1D

Equipm)

3

L

Equipment 1D New equipment unit|
Basic Info
Model year PM program type
Manufacturer ID CLASS -

INDIVIDUAL

Model 1D BOTH
Equipment type NONE -
Eq. Desc
Colar

Serial number
Msset number
Associated file

Path and file name

Description

Y

3

& |f you open a screen from the menu, a new window opens for the screen. If that screen is
already open, a dialogue box opens. This dialogue gives you three options:

e Cancel: Cancel closes the dialogue and does nothing.

¢ New Screen: New screen opens a new EP window to the screen.

o Use Open Screen: Reuses the currently open screen.

See the Enterprise Portal Screen Basics section below for details about interacting with an

Enterprise Portal screen.
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History

Enterprise Portal keeps track of which screens you open (as an individual user ID) and the
number of times you open each window. Once you've opened the Fleet Equipment screen as in
the example above, you will see Fleet Equipment listed in your History list upon returning to the
Main Menu screen (and refreshing your browser).

Screen History Most Used v
+ | Asset Primary Information

Work Order Center

Users

Locations

Fleet Equipment

Test Types

Employees - Primary Information

Screen Rights Template

Service Requests/Defects

Tasks - Primary Information

Clear History

As you open other screens, those screens will also appear in your History list.

By default, your History list is sorted with the Most Used screens on top (based on number of
times the screen has been opened by you). You may use the drop-down to switch your History
list to sort by Most Recent, with the screens opened most recently on top:

To operate in the History list:

1. To open ascreen in your History list, double-click it. The screen will open as if it were
clicked in the Main Menu.

2. To clear the history, click Clear History.

v

(4 Your History list will follow your login wherever you go. It is stored in the database
and not on the local client machine.

Favorites

Screens that you access the most often may be added to your Favorites list for easy access.
Screens are upgraded from your History list into your Favorites list (i.e., a screen must first be
accessed and in your History list before you can add it to your Favorites).

1. To add a screen to your Favorites list, highlight the screen in your History list and click
the icon as shown in the screenshots below.

Page 9 of 66 Enterprise Portal - Administrator Guide
Version 25.x



Understanding the Enterprise Portal

Enterprise Portal - Enterprise Portal ~

Favorite Screens Favorite Screens
4| Asset Primary Information ™ |Asset Primary Information
- Work Order Center - [Work Order Center

Users
Locations

Fay

x x

Screen History Most Used M Screen History Most Used v
+ |hsset Primary Information + |Asset Primary Information

Work Order Center Work Order Center

Users Users

Locations

Fleet Equipmeant Fleet Equipment

Test Typas Test Types

Employees - Primary Information Employees - Primary Information

Screen Rights Template Screen Rights Template

Service Requests/Defects Service Requests/Defects

Tasks - Primary Information Tasks - Primary Information

Clear History Clear History

2. When you have multiple screens in your Favorites list, you can rearrange the order of
those screens.

i. Highlighting a screen you want to move.

ii. Click the up or down arrow icons as shown in the screenshots below.

Favorite Screens Favorite Screens

™ rl\ssetPrimar\; Information gll|Work Order Center

W [Work Order Center ¥ |Asset Primary Information
Users Users
Locations Locations

X X

3. To open ascreen in your Favorites list, double-click the screen name.

The screen opens as Iif it were clicked in the Main Menu.

Lﬁ Your Favorites list will follow your login wherever you go. It is stored in the database
and not on the local client machine.

4. To delete a Favorite screen from the Favorites List, select the screen and click the x
icon.
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Understanding the Enterprise Portal

Enterprise Portal Screen Basics

This section describes how to use the Enterprise Portal screens. If you are familiar with the GUI,
many of the features will be familiar to you.

All Enterprise Portal screens have been designed to have the same look and feel as the GUI. It
was designed intentionally to ensure that once you understand how to use one screen, you
understand how to use them all (for example=, looking up a fleet equipment record is the same
as looking up a part record; adding a new work order is the same as adding a new fuel ticket,
etc.).

Each Enterprise Portal screen consists of three basic areas:

‘Nork Order Center ADMIN MODE CHANGE REQUEST HELP PREFERENCES MENU
Q fJ tl Select Filter v @
Search | Reload Sort Select Sort - New @
J/
fzp s MAP \
Row # Work order ID Job status Equipment ID Job type Priority ID @F!
LG — J
( Waork order ID Equipment 1D Job status  OPEN v Curent work delay w
More Info Basic Info
Messages ob type ;;FAR Equipment 1D Q  License number Date and time out of service |_J/_J/____: @
§ Date and time in ] 3
Comments Meter 1 Meter 1 validation Life meter 1 usage Date and time due .
Notes Meter 2 Meter 2 validation Service status Date and time opened
Account 1D Date and time first labor
Standard Jobs Priority ID shop dewntime begin
Employee ID Shop downtime end
Tasks Vendor [D User dovmtime begin
Repair reason 1D PM service User downtime end
Service Requests / Repair site PMscheduled |/ /i Dateand timefinished
Defects Work class Next PM due date Y Date and time closed
Warranty work | UNKNOWHN Date and time in service
Estimating LES Estimate ‘N)!Jrnved
ouputConol M T
Update changed repair reason from header to
Labor
Parts
Commercial More Info
Delay B DBesartment ID View test results| Number of test results = -
m | of
e 1 -The Toolbar contains a grouping of buttons, hyperlinks, and choice lists that provide
all screen functions and actions.
e 2 -The Grid is where data, when pulled up through the Filter feature, appears. Click on
a data record in the Grid to have detailed data about that record displayed below in the
Main Screen. The order and width of columns in the Grid may be customized by each
user. If configured, the Grid area may also display other tabs for different options to view
data. The different views (Grid, List and Map) are explained in the View Tabs section.
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Understanding the Enterprise Portal

¢ 3 -The Main Screen serves as the area of full detail display, data update, and new data

input.

The following screenshots provide more detailed overview of the Basic Enterprise Portal screen

and each of the three basic areas:

e Screen Name (1) and Screen Data Buttons (2)

Work Order Center

ADMIN MODE CHANGE REQUEST HELP PREFERENCES MENU

Select Filter -
Q| o ®
o Search | Reload Select Sont - New
GRID MAP
Row # Work order ID Jlob statu; Eguipment ID Job tvpe Priority 1D Repair reason 1D Date and time|

e Toolbar (1), Menus (2), and Filters/Sort (3)

ADMIN MODE CHANGE REQUEST HELP PREFERENCES MENU

Work Order Center
Select Filter
Qa o
Search | Reload | Sort Select Sort
CRID AP
Row# _ Work ardaer ID loh status Eouinmeant IN loh tune Priority 1IN Renair reason n Date and fime

e Grid Resizer (1) and Grid Toggler (2): Click and drag the resizer to resize the grid at the
top of the screeen where the data list displays. Click the toggler to expand or hide the

grid.

GRID MAP

Row # Work order ID Job status

Equipment ID

Date and time|

Job type

Priority ID Repair reason ID

e Detail Header (1), Tab Name (2), and Tabs List (3): The detail header is always visible
no matter where you scroll in the tabs.

( \Lw.xrknrdam Equipment ID Job status  OPEN v Current work delay : 1 : ,

| Basic Info =
More Info (Basic Info @ )
Messages Jobtye REPAIR ~ | Equipment ID Q  License number Date and time out of senice |_J_J____i__
Ll Date and time in
Comments Meter 1 Meter 1 validation Life meter 1 usage Date and time due
Meter 2 Meter 2 validation Service status Date and time opened
Notes )
Account 1D Date and time first labor
Standard Jobs Priority 1D shop downtime begin
Employee 10 Shop dovintime end
Tacks Vendor 1D User dowintime begin
Repair reason 1D PM service User dovntime end
Service Requests / Repair site PMscheduled  __/_J| i Dste andtime finished
Defects Work dass Next PH due date | _/_J. Date and time closed
Warranty work | UNKNOWN Date and time in service
YES
Estimating o N Estimate Agproved
P
Output Control
Update changed repair rezson from header to
Labor
Parts.
Commercial (MOI’G Info @ )
kDelay Department ID Number of test results
- " e ~
Ready _of
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Understanding the Enterprise Portal

Tabs (1), Detail area (2), and Status Bar (3): The status bar displays errors and
feedback for the screens.

Work Order Center

Search | Reload | Sort

Select Filter
SN

Select Sort

- @

New

ADMIN MODE

CHANGE REQUEST

HELP

PREFERENCES  MENU

GRID MAP

Work order ID Equipment ID Job status  OPEN v Current work delay

I Basic Info =
Mare Info
Messages
Comments
Notes
Standard Jobs
Tasks

Service Requests /
Defects

Estimating
Output Control
Labor

Parts
Commercial
Delay

Tools

Current Labor
Assignments

Files

Attributes

-

Basic Info
Jobtype REPAIR - Equipment ID
PM -
Meter 1 Meter 1 validation
Meter 2 Meter 2 validation
Account ID
Prierity 1D
Employee ID
Vendor ID
Repair reason [D
Repair site
Waork dass
Warranty work UNKNOWN -
YES

NO -

.

Update changed repair reason from header to

Q  License number

Life meter 1 usage

Service status
PM service
PMscheduled — _J/_/___ _:
Next PM due date | _/_/.
Estimate Approved
P S

Date and time out of serviee | _[_/____:__
Date and tme in

Date and time due

Date and time opened
Date and time first labor
Shop dovntime begin
Shop dovntime end
User downtime begin
User downtime end
Date and time finished
Date and time closed
Date and time in sevice

@\
©,

More Info

Department 1D
Shop lacation ID transfered from
shop lacation ID transfered to
Cost center

Tax code ID

Overhead cost
Reference order ID
Contact name
Phone

Views test results|

Humber of test results

Mew test results|

Found on test ID

Insurance daim no

Accident 1D

Incident ID

Buli-unit project 10

Mult-unit work order ID

Production run 1D R

%ﬁ

The sections below provide an in depth look at each of the 3 basic Enterprise Portal screen

areas.
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Understanding the Enterprise Portal

The Toolbar

Here is an overview of the buttons and links available in the Enterprise Portal Toolbar. You will
notice that many action buttons have keyboard shortcuts to allow data access without using
your mouse:

Work Order Center ADMIN MCDE CHANGE REQUEST HELFP PREFERENCES MENU
Select Filter v

Q| o | 1 @

Search | Reload Sort Salect Sort - New

Search (Filter and Get Data)
Keyboard shortcut: Alt-F

Click Search to query the database and return records of data that match your request.

(4 Most screen lookups are performed using the search button (using Reload alone usually
provides more data than one needs).

(4 If there are no filter options entered, the filter cannot be saved.

Each Enterprise Portal screen has a different Filter dialog box, with search criteria matching the
screen. The search elements that appear on any given screen are editable (i.e., system
administrators have the ability to add or remove fields from the Filter dialog.)

The following Filter dialog example is from the Fleet Equipment screen:

Curra% filter choices MNamed Filters

Equipment ID | v A

Model year 2010

Manufacturer ID v

Model ID v

Equipment type v

Serial number

Asset number

Meter types dass v

Maintenance dass v

PM program dass v

Standards dass v

Rental rates dass v

Resources dass v

SLA equipment category v

Asset category ID v s Default Fitter

Stored location 1D v v
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Understanding the Enterprise Portal

To look up data on the screen:
1. Complete the Filter dialog with appropriate criteria

2. Click the Apply Filter button.

3. On fields showing drop-down buttons to the right, select criteria from the lookup dialog:

Current filter choices Named Filters

Equipment ID
Model year Equipment ID
Manufacturer 1D

D Description

Model ID
Equipment type 00002 1979 NA NA

Serial number

oooo2C 1979 NA NA
Asset number
Meter types dlass 00005 1979 NA NA
Maintenance class 00006 1979 NA NA
PM program dass 00007 1979 NA NA

0001 2002 NEW FLYER C40LF

Standards dass
Rental rates dlass

When using a choice-list, the values come into the list gradually, working similar to the
GUL

4. When you see the data you want, click on the record to stop the additional records from
coming in.

5. At any time you can also enter additional filter information and click the Apply Filter
button to refresh the choice list values.

6. You can use wildcards in the Filter dialog to enhance your search capabilities:

o The percent wildcard (“%”) may be used in place of any number of unknown
characters. For example, searching for Maintenance Class = “HVY%” will return
records where Maintenance Class is equal to “HVY-001", “HVY-SPECIAL”, and
“HVY”.

o The underscore wildcard (“_") may be used in place of a single unknown
character. For example, searching for Maintenance Class = “BUS-_" will return
records where Maintenance Class is equal to “BUS-1”" and “BUS-B”, but will not
return records where Maintenance Class is equal to “BUS” or “BUS-PARA”.

o The above two wildcards may be used together in any combination. For example,
searching for Maintenance Class = “%BUS%-_ _” will return records where
Maintenance Class is equal to “FIXED BUS-91” and “BUS-PARA-03".
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Reload (Get Data)
Keyboard shortcut: Alt-G
The Reload button queries the database and fills the Grid with rows of data. As the data loads,

a message indicates it is loading and a Stop button displays. Click the Stop button to stop the
reload process.

5

If filter criteria is already set in the Filter dialog, then this filter criteria is used. If no filter criteria
are set, an unrestricted query (i.e., “select all”) is performed.

If sort criteria is already set in the Filter dialog, then this sort criteria is used. If no sort criteria
are set, the screen’s default sort order is used.

& Use one of the following methods to perform an unrestricted Get Data search:
@ Click the Reload button before applying any filters (including saved filters)

@ Click the Search button and then click Apply Filter (with no filters set).

Sort Data
Keyboard shortcut: Alt-O

When you click the Sort button, the Sequence dialog displays. You may use the Sequence
dialog to present data in the Grid sorted in an order other than the screen’s default. For
example, the Work Order Center’s default sort order is by datetime in, descending. To change
this to sort by work order status, open the sequence dialog.

Each Enterprise Portal screen has a different Sequence dialog box with criteria that matches the
screen. The elements that appear on any given screen are editable (system administrators have
the ability to add or remove fields from the Sort dialog).

The following Sequence dialog example is from the Work Order Center screen.
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Sequence x

Current sort choices MNamed Sors
Field Value Selected Order o]
Work order location ID O
Work order year O
Work arder number O
Job status |
Current work delay O 2
Jab type o j
Equipment ID ]
Senice status (] A
Priority ID O ASC v
v

Employee ID (] L
Repair reason ID O
Work class |
Warranty work O [ Delete Selected Sot___|
Date and time opened O
Date and time closed [ Oz Default Sort
License number

0 | (o]
Department ID O ASC |v| ¥
Glarson Posh Sot

To change the sort order:

1. Check the Selected box next to that field in the Sequence dialog that you wish to sort
by. In the example below, the sort will now be done by job status.

The sort criteria will be added to the area to the right of the field list.

Sequence x

Current sort choices Named Sorts
Field Value Selected Order #| |Job status - ASC
Work order location ID O f
Work order year ]
Work order number O ASC v
Job status |
Current work delay [d] ASC |
Job type O 1
Equipment ID O
Senice status ] A
Priority ID O ASC
\4

Employes ID O L
Repair reason 1D 0
Work class ]
Warranty work O [ Delete Selected Sort ]
Date and time opened O
Date and time closed O [is Default Sort
License number

O T
Department ID 0 ASC v | v
Glar Posh So

Check the Selected box next to a field to change the sort order to the field

2. At this point, when you click the Apply Sort button, you return to the Grid, but retrieved
data will sort according to job status.

3. Any number of sub-sort criteria may be defined in the Sequence dialog. For example, to
have the work order list sort first by Job Status, and then within Job Status by Work
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Order Number, Descending (i.e., higher Work Order Number at the top), simply add the
sort criteria to the dialog. For the Work Order Number field, first change the Order to
DESC using the drop-down list, then click the Selected checkbox.

Sequence x

Current sort choices Mamed Sorts

Field Value Selected Order | [Job status - ASC

Wark order location ID O ;Work order number - DESC

Work order year H -

Work order number

Job status

Current work delay O 4

Job type (] i

Equipment 1D O

Senice status F A

Priority 1D [} _sc w

Employee ID (] I v

Repair reason D O

Work class O

Warranty work O [ Delete Selected Sort ]
Date and time opened O

Date and time closed o s Default Sort

License number O -ASC v ’—|

Department 1D O ’ASC—V| | Save o |

To change the sort criteria.

1. Inthe list of defined sort criteria, you may change the order of sorts and sub-sorts. To do
this, select the sort criteria row.

2. Click the Up or Down buttons.

3. Enter a name for the sort and click the Save As button to save the newly-named sort.

Sequence %

Current sort chaices Marmed Sorts
Field Value Selected Order 4| [Job status - ASC
Work order location ID 0 Work order number - DESC
Work order year ¥
Work arder number DESC +
Job status
Current work delay O g
Job type a ]
Equipment 1D ]
Senice status ¥ A
Priority 1D O ASC v
v

Employee 1D ] |
Repair reason 1D O
Work class .|
Warranty work 0 [ Delete Selected Sort |
Date and time opened ¥
Date and time closed O s Default Sort
License number

O IStaT.us Asc/WO# De:l Save As
Department ID O ASC |v| > D—

GiearSor Appi o
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The newly Named Sort shows in the Named Sorts section of the Sequence dialog and in
the Sort field on the toolbar.

Filter/Sort Drop-Downs

Select Filter -

Select Sort v

Several filter and sort requests will be used only one-time, but there are many examples of filter
and sort requests that you need to make every day, or jump between during the course of any
given day.

Examples include the following:

Common Filter Options Common Sort Options
Open work orders at my shop Work orders by date due
Active equipment in my department Equipment by serial number
Outstanding purchase orders Parts by keyword

Each Enterprise Portal user has the ability to define, save, and use any number of saved Filters
and Sorts using the Named Filters and Named Sorts areas of the Filter and Sort dialogs, and
the predefined Filter/Sort drop-downs on the toolbar.
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To create a Named Filter, follow the steps below:
1. Click the Search button.

The Filter dialog appeatrs.

Work Order Center ADMINMODE CHANGE REQUEST HELF PREFERENCES MENU
Select Filter - |
ale | ®
Search | Reload | Sert Select Sort = | New Copy Delete Edit Save | Cancel Export | Report
\
"
GRID MAP
Filter x
Basic I | Current filter choices Named Filters ]
| ork order location ID v -
More Ir :l
‘Work order year
Messal Work order number =
- =
1 QPEN |
Commyg | Job status WORK FINISHED L
A CLOSED A ==
MNotes Current work delay |:| - =
|| Fomoendte g E-
S0 | o g ane 1~ B
Tasks | | From doseddate O T
| Tocdosed date ] v [ ——
Service - E_
Job REPAIR E
Defects | =™ = - L

i. Enter the filter criteria on the left side of the Filter dialog.

ii. Inthe Named Filters area, enter a name for the filter in the field.

iii. Click the Save As button.

Current filter choices
‘Wiork order location ID

Work order year

Work order number

Job status

Current work delay
From open date
To open date
From dosed date

To closed date

Job type

Equipment 1D
Service status
Priority ID
Employee ID
Repair reason ID
Waork class

Named Filters

Loci

Delete Selected Filter

= _

(Lot [[ Saveds )
S -

-

| Cancel | | Clear Filter |

| Close

Apply Filter

The new filter displays in the Named Filters list after you click Save As.
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The Named Filter now displays on your Enterprise Portal drop-down list of predefined

filter criteria.

2. To use this filter, select it from the list.

Loct

-

Select Filter

The filter loads data automatically after selected.

3. To create a named sort, follow the same steps as creating a named filter.

@ Named filters and named sorts may be used in conjunction with each other. For

example, you could select a named filter of Open Work Orders and a Named Sort of

Date Due - Descending.

4. To declare a named filter or named sort as a user’'s Default Filter/Sort, select the named
filter and sort in the Filter/Sort dialogs, and check the Is Default Filter/Sort box at the
bottom of the page.

~

Currentfilter choices

Work order location ID
Work order year
Work order number

Job status

Current work delay
From open date

To open date

From dosed date
To closed date

Job type

Equipment ID
Service status
Priority ID
Employee ID

Repair reason 1D

Cancel

=
[=]
E
m
Z
&
p=n
g
<>

L
sl

P

L L
HH

L
)

2g
B
5

o

Mamed Filters
L 1

~

O
|

Clear Filter |

®

Delete Selected Filter

Default Filter

|Open at 1000

[ Save As ]

| Apply Filter

]
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New

Keyboard shortcut: Alt-N

1. To add a new record into the screen, click New.

Work Order Center ADMIN MODE ~ CHANGE REQU
Select Filter -
Q o | ®
Search | Reload Sort Select Sort - New
GRID MAP
Row # Work order ID Job status Equipment ID Job type Priority ID

All fields in the Detail area of the screen clear, allowing user entry.

be highlighted.

2. After you finish entering all data as needed, click the Save Data button to add the record
to the database.

If any errors or unfulfilled requirements are determined, they will display along the
bottom of the screen.

—
Work order 1D [ACA | ¥ Equipment 1D Jobstatus  OP
Basic Info A
More Info Basic Info A
Messages Job type |REPAIR .f Equipment ID I:l v CD License number
PM -
Comments Meter 1 Meter 1 validation v Life meter 1 usage
Meter 2 Meter 2 validation v Service status
Notes Account ID v
Priority ID v
Standard Jobs Employes 1D :I v
Vendor ID v
Tasks
Repair reason 1D v PM service
Service Requests / Repair site 01 |w FACILITY PM scheduled _J_{ _:
Work class v MNest PM due date | _J_J
L ]
‘ Value is required for Equipment ID - PR—ERF{:Q

When all fields are correct and the record has been added to the database, you will
receive a Successful Insert message in the Message Display window:

3. If you wish to back out of your data insert without adding the record to your database,
click the Cancel Update button, or use the keyboard shortcut Alt-Q.
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Copy
Keyboard shortcut: Alt-Y

Often, when adding new records to the database, it is useful to start from an already-entered

record rather than starting from scratch.

To add a new record based on a previous record:
1. Filter on the record you wish to use as a starting point.

2. Highlight that record in the Grid.

Asset Primary Information ADMIN MODE CHANGE REQUEST HELP

Select Filter v - »
Q| o ® O u 7/
Search | Reload Sort Select Sort = New Copy Delete Edit
GRID LIST MAP
Row # Equipment D Maodel year Manufacturer ID Model ID
€ 00005 1979 NA NA)
[4) p=izi=a=ies ToTe e e
T 00007 1979 MNA NA
3. Click Copy.

This clears only those fields in the Main Screen that are required for re-entry, leaving all

other data values in place.

ADMIN MODE CHANGE REQUEST HELP

Asset Primary Information

Select Filter - —_ s
Q|a @ O |. 7
Search | Reload Sort Select Sort - New Copy | |Delete Edit
GRID LIST MAP
Row # Equipment ID Model year Manufacturer ID Model ID
5 00005 1979 NA NA
6 00006 1979 NA NA
T 00007 1979 NA NA

4. Continue to add data just like when adding a new record. Copying records is simply an

easy way to add multiple similar records to the database.

5. If you wish to back out of your data copy without adding the record to your database,
click the Cancel Update button or use the keyboard shortcut Alt-Q.
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Delete

Keyboard shortcut: Alt-D
Use this button to remove a record from the database.

o Typically, very few system users are given access to this button.

To delete a record from the database:
1. Filter to retrieve the necessary records.

2. Select the row in the grid and click Delete.

Asset Primary Information ADMIN MODE CHANGE REQUEST HELP
Select Filter - - .
Q| o @ O] u |~/
Search | Reload Sort Select Sort - New Copy| | Delete Edit

GRID LIST MAP

Row # Equipment ID Model year Manufacturer 1D Model 1D

€ 00005 1979 MNA MNA )
6 ooooe 1573 TR TR

7 00007 1979 MNA MNA

You are prompted with an “Are you sure...?” dialog.

3. Click OK to continue.

Are you sure you wish to delete the selected row?

‘ 0K ' Cancel

The record is deleted and Successful Delete shows at the bottom of the screen.

Edit
Keyboard shortcut: Alt-U

Single Record Editing

To update an existing record in the database:
1. Filter to obtain the desired data records.

2. Highlight the row in the Grid.

3. Click the Edit button.
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Asset Primary Information ADMIN MODE CHANGE REQUEST
Select Filter v -
Q| o © DO w| 7/
Search | Reload Sort Select Sort - New Copy | Delete Edit

GRID LIST MAP

Row # Equipment ID Model year Manufacturer ID Model ID
2 5 1979 YT YT
{ 00002 1979 MNA MA )
4 0ooozc 1979 MNA MNA
A

This unlocks all data fields in the Main Screen and allows you to make changes to the
fields that allow updating.

4. To save your changes, click Save or use the keyboard shortcut Alt-S. All normal data
validation rules apply.

5. If you wish to back out of your data insert without adding the row to your database, click
Cancel or use the keyboard shortcut Alt-Q.

Bulk Record Editing

Bulk record editing allows you to edit more than one record at a time. To perform bulk editing,
the screen must have the Bulk edit option enabled on the Screen Rights Template screen.

To update multiple records in the database:
1. Search or filter to obtain the desired data records.

2. Check the boxes to highlight the rows in the Grid.

GRID MAP
Row # Woark order ID Job status
& 1 1-2017-42 OPEN
Ld 2 1-2017-41 OPEN
o < 1-2017-38 OPEN
4 1-2007-37 WORK FINISHED

Records that are selected for bulk editing are highlighted in yellow.
3. Click Edit.

A message displays verifying that you want to edit the selected records.
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Are you sure you want to edit 3 records?

4. Click OK.

5. Edit the fields as needed. Information entered in these fields will be edited in all selected
records as entered.

& |f you select an option in a list box that does not have a blank setting, you cannot
undo editing this option. To cancel editing a list such as the one below, you must
cancel the bulk editing, and start over. You will lose any unsaved changes.

Fepair site v
e —

Warranty work UNENOWN

YES

NO

(4 Note: Previously entered table data rows cannot be updated with bulk editing.
However, you can enter new data rows in this mode.

(4 Note: In bulk editing mode, you cannot bulk remove existing data from fields. If a field
is left blank in bulk editing mode, the system ignores that field as not having changes
to apply. There are no changes made to an individual record’s values for any ignored
fields. If a field has data that needs to be removed in a record, this must be done
individually.

6. If you changed a field that you no longer want to change, delete the information from that
field. The field will return back to white and will not change any records when saved.

7. Once you are done editing, click Save.
A message displays verifying that you want to change the selected records.
8. Click OK.

The records are updated.

recording correctly, and checking for errors along the way, this step can take an
extended amount of time to process. The system checks while records are updating
to avoid timing out during this process.

The following icons will display next to changed records according to their edit status.
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._j Note: Make note of the records that need to be addressed, as the icons will be
removed after the next refresh of the page (after either a fresh search, reload, or
saving another item).

Status Icon | Description

o An error has occurred with the update for this record and must be fixed
manually. If an error occurs, no changes are made to the record and must be
fixed manually.

Hover over this icon to see the error or reason why the record was not updated.

\_/ The record has been updated successfully.

Save

Keyboard shortcut: Alt-S

This button is used in conjunction with the buttons New, Copy, and Edit defined above. The
Save Data button takes the updates you have entered and attempts to commit them to the
database. If any errors or validations are encountered while processing, they are displayed at
the bottom of the Main Screen.

Cancel

Keyboard shortcut: Alt-Q

This button is used in conjunction with the buttons New, Copy, and Edit buttons defined above.
It is used to back out of a data insert or update. If you are in the middle of entering or changing
data and wish to exit the edit mode, use this button.

Export

Once you have data in the Grid, it is often useful to export that data to a file for reporting
purposes or emailing to others. The Export button exports to CSV (comma-separated values).

.

(4 To have the data open in MS Excel automatically, it is necessary to associate MS Excel as
the default program for .CSV files

To export data to a file, follow the steps below.
1. Filter on data you want to export.

2. Click the Export button.
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3. Depending on the browser, the file downloads, or you can select whether you want to
save the file to disk or display it on-screen.

Once the item is downloaded, and either opens automatically or you click Open, the
Enterprise Portal opens whatever application is associated with CSV files on your PC
(typically, Microsoft Excel) and displays the filtered grid data in that application.

H ©- S Work Order Center.csv - Excel ? H - O X
HOME | INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Sarah Vic.. - ﬂ
'“'D X% Calibri 11 - = % E[%Conditional Formatting = El %
Eg-|B I U-|A & [7 Format as Table -
Paste 2~ |8 - Aa Alignment| Number| ormat as fabie Cells |Editing
Do (L DA~ . - | [ cell Styles - = .
Clipboard = Fant [P Styles A
E7 |1 Sl a A
A B © D E F G H | J |~
1 |Work orde Job status Equipmenr Job type Priority ID Repair rez Date and 1 Date and 1Date and iDate g
2 |AA-1 PENDING 350-1 PM 3 0A-1 BT
3 |AA-2 PENDING BUILDING-REPAIR 3 AMP
4 AA-3 PENDING 20886A-01REPAIR 3 AMP
5 |AA-4 PENDING BUILDING-REPAIR 3 AMP
6 |AA-5 PENDING 500-CHE-CPM 4 BT
7 |AA-6 PENDING 821576 PM | 4.| HHRHAR
8 AA-7 PENDING U43507004:PM 4 HHHHHRHH
9 |AA-8 PENDING U435070041PM 4 HHEHRHH
10 |AA-9 PENDING U43507004 PM 4 HHEHRHH
11 |AA-10 PENDING U4507004< PM 4 HHHHRHH
12 |AA-11 PENDING U4507004: PM 4 B
13 [AA-12 H:*I'NIDING U4307017i PM 4 A hd
. Work Order Center (&) [] 3

0 H M-+ o0%

Report
Keyboard shortcut: Alt-R

On any given Enterprise Portal screen, the View Screen Report button may be linked to any
related Web Modules report and used to execute that report from the screen. Please see
Appendix B — The Enterprise Portal View Screen Report Feature for a full description of how to
set up and use this button.

Stop Button

ADMIN MODE  CHANGE REC

Flo

When using Enterprise Portal, you may click the Stop button to stop the data retrieval process
once you have come to the data desired.
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Admin Mode

Use Admin mode to control Ul in the Enterprise Portal screens. You can choose to hide or
display fields, change admin options, field titles, etc. To use admin mode, you must have
administrative rights in the Enterprise Portal.

For more information, refer to the Admin Mode section.

Change Request

Click this button to make a Change Request. You may choose to make a change request to the
Selected Record (updates) or to a New Record (inserts).

@ For more information on making change requests, see the Web Modules Change Requests
- Reference Guide: Requesting Edits and Requesting New Records sections.

Help
Keyboard shortcut: Alt-H

™ Click this link to access the screen’s Online Help page. Enterprise Portal Online Help is a
typical online help engine, allowing screen-level help and general help searching/indexing.

Preferences

Keyboard shortcut: Alt-P

Each Enterprise Portal user has the ability to set certain screen-related preferences. To access
the page where these settings are made, click the Preferences link:

Choose and apply screen preferences

Choose column order

Equipment ID ~
Model year

Manufacturer ID

Model ID

Equipment description

License number

Asset number

Qperator ID

Department ID

Latest meter 1 reading A
Latest meter 2 reading

Latest meter 1 source v
Latest meter 1 date

Equipment type

Serial number

Meter types class

Maintenance class

PM program class

Standards class

Rental rates class

Resources class ~

O Load data on screen opening
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The following settings may be adjusted:

o Column Order: the order of the columns displayed in the Grid may be adjusted by the
user. For example, if on the Fleet Equipment screen, you want the Operator ID to appear
closer to the start of the list, highlight Operator ID in the list and click the Up button to the
right. To return the column order to default, click Restore Default;

¢ Load data on screen opening: on certain screens, it may be desirable to have data
automatically load when the screen is opened. To have this screen obey this behavior,
check this box. If you have determined a Default Filter or Default Sort (see above), they
will be used in this automatic load process.

Menu
Keyboard shortcut: Alt-M
Often when using Enterprise Portal, you will eventually open several screens. The Menu link

(available on all screens) is a convenient way to cut through all screens and jump directly back
to the Enterprise Portal Main Menu screen.

If your Web Modules session has expired (timed out), clicking this link will take you to the Web
Modules login page.

View Tabs

When you request data from the database, the information is displayed in the area below the
toolbar. Data defaults in the Grid view. Depending on your configuration, your organization may
also choose to show data in the List or Map view. All three view options are outlined below.

Grid View

When data is requested from the database, each record is populated in the Grid view. It is a
scrollable region that displays a subset of all data available for each record.

Asset Primary Information ADMIN MODE CHANGE REQUEST

Select Filter - -
Q| < © o v 7
Search | Reload Sort Salect Sort - New Copy Delete Edit
( S
GRID | LIST  MAP \
Row # Equipment ID Model year Manufacturer ID Model ID
2 -1 1979 MNA NA
3 00002 1979 MNA NA I
- 00o02c 1979 N& NA
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e The Grid column order may be adjusted by the user through the screen’s Preferences
(see above).

e The Grid column width may be altered by moving the grab arrow to the left or right at the
column title.

¢ The data in the Grid may be exported to file using the Export button (see above).

e Click a record to display data related to that record in the Grid. Doing so causes all detail
regarding that record to be displayed in the Main Screen.

List View

The List view can show different columns based on different data conditions for each record,
and can optionally hide data from columns that are empty. The List view achieves this by
displaying each record in a card catalog format instead of a tabular format.

Asset Primary Information ADMIN MODE  CHANGE REQUEST |

Q o1 1 Select Filter - @ I—D _i_ ,.

Search | Reload Sort Select Sort = New Copy Delete Edit

LIST MAP

GRID

2002 NEwW FLYER C40LF CHECK

ooo1

00111 2018 BLACKHAWK 44X95 TEST EQ
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Map View

A Map tab displays on screens where Map view is implemented. Select the Map tab to view the
map and the associated information. The map includes options to view different layers, use
different maps, make measurements, and more.

¥ Refer to the Mapping Administrator and User Guide for more information regarding specific
mapping features and buttons.

Work Order Center ADMIN MODE ~CHANGE REQUEST HELP PREFERENCES MENU
Select Filter - - 3
Q o @ b0 § 7/ &
Search | Reload Sort - MNew Copy Delete Edit Export
Select Sort Py
GRID | MAP 1
Layers + | Base Maps @ Search A
Z—T=Z = U] Zz 3 = &
® = Riverfrant Park 2 L
Layers © | w ohio Ave 4,1 3 g w‘e‘v‘: E]
g : o 3
¥ [ work Orders + £ @ o = Washington State Univi
=) 2 ]
| Work Orders o | = | ! W Spokane Falls BIVd 395)
W Water Ave o3 R‘:Eu:,aem il & z
v Assets r 2 bl RIVERSIDE o =
E] i b= Main Ave a 2 Main:Ave g W Main Ave € ;
— =3 2
¥ @ Assets = & q 2 g 2 g 2
e P ¥ = W Riverside Ave @0 Martin WA ES ERue
W Wilson Ave o z zZ =
W Sprague Ave W SBONe AN bl Spokans &
P 5 = o
| - W 15t Ave & -S g & - — E W 1st Ave -] i = % E1st A
G H » & o c % = =z ] & L @ & s
] : W, H 1 £ £ = B 3% z f w S E 2 2 :
300 m A5t E S . £ g & 4 EP
1000 1t e T N S " P pacific Ave 2 5 8es, .. bBingma#

Currently, to display linear assets, the linear asset must have an associated Shape ID assigned.
In the example below, The Linear Assets — Primary Information screen shows where assets are

located by the red, circled number . Clicking on the number brings up a clearer view of
where the assets are located, i.e., cross streets, etc. In this example, six linear assets are
located at the location. Each asset is represented by a shape. Click on an asset to automatically
refresh the main screen with its data.
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Admin Mode

Use Admin mode to control Ul in the Enterprise Portal screens and Web Modules. You can
choose to hide or display fields, change admin options, field titles, etc. To use admin mode, you
must have administrative rights in the Enterprise Portal.

(4 Note: Changes done in Admin mode display once you save the change in real-time without
having to refresh the screen to see changes.

Starting Admin Mode

To start Admin mode:
1. On an Enterprise Portal screen, click ADMIN MODE.

Work Order Center ADMIN MODE CHANGE REQ
Select Filter -
Q| o |1 ®
Search | Reload Sort Salect Sort - New

2. Four options display:

I Y [IYRY (e]o=l Edit Control Rights
Edit Control Info

o Edit Control Rights: Edit user control rights for selected fields.
o Edit Control Info: Edit control information such as hiding fields and tabs.

o Preview Mode: Choose a user group while in preview mode to see what that
user group will see when using that page.

o Exit Admin Mode: Exit any admin mode you are currently using. This option is
greyed out unless you are currently in an admin mode and click Admin Mode.

3. Select the needed admin option.

Admin mode changes to Editing Rights, Editing Info, or Preview Mode depending on the
option chosen.
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Work Order Center

GRID MAP

4. For more information on using the different options, refer to the options below.

Using Edit Control Rights

The option for editing control rights allows you to edit the rights for user groups. This changes
what user groups have access rights to pages. Editing control rights cannot be accessed while
editing a record or inserting a new record.

To edit rights:
1. Start the Edit Control Rights mode as explained in the Starting Admin Mode section.

2. Select a template from the Select a control template drop-down field.

This applies the template screen rights to allow you to see what a user assigned to the
template will see on the screen. When selecting a field below, the template also loads
the current options for this field as well, based on the template.

T T T TNV A e ) TR T T ST T T T T T I T T T TP o T

Select a control tamplata.. v}DIﬂNG RIGHTS

3. To select afield or tab to edit rights to, press and hold Shift, and then click the field.

Work order ID Equipment ID Job status | OPEN
Basic Info
Jobtype |REPAIR Equipment 1D Q  License number Date an
FM Date an
Meter 1 Meater 1 validation Life meter 1 usage Date an

The Edit Control dialogue displays with control information on the left side of the
dialogue, and options for editing control rights on the right.
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Edit Control x

Control Info Edit Control Rights
Screen ID: 2037 Control Template | Select a control template... ¥ |
\(‘,:VIHTD"IVII'JQ: ;29 Deny View?
onrat i Deny Update?
Control Type: 1263 More Infa?
Table Name: JOB_MAIN
Column Name: eq_license
Object Name: LicenseNumber
Default Title: License number
User Title: License number
| Close | Save and Close Save

4. From the Control Template drop-down field, select a control template. This is the user
group template (applied through the User Groups screen) that controls user access
rights to screens, their tabs, data, and reports. For more information on user groups,
refer to the help for the User Group screen.

Edit Control ®

Control Info Edit Control Rights

Screen |D: 2037 Control Template Select a control template... ¥

"(":\‘r'“?f’"l"l::?i ;29 Deny View? Select a control template. .. -

ontrol 1L: ALL USERS
7
_ Deny Update? ALLOCATION AND ASSIGNMENT OPS

Cantrol Type: 1263 More Info? BY-CONTROLRIGHTS

Table Name: JOB_MAIN BY-CR-BYPASS

Column Name: eq_license BY-CTRLRGHT-RESTRICT

Object Name: LicenseNumber BY-TIMECODERESTRICT

Default Title: License number CONTROLLER RAIL ]

User Title: License number MECHITECH (RAIL) —
MECH/TECH BUS-FAC-MOW-REB L
MECH/TECH FAC
MECH/TECH REBUILD (RAIL})
NO RATES =
RGTEMP —
SUPERVISORS BUS/RAIL ||
SUPERVISORS BUS/RAIL SR -

| Close | Save and Close Save

5. Select Deny View?, Deny Update?, or More Info?.

o Deny View?: Check this box to turn off access to the field. This hides the field on
the screen.

o Deny Update?: Check this box to turn off access to update the field. The user
can see the field, but not edit.

o More Info?: Check this box to make this field a more-info type field. More info
fields are hidden, or minimized on the web screen until a user clicks the button to
expand those fields. This field applies to fields that display in the web screen
only.
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6. When you are done making changes, click one of the options at the bottom of the pop-in.

o Close: Closes the pop-in without saving changes.

o Save and Close: Saves the settings and closes the pop-in. This button is greyed
out until a setting is changed.

o Save: Saves the settings, but keeps the pop-in open (this also can be used while
you are in progress to save the current changes without exiting). This button is
greyed out until a setting is changed.
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Using Edit Control Info

The option for editing control info allows you to change default text of a label, set a control as
required or highlighted on the screen, and other options that change the way users interact with

that control.

To edit control info:

1. Start the Edit Control Info mode as explained in the Starting Admin Mode section.

2. To select a field or tab to edit info for, press and hold Shift, and then click the field.

Work order ID

Basic Info

Jobtype |REPAIR . | Equipment ID
PM -

Meter 1 Meter 1 validation

Q

Date an
Date an
Date an

License number %

Life meter 1 usage

The Edit Control dialogue displays with control information on the left side of the
dialogue, and your options for editing control info on the right.

Control Info

Screen |D: 2037

Window ID: 189

Control 1D: 76

Control Type: 1263

Table Name: JOB_MAIN
Column Name: eq_license
Object Name: LicenseNumber
Default Title: License number
User Title: License number
| Close |

Save and Close

Edit Control ®

Edit Control Info

Default Title: License number

User Title: License number

Required Field?

Attention Field?

Single Zoom Button: Disabled

Multi Zoom Button: Disabled

Filter? Filter and Sort On v
Save

3. Edit the necessary information fields. These fields can vary from control to control as to
which options are available to edit:

o User Title: Enter a title for the field to override the default title. For label controls,
this changes the text shown to the user.

o Required Field?: Check this box to make this a required field.
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o Attention Field?: Check this box to make this a field that is highlighted.

o Zoom Buttons: Zoom buttons display as magnifying glasses and open a specific
screen in the Enterprise Portal. These buttons use the screen, window, and
control IDs found for specific areas when you are in admin mode. These buttons
either show status of Enabled or Disabled on the Edit Control pop-in. You can
only have one zoom button set at a time for a field, either single zoom or multi-

Zoom.

Edit Control

C

Screen 1D: 2037
Window ID: 189
Caontrol ID: 76

Caontrol Type: 1263

= Single Zoom Button: Add a zoom button to the field. Click Edit to add or

edit a zoom button. When you are done entering the following
information, click Save Zoom Button, or click Close at any time to cancel

out of this pop-in.

=

e Enabled?

- Screen ID:
Window |D:
Control ID:

| Close | |

Edit Zoom Button x

Save Zoom Button

Enabled?: Check this box to enable the zoom button.

Screen ID: Enter the ID of the screen to open with the zoom button.

Window ID: Enter the window ID.

Control ID: Enter the control ID.
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* Multi Zoom Button: Add a zoom button to the field. When you are done
entering the following information, click Save Zoom Button, or click
Close at any time to cancel out of this pop-in.

Enabled?
Source Screen |D: 2037
Target Screen |D:

Zoom Control #1 Information
Source Window ID:

Source Control ID:
Target Window 1D:

Target Control 1D:
Remove Control Add Control
Close Save Zoom Button

Add Control: Add a zoom control.
Remove Control: Remove the last zoom control on the list.

Enabled?: Check this box to enable the zoom button.

Screen ID: Enter the ID of the screen to open with the zoom button.
Window ID: Enter the window ID.

Control ID: Enter the control ID.

Source Window ID: The window ID of the item you want to fill in the
target screen.

Source Control ID: The control ID of the item you want to fill in the target
screen.

Target Window ID: The window ID of the field you want to fill with the
source information.

Target Control ID: The control ID of the item you want to fill in with the
source information.

Filter?: This section enables you to set whether this field displays for the filter
and sort buttons of the Enterprise Portal. Options allow you to turn on this field
for both filter and sort, or only one or the other.

Custom List: This drop-down contains the custom lists defined in your
environment. Selecting a list from the drop-down allows users to access that list
as their choice-list from the field.
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o Entry must exist in defined list?: If this box is checked, the user must choose
an option from that list when filling in this field (if they enter any other value, a
validation error will display). If this is unchecked, users can either select from the
defined list or enter any value.

4. When you are done making changes, click one of the options at the bottom of the pop-in.

o Close: Closes the pop-in without saving changes.

o Save and Close: Saves the settings and closes the pop-in. This button is greyed
out until a setting is changed.

o Save: Saves the settings, but keeps the pop-in open (this also can be used while
you are in progress to save the current changes without exiting). This button is
greyed out until a setting is changed.

Using Multi-Control Edit Mode

Use the multi-control edit mode to edit multiple control right or control info items at the same
time. With the following editing controls, you can edit both global rights, and rights that are
controlled through user groups. In the editing area, these items are separated by the Template
drop-down menu.

Required? Set All Clear All
Highlighted? Set All Clear All

Template: Select a control template... v

( Deny View? Set Al Clear Al
Deny Update? @ Set All Clear All

Qﬂore Infa? Set All Clear All

Save Controls

1. Items above the Template drop-down affect global rights. Users with rights to the screen
affected by these changes, will see the options as they are set up regardless of which
user groups they belong to.

2. Items below the Template drop-down are affected by the user group template, and
changes will differ for users depending on which user groups they belong to. Select a
template in this field to choose what those users are able to view, update, and see more
info for.
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To use multi-control edit mode:
1. Start the Multi-Control Edit Mode as explained in the Starting Admin Mode section.

2. Press and hold Shift, and click fields to select them.

Basic Info
Job type |REPAIR « | Equipment ID I:I Q License number I:
PM -
Meter 1 Meter 1 validation Life meter 1 usage
Meter 2 Meter 2 validation Service status
Account ID
Priority 1D
Employee o [ |
.

Fields display with yellow highlighting when selected.

3. Click the slider to open the edit menu.

HELF PREFERENCES MENU

MULTI-EDIT MODE

MULTI-EDIT MODE HELF PREFERENCES MENU

Required? Set All Clear All
Highlighted? SetAl
Template: Select a control template v
Deny View? Set All Clear All
_ Deny Update?
DI Current veork delzy b status IE - More Info? Set All Clear All
:

0 Selected Controls

Date and time out of service |_J/_ /i 1
Date and time in P S
Date and time due Y S
:l Date and time opened || _/_ /i
Date and time first labor A R Dy J

Selected controls display in the bottom section of the edit menu.
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1 [save Controls
Basic Info
3 Selected Controls
Job type |REPAIR Equipment ID l:l Q  License number I:l .
Equipment ID Required? X
Window ID: 189 iahli
Meter 1 Meter 1 validation Life meter 1 usage Highlighted?
Meter 2 Meter 2 validation Service status Control ID: 6 Deny View?
Account ID Deny Update?
Priority ID
More Infa?
Employes ID
Vendor ID
Repair reason 1D PM senvice Meter 1 validation Required? x
Repair site PM scheduled _J_/ i Window 1D: 189 Highlighted?
Work class Mext PM due date Control 1D: 71 Deny View?
Warranty weork UNKNOWN
E ?
I:(':S Estimate Approved Deny Update?
——— Mor i

Update changad repair reason from header to | | Weter 2 validation Required? y

4. To remove a selection, press and hold Shift and click the highlighted field, or click the X
in the top-right corner of the selected control in the slider menu.

5. Edit the items as needed. Edit multiple items with the same edits, or specific controls for
individual items.

To edit all selected items:

o Click Set All or Clear All to set all selected controls with the same option. For
example, click Set All for the Required? option to set all of the selected items to
be required.

Required? |Set All| Clear All
Highlighted? |Set All| Clear All
Template: Select afcontrol termplate. .| v
Deny View? |Set All| Clear All
Deny Update? |Set All| Clear All

PEN Mare Info? |Set All| \ Clear All|}

- Save Controls

(4 Note: For the user-group affected options (under the Template field), you
must select a control template before editing controls for the selected user
group.
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For example: Select the template for AUTO SHOP MECHANICS. Any
changes made to the options below the template drop-down menu will
affect only the users in the AUTO SHOP MECHANICS user group.
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{
. Required? Set Al Clear Al
Highlighted? Set All Clear All
Template: Select a control template... A
Deny Select a control template. .. -
ALL USERS

I CeppTIOCATIONAND RSSO OPS
M AUTO SHOP MECHANICS

(urrent worl S ALTO SHOP PEE
Sayd CONTROLLER RAIL

To edit individual items:

o Check or uncheck the options in the individual controls to set each control

individually.
3 Selected Controls
b T R eensenumber [ ] pa o O\ X |
) Equipment ID Required? O
3
Window ID: 189 ikl
ation Life meter 1 usage Da Highlighted? -
ation Service status :l pg ControllD:6 Deny View? L4
] Da Deny Update? ]
s More Info? |
sh
] Us
B service —| ue Meter 1 validation Required? ¥ X
PMscheduled [/ 7 _: | pa WindowID:189 Highlighted? [
NetPdduedate [/ /| D2 Control ID: 71 DenyView?  J
Da
7 |89
|| Estimats || Approved Deny Update? -
— orelnfo?
cader to | | Meter 2 validation Required? O X
Window ID: 189 Highlighted? ]
Control 1D: 73 \D‘MH_'/

6. When you are finished making changes, click Save Controls.

|

- Required?
Highlighted? Set All
Template: Select a control template..
Deny View? Set All
Deny Update?

Set All

Equipment ID Required?

OPEN
3 Selected Controls

(] x ‘

The controls are saved and the page refreshes. Your selections will remain selected in
case there are other changes to make.
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Using Preview Mode

Use the preview mode to view a page with the rights of a specific user group. This allows you to
ensure you have the correct settings and available fields, tabs, pages, etc. for the groups that
need them.

[_!I Note: If your administrative user has other templates applied to the user that limits fields of
view, those field will display or not display as set up in the template, even in preview mode.
For the best experience, it is best to use preview mode when no other control rights have
been specified limiting or changing views.

(4 Note: You must click New to create a new record, or click Edit to edit the record on the
current screen to have access to the preview mode.

To view the preview mode:
1. Start the Preview Mode as explained in the Starting Admin Mode section.

2. From the Select a user group choice-list, select the user group for this screen.

-

elect Filter

elect Sort

FLEET

Joh| Job type

derd[aca v |2 status  OPEN v Curent wor
.|

(I i M Y il Vo m P N |

The screen displays as the selected user group will see when they use the page.

3. Change the user group as needed to see any group’s screen views.

Exiting Admin Mode

Closes the administration mode and returns the user back to the normal Enterprise Portal mode.

To exit Admin Mode:
1. Inthe top-right corner of the Enterprise Portal, click EDITING RIGHTS.
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HELP

2. Then click EXIT ADMIN MODE.

EDITING RIGHTS
Edit Control Info

Exit Admin Mode

The Enterprise Portal returns to the mode for regular use.
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The Main Screen

The Enterprise Portal main screen serves three purposes:

¢ Display full detail about a record of data;
¢ Provide a form for entry of new records of data;
e Provide a way to update existing records of data

When an existing record from the database is selected in the grid, all detail related to that record
is displayed in the main screen:

Asset Primary Information ADMIN MODE CHANGE REQUEST HELP PREFERENCES MENU
Select Filter - - N
Q| & ®@ bO | m 7/ &
Search | Reload | Sort Select Sort = New Copy | Delete Edit Export
GRID LIST MAP
Row # Equipment ID Model year Manufacturer ID Model ID Equipment description
L 1979 Al I FLAT CAR #5 -
€ 00002 1979 NA NA ) FLAT CAR #2
4 Tou0 To79 WK ey FLAT CAR #2 =
4 »
EquipmentID 00002 1979 NA NA FLAT CAR #2 Assettype  ASSET
Basic Info = =
Meter Info Basic Info
Classes Model year 1979 BM program type
Manufacturer 1D | NA NOT APPLICABLE cLass N
Locations Model ID A NOT APPLICABLE é:‘}?‘H‘“D“AL
. Equipment type | CAR-FLAT Q NOHE S
Assignments AT ChRS
[ Description FLAT CAR #2
Color VELLOW
Status Serial number | 00002
Asset number | 000002
Capital Associated file
Path and fil name 1]
Motor Pool \ /

Once data is displayed in the main screen, you may either scroll through all data using the

vertical scrollbar to the right, or you may jump directly to a screen area using the tabs on the left
of the screen:
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Asset Primary Information ADMIN MODE CHANGE REQUEST HELP PREFERENCES MENU

Select Filter

= .
Q n ©@ b 7 @
Search | Reload Sort Select Sort o New Copy Delete Edit Export
GRID LIST MAP

Row # Equipment ID Model year Manufacturer ID Model ID Equipment description

2 -1 1979 NA NA FLAT CAR #5 -
3 00002 1979 NA NA FLAT CAR #2

4 00002C 1979 NA NA FLAT CAR #2

f  Eipmentid 00002

Basic Info
Meter Info Basic Info
Classes Model year 1979 PM program type
Manufacturer ID NA NOT APPLICABLE CLASS
Locations Model ID NA NOT APPLICABLE é’é;‘::[’”’“
Equipment type | CAR-FLAT Q NONE -
Assignments AT CARS
Accounts Description FLAT CAR %2
Color YELLOW
Status Serial number 00002
Asset number 000002
Capital Assodiated file
Path and filz name 1]
Momr Pool J Desription

1979 NA NA FLAT CAR £2 Asset bype  ASSET

An added benefit to the Enterprise Portal screens is their ability to expand subgroups to the full
width of your screen, allowing many columns to be seen at one time.

Latest meter reading

Latest meter date

Meter Info
Equipment class for meter types | CAR-FLAT Q |FLATCAR
Meter information Meter 1 Meter 2
NONE MNONE Meter resets
Meter at delivery o 0 ‘Rﬂw # Delete Date Meter number Reason New meter value 0Old meter value WO location -year

[

Latest meter source | EQUIPMENT MASTER

10/04/2006 11:11

[)
EQUIPMENT MASTER
10/04/2006 11:11

Maximum meter value 999 -

Life totzl 600 0

The remaining sections outline viewing messages and uploading files, reports, and URLs to
system records.

Messages and Error Handling

In the event of a message or an error while saving a screen (e.g., a validation error), the
feedback messages are displayed in the status bar at the bottom of the page.

& Also, when possible (if an offending control ID is sent from the app), the specific field is
highlighted and its text contents will be automatically selected so that the user can easily
correct the issue.

o The textbox background changes color and displays an important icon & Hovering
over the textbox shows the error detail message as a tooltip.

e Assoon as the text value is changed, the color and the tooltip will revert to normal.
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TTETET Gt UENvery

Codes = Latest meter reading
y—

Walue is required for Asset type - PR-ERR: 3
=

Linking and Uploading Files

In Enterprise Portal, you can add a link to a file or report for a particular work order, asset, etc.,
by following the steps in the example below. The paperclip is found through several screens,
and not only on the Work Order Center screen as shown below.

To ready the record to add a file:
1. Click the Edit button to edit the record.

2. Go to the Files area for a work order. When you hover over the paper clip icon, a yellow
message displays to indicate that uploading files can be done by clicking the icon while

in edit mode.
Files
Row# [Nelete  [Path an file nama [ Dedcription
Click to upload file

3. Click the paper clip icon.

The Add Link dialog displays. You may choose to upload a file, add a URL link, add a
report link, or cancel.

4 Upload File
€@ Add URL Link
[ Add Report Link

© cancel

The subsequent dialog that displays will be one of the following (for more information,
see the appropriate section directly below this list):
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o Upload File: Enables you to upload a file with an optional title and description.

o Add URL Link: Enables you to link to a network resource (e.g., a web site or a
shared network file on your company's intranet).

o Add Report Link: Enables you to point to a Web Modules report (currently only
Crystal Reports are supported).

s

r_ﬂ Note: For report links, farpt:/// is automatically added to the file name when
you save.

o Cancel: Closes the dialog. You can also press Esc or click the X in the top right
corner.
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Upload File

To upload a file:
1. Enter the File and Title, and click Upload to upload the file.

File: Choose File | No file chosen
Title:

Cancel Upload

The file is copied to the Uploads directory of the Web Modules’ installation where it is
renamed to an obfuscated format

The file displays and you may enter a description.

Files
[Row# [Delete [Path and file name [ Description
1 JeepGC @ |Jeep Grand Cherokee

0

2. Click the Save button to process the update.
A successful update message displays at the bottom of the screen.
3. Once afile has been uploaded, click the link or the paper clip icon to view the file.

In Edit mode, hover over the paperclip icon to see information about the uploaded file. You are
also directed to click the paperclip icon to view or modify the uploaded file.

To view or modify the uploaded file:

1. To view the file information, hover over the paperclip icon.
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Row # Delete | Type [Path and fils nama Description
1

Click to view or modify uploaded file:

Title: JEEP GC IMAGE 0

Criginal name: Jeep GC 2008jpg.jpg

File type: imagefjpeg, 114270 bytes

Uploaded: 01/24/2018 13:46 (GMT-8)

2. To update the file, click the paperclip icon.

Current Link: Remaove
fafile /if51d09366-102a-4f0b-b5b2-2967hEe5Tdf3 jpg

Original Mame:  Jeep GC 200&jpg.jpg

File Type: imageljpag, 114270 bytes
Uploaded: 01/24/2018 13:46 (GMT-8)
Title: JEEP GC IMAGE
Cancel (| Replace . Update Info

The Upload a file Edit dialog displays where you may remove the link, edit the
information and replace, or update the information.

Linking Local Files

In previous versions of the software (and with older browsers), you could enter local files and
directories as the paths when linking files to equipment, work orders, etc. For example, linking to
a file mapped on the local network drive (E:\Files\Test.pdf). When clicking the link in the
Application Modules or the Web Modules, the files opens in the appropriate program.

& Important: Recently, modern browser security defaults to block requests to open files and
folders on a separate host. Even if the files are present in a network folder, and the web
server is hosted on the same network, using the file:// protocol cannot be used successfully
anymore. Although certain security settings will sometimes allow you to still link local files,
because this issue is due to modern browser security and it not a limitation of this software,
it is the responsibility of your IT department to dictate if this is an acceptable method for file
handling, and to configure the browsers and Internet Information Services (IIS) application
security to allow these requests.
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If needed, use the following procedure to preserve the file names and hierarchical structure
information.

o Warning: If the deployment tool is used to delete the web instance, the files and folders
created using this method will be deleted as well.

To use files on the web server:

1.

On the web server, navigate to the installation’s base web folder. This is the root of the
hosted site.

For example: ...\<deployment name>\WebModules\Web

Create a folder to hold the linked files. If needed, create sub-directories inside this folder
(for separating asset files from other files, organizing by year, etc.).

For example, create a folder in the Web folder called Files.
Move the files that need to be linked to this directory or sub-directories as needed.

When adding these files to records, click Add URL Link. For more information on this
procedure, refer to the Add URL Link section.

Enter the URL of the web server.
For example:

If the URL to your web instance is

http://<ServerName>/<Instance>/FASuitinfoCenter.aspx

Then enter the following:

http://<ServerName>/<Instance>/

After the slash (/), specify the folders and file name of the linked file. For instance, using
the server above, the full path becomes http.//<ServerName>/<Instance>/Files/<file-
name>.

Click Add and then save the record.

i

(4 Note: Files added can always be accessed in the specified folder, and can be
organized with sub-directories, you just need to update the link if you reorganize.

wsuuw

(4 Note: An alternate method of hosting files is to create a virtual folder hosted by IIS
and link in the same way to the hosted file, though, this is not a supported standard.
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Add URL Link
1. Enter Path and click Test Link to test the link. Then click Add to add the link.

Link to an URL or network file  [Change]

Path: [ |

| Cancel || Add | Test Link

The URL link displays and you may enter a description.

Files
[Row# [Delete [Path and file name | Description
1 www.google.com @ Google searches

0

2. Click Save to process the update.
The URL link and a Successful Update message display.

When you hover over the paperclip icon, you are directed to click the icon to view the
URL in a new window.

Files
Row # [Nelete  [Path and file name |[]93c|'ipti on
1 - q 1] | GOOGLE SEARCHES
Click to view or upload file

3. Click the icon or the link and the URL opens in a new window.
Once a URL link has been uploaded, you can edit the file in the Edit mode.

4. In Edit mode, hover over the paperclip icon to view information for that item. Click the
icon to view or modify the link.

The Add Link Edit dialog displays where you may change the link, edit, or update the
information.
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Add Link x

Link to an URL or network file [ Change ]
Path: |

oo ] [

Add Report Link

The Add Report Link button enables you to point to a web modules report (currently only
Crystal Reports are supported).

(4 Note: For report links, farpt:/// is automatically added to the file name when you save.

1. From your web browser, copy the part of the report's URL that identifies the report. This
link contains the folder name (seen below as Shop Activity) and the name of the report
(Work Order Detail.rpt).

For example:

= http://host/icapp/reporting/Shop Activity/Work Order Detail.rpt

becomes

= Shop Activity/Work Order Detail.rpt

2. Paste the report identifier string (path) and description in the Path field.
3. Click Test Link to test the link.
4. Click Add to add the report link.

Add Link *®

Link to areport [ Change]

Path: |equipment info'fa-invlist.rpt |

o ) [ ]

The Report link displays and you may enter a description.

5. Click Save to process the update.
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A Successful update message displays along with the report link.

6. When you hover over the paperclip icon, you are directed to click the icon to view the
report in a new window.

Files
Row#® |Nelsta  [Path and fila name [Description
1 ) . GOOGLE SEARCHES
Click to view or upload file m

0

7. Click the paperclip icon.

The report displays in Report Viewer.

el
[ ShowFilter ] [ To PDF | [ Schedule |
& 3| 72 G Tree [ 13 v Wt |foow |-
Main Report ‘

Part Status by £ d Delivery Date
Part Request Location(s): 1000, 2000, 3000, 4000, CNLOCL, CNLOC2, CNLOC4 Al Equipment
Repair Locatian(s): 1000, 2000, 3000, 4000, CNLOCL Al Employees
|All Statuses Notffy Flag: BOTH
[ORDERED
Equipment Work Order ID WO Delay Part
KD3 - CHEVROLET TAHOE 2WD 4DOOR 1000-2011-3 5281050/0 - FILTER
Requested By:  1000-11 - MARY SMITH Commen
| C-1004 - CHEV. CAVALIER 4 DOOR SEDAN 2000-2010-12 P-2009/0 - THERMASTAT
Requemzd By: 001 - MOLLY TELLO. Comment:
PENDING
Equpment Work Order ID WO Delay [
MT-118 - COURTESY SHUTTLE 2000-2010-2 P-2000/0 - WIPER ELADE
Requested By:  LMEMPIDOL - CHAD WALKER ‘Comment:
MT-118 - COURTESY SHUTTLE 2000-2010-2 P-1000/0 - OIL FILTER
Reevosted vt LMEMPIDO - CHAD WALKER Commenn

<

Once a report link has been uploaded, you can edit the file in the Edit mode.

To edit a report link:
1. In Edit mode, click the icon or the link to view or modify the link.

The Add a Link Edit dialog displays where you may change the link or update the
information.

_

Linkto areport [ Change]

Path: |

(G [ upie ]

2. Click Update when you or finished, Test Link to test the link, or Cancel to leave the link
asitis.
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Appendix A. Creating/Editing Screen Menu XML Files

The following is a quick overview of Enterprise Portal Screen Menu XML menu files, so you can
try creating them yourself:

The XML file is just a text file having an extension of .xml - so you can use any text editor to
create/edit these.

® Enter the first two lines of the text file EXACTLY as follows:
<?xml version="1.0" encoding="utf-8" 7>
<FAMenu>

The last line of the text file MUST be entered as:
</FAMenu>

The remaining lines in the text file do one of the following:

e Create a menu or sub-menu

e Create a screen link

A.1 Creating a Screen Link

To create a screen link, the format of the text line is:

<Menultem name="Screen Name" screenld="Screen ID"/>

Example 1:
<Menultem name="Fleet Equipment" screenld="2024"/>

The screen name is up to you. You can name the screen what it's called in the GUI or
Enterprise Portal, or anything else. This is useful in case a customer is using a standard screen
in a non-standard way, or for when you want to take a long complicated screen name (for
example, Meter Readings -> Assignments -> Usage) and present it in a simpler way (Meter
Readings and Usage)

Example 2

If you wanted to (as a simple example), you could create a whole menu.xml file with just
screens, no menus or submenus. So for example, the following xm file:

<?xml version="1.0" encoding="utf-8" 7>
<FAMenu>
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<Menultem name="Work Order Center" screenld="2037"/>
<Menultem name="Work Order - Short Form" screenld="2155"/>
<Menultem name="Time Cards" screenld="2058"/>

<Menultem name="Parts Issues" screenld="2160"/>

<Menultem name="Fleet Equipment" screenld="2024"/>
<Menultem name="Subsystems and Parts" screenld="2025"/>
</FAMenu>

Would look like this in the Enterprise Portal:

S My Screen List W%

Work Order Center
Waork Order - Short Forem
Tirme Cards

Parts Issues
Fleet Equipment
Subsysterns and Parts

A.2 Creating a Menu/Submenu

Menus and submenus are created by wrapping screen lines (rows in the text file) in the
following format:

<Menu name="Menu Name">
...any number of screen lines or sub-menus...
</Menu>

So, the following xml file:

<?xml version="1.0" encoding="utf-8" 7>

<FAMenu>

<Menu name="Work Order Screens">

<Menultem name="Work Order Center" screenld="2037"/>
<Menultem name="Work Order - Short Form" screenld="2155"/>
<Menultem name="Time Cards" screenld="2058"/>
<Menultem name="Parts Issues" screenld="2160"/>

</Menu>

</Menu name="Equipment Screens">

<Menultem name="Fleet Equipment" screenld="2024"/>
<Menultem name="Subsystems and Parts" screenld="2025"/>
</Menu>

</FAMenu>
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Looks like this in Enterprise Portal:

m My Screen List W4
=l 'Work Order Screens
Work Order Center

Work Order - Shart Forrm

Time Cards

Parts lssues

= Equipment Screens
Fleet Equipment

Subsystems and Parts
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You can nest menus within menus to create sub-menus.

So the following xml:

<?xml version="1.0" encoding="utf-8" 7>

<FAMenu>

<Menu name="Work Order Screens">

<Menultem name="Work Order Center" screenld="2037"/>
<Menultem name="Work Order - Short Form" screenld="2155"/>
<Menu name="Transaction Posting Screens">

<Menultem name="Time Cards" screenld="2058"/>
<Menultem name="Parts Issues" screenld="2160"/>

</Menu>

</Menu>

<Menu name="Equipment Screens">

<Menultem name="Fleet Equipment" screenld="2024"/>
<Menultem name="Subsystems and Parts" screenld="2025"/>
</Menu>

</FAMenu>

Looks like this in Enterprise Portal:

o My Screen List g
E'Work Order Screens
Work Order Center

YWork Qrder - Short Form

= Transaction Posting Screens

Time Cards

Farts Issues

= Equipment Screens
Fleet Equipment

Subsysterns and Parts

The tricky part in creating these menus and sub-menus (and sub-sub-menus, etc.) in screen
menu XML files is keeping straight which <Menu ...> line (starting a menu) corresponds with
what </Menu> line (ending a menu). So typically (although it's optional), it is better to indent
these menus and submenus with tabs, just so that the starting line (<Menu ...>) vertically lines
up with its corresponding ending line (</Menu>). Again, it's not required, it just makes it cleaner,
easier to understand, and less prone to error.

Using indentation, the xml example from above in #8 would look like the following:
<?xml version="1.0" encoding="utf-8" 7>
<FAMenu>
<Menu name="Work Order Screens">
<Menultem name="Work Order Center" screenld="2037"/>
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<Menultem name="Work Order - Short Form" screenld="2155"/>
<Menu name="Transaction Posting Screens">

<Menultem name="Time Cards" screenld="2058"/>

<Menultem name="Parts Issues" screenld="2160"/>

</Menu>

</Menu>
<Menu name="Equipment Screens">

<Menultem name="Fleet Equipment" screenld="2024"/>
<Menultem name="Subsystems and Parts" screenld="2025"/>

</Menu>
</FAMenu>

Those are the basics. The rest is up to your imagination and your organization’s needs. With
this primer, you should be able to understand what's going on in the sample menu files
(FAMenuFull.xml, FAMenu.xml, and MechanicMenu.xml) and make whatever changes you

need.
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Appendix B. The Enterprise Portal View Screen
Report Feature

The View Screen Report icon allows Enterprise Portal users to quickly launch and print Crystal
reports directly from their current Enterprise Portal screen. The report runs automatically and is
displayed in Adobe Acrobat (as a .PDF file) where it can easily be printed.

—

4 The difference between this functionality and the Execute Screen Report ability in the GUI is
that the Enterprise Portal version prints the report based upon the record that is selected in
the grid. Whereas, the GUI version prints the report for all of the records that match the
criteria entered into the screen’s filter.

B.1 Setup the View Screen Report feature

To use the View Screen Report feature, you will need to perform the following setup steps.
1. Publish the desired report in the Reporting Module by completing the following steps.

When a report is published, it means that the report is now available to be viewed by
users with the rights to view the report. Each report that needs to be made available to
users must first be published before security rights can be applied for the User Group.

i. To publish reports, click on a report group to see the list of available reports.

ii. Next, click on the Publish button next to each report you would like to publish.
The Publish button turns into an UnPublish button upon clicking on it. If you
later determine a report should no longer be visible to users you can unpublish
the report by clicking the UnPublish button.

Reporting #
Reports:

My Favorites Cost Analysis

Publish report files to InfoCenter:

Enterprise Purchasing
Eauioment Info Browse..
Fuel Info
Greenhouse Asset Billing Information About UnPublish Rpt XML
Incident Info Asset Cost Analysis About UnPublish Rpt XML
Linear Info Asset Cost Analysis Metric About UnPublish Rot XML
Marta Average Cost per Meter About Publish Remove Rpt HML
Motor Pool . -
NTD Billing Informaticn - Direct Details About UnPublish Rpt HKML
Operations Info Billing Informaticn - Direct Summary About Publish Remove Rpt HKML
Parts Info Billing Information - Usage Fuel Details About Publish Remove Rpt XML
Purchasing Info Billing Information - Usage Fuel Summary About Publish Remove Rpt XML
$Shop Operations Equipment Recurring Costs About Publish Remove Rpt XML

Facility Summary About UnPublish Rpt XML
Facility Summary Graph About UnPublish Rpt XML
Life Cycle Total Cost of Ownership About Publish Remove Rpt XML
Work Order Billing About Publish Remove Rpt XML
Work Order Detail - Charges About Publish Remove Rpt XML
Work Order Detail - Charges About Publish Remove Rpt

(4 You must publish each report prior to defining security rights.
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2. On the Report Groups screen, add the desired report (i.e., the custom Motorpool Trip
Ticket) to an existing report group or create a new report group.

Associate the report to the screen that you will be running it from by entering the
screen ID (e.g., for MotorPool Center the screen ID is 2140).

Report Groups ADMIN MODE HELP PREFERENCE
Select Filter a @ Z
Select Sort Save | Cancel Export

Report group ID  ALL REPORTS v

ALL REPORT ACCESS
Reports By Screen

Reports By Screen

Description ‘ALL REPORT ACCESS

[Row# [Delete [ScreenID  [Reportname [Screen name
1 2024 RG:EQ PRIMARY ¥ |FLEET EQUIPMENT
2 2065 FA-EQWOHISTORY ¥ WORK ORDER SUMMARY
3 2037 ¥ WORK ORDER CENTER
4 C ‘2[40 ¥ MOTOR POOL CENTER )
v

Click Save when you are done entering the reports.

3. For the user group that will be executing this screen report:
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iv. Check each box in the Execute column to add execute permissions to each
needed report (i.e., the custom Motorpool Trip Ticket report).

Report Rights Template

Report Access

Select Filter

Select Sort

Template ID ALL REPORTS

ADMIN MODE

Save

HELF

C

Report Access

|Raw# |Repnrlname |Exec:ule |T‘[pE
Z FA-APPLICATIONUTILTZATION I CRYSTAL =~

33 FA-APPTCALENDAR [« CRYSTAL
34 FA-ASSET1YEARWOHISTORY [« CRYSTAL
35 FA-ASSETASSIGNMENTS ) CRYSTAL
36 FA-ASSETCLASSHEALTH ) CRYSTAL
37 FA-ASSETCOUNTAUDIT el CRYSTAL
38 FA-ASSETLISTHISTORICAL [l CRYSTAL
39 FA-ASSETLOCATIONMAP [l CRYSTAL
40 FA-ASSETMETERREVIEW el CRYSTAL
41 FA-ASSETREPLACEMENTSUMMARY [ CRYSTAL
42 FA-ASSETSNOMETER [« CRYSTAL
4 EA-ASSETSURSFTTASKCOUNTS \m-/ CRYSTA|

v. Click Save when you are done.

4.

associated with the proper report group from Step 2.

Users ADMIN MODE

In order for a user to launch the screen report, you must first verify that they are

Select Filter
Select Sort
UserID A4 ¥  ASSET ADMIN
Basic Info
Groups Currently Basic Info
Assigned
Mama ASSET ADMIN
Comments Phone
Mew password
Security Options Email address |
Associated employes ID | AA v Q  ASSET ADMINISTRATOR
Printers Associated operator 1D |*Qq
Session location 1D ACA v ASSET
i - B
Report groug 1D - )
Assodlated vendor ¥
External identifier
EASuite InfoCenter URL
Supported web applications |

5. Confirm the existence and format of the xml file for the screen report.
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Folders b
# 0 Microsoft o~
= 1 MANT
# 3 nantcontrib. Ta
* 0 MetScapellal
® 2 oracke
® 2 pdfess
® D personal
# 2 Program Fles
# 0 Python2z

2 Recycled

&3 RECYCLER

= 2 Reporting

= 2 Reports
=) Cost Ans
= Equipmer
3 Fuel Info
= Images
2 Inadent
= Motor P
= Operation

% Parts Tef ¥
< >

8% C:'\Reporting\Reports'Pending’ InfoCenter_1-04FAS-6'Clients\USMC\ Reports),,.. [EIEE
File Edit View Favorites Tools Help o

OBack < J 5.7 7

Search ||| Folders > (¥ x ") :'

Marme
[E FaC-ConfirmedList.rpt
2FaC-ConfirmedList.xcml

[E FAC-MonthyBilbyAcct.rpt
EIFAC-MonthlyBilbyAcct xml
[EFAC-Returnedyvehicles rpt
BIFAC-Retrnedyehices xml
EFaC-TripTicket.rpt
Evssv
HFAC-TripTicket xml bak
[DilFAC-Trip Ticket xrrl

ddess | O C\Reportng \Reports\PendrghInfoCenter_1-0VFAS-6\Clents\UISMC\ReportsiMator Poo ¥ | Bco

Size
569 KB
1KB
sa0 KB
1 KB
570 KB
1 KB
578 KB
1KB
1 KB
1 KB

Type

Crystal Peports
*ML Document
Crystal Reports
=ML Docurment
Crystal Reports
XML Document
Crystal Peports
Microsoft SourceSaf
BAK File

*ML Docurment:

>

6. Map the report parameters to matching Controls. In the ScreenDetails line below, screen
ID 2140 refers to the Motor Pool Center screen, and the Window/Control values of 599/2
refer to the reservation ID field.

If the XML setup (below) is not complete, when the icon is pressed the user will be
required to enter criteria in the report filter in order for the report to run. Depending upon
the way the XML file is setup, it can also be configured to run in the Crystal Report
module. This option allows for drill-thru capabilities to other reports (which the direct-to-
Acrobat option does not), whereas the direct-to-Acrobat option offers more streamlined

printing.

<ReportSettings>

<Filterltem>

<Name>ReservationID</Name>

<ScreenDetails screenld="2140" windowld="599" controlld="2" groupRow="-1"
toPDF="true"/>
</Filterltem>

</ReportSettings>

B.2 Using the View Screen Report Icon to Print

After the setup is complete, perform the following steps to print from the screen that you

configured for the View Screen Report icon.

1. Select the desired record in the grid for printing and click the View Screen Report icon.

2. When the report displays in the browser, click the Adobe plug-in Print button.
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Hsawac{;\\& 0 seorch [ & | Thseect i [ @ - (1] || @ [1ion |- @ [ID3-|i 85 - [ search wies | 51
{4 - =

5 Equipmen tail

-

Equipment ID: 0000120
All Departments

All PM Locations

&ll Repair Locations
Report Date: 12/18/2008

Equip: 0000120 - TRACTION MTR Equipment Type: COMPONENT-0L Year: 2005

3. When prompted with the Print dialog box, verify the information and click OK to print the
report to the default printer.

Properties

Status:  Feady g

Type:  HP Laseslet 4050 Senes PCL [ Puint as image

Where; LPT1: ™ Fint to file

Prrt Range Copies and Adustments

& Al e ; Number cfcopies: |1 =

" Cunent page ¥ Collste

C [ ¥ Shiink oversized pages to paper size

il l—_.i I™ Expand small pages to paper size .

[V Auterratate and center pages

¥ Comments

Freview —11.00—

| : =l o

Color Managed:  On printer

Units: Inches  Zoom: 100.0%

Fiinting Tips Cancel |
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Appendix C. Web Modules Shortcuts

C.1 Data Entry and Look-Up Shortcut Keys

Get Data = Alt-G

Sort Records = Alt-O

Filter Records = Alt-F

New Record = Alt-N

Copy Record = Alt-Y

Process Update = Alt-S
Cancel Update (Undo) = Alt-Q
Edit Record = Alt-U

Delete Record = Alt-D

C.2 Additional Shortcuts

Jump down to next section = Alt — J. If the screen is in update or insert mode, Focus will be set
to the first unlocked control in the next section.

Jump up to previous section = Alt — K. If the screen is in update or insert mode, Focus will be
set to the first unlocked control in the previous section.

For Text Boxes — these keys only work if applicable:
e Open Choice List = Alt—-C
e Open Date-Time Picker = Alt—-T
e Open Zoom window = Alt — X
e Insert “Now” in to date, date-time of time fields = Shift — N

o Jump out of Group Section = Shift — (right arrow). This currently moves to the next
section.

e Move up a row when in a Group Section = Shift — (up arrow).

¢ Move down a row when in a Group Section = Shift — (down arrow).
e Copy the cell above into the current cell: = Ctrl — Shift — “ (quote)

e Clear the entire row of data = Alt— B

e Paste into text area and input fields = Right-click — Paste (you must add a space after
the pasted text with this paste method), OR Ctrl - V.

For Check Boxes:

e Check or Uncheck = Space Bar (this is normal browser — check box functionality)
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