Telecommunications Coordinators
Guide to EMS Inquiry

Summary

This document explains the procedures that need to be completed in order to process requests
using the Expense Management System (EMS11). EMS11 is a web-based product of Symphony
Services. It replaces the Stonehouse MONIES mainframe application.

Terms:
* Requests is the term for Orders, a Request is the General Information (GI) portion of the

Order.

* SR or Service Request is the term for Order Segments

* Cost Center is the term for Accounting Unit (AU). The Cost Center is now case sensitive.
» Charge Category - Allocation Code

* Primary L ocation Code - From Location Code

* Secondary L ocation Code -To Location Code

« Service Catalogs — Primary Catalog Code

« Agency Control number — Custom Gl Field

Navigation Buttons:
Listed below are the navigation buttons and their definitions:

I:ﬁgguery button searches for and selects the relevant data. Unlike the arrow, you cannot
type the first letter and have a list appear. The drop down must be used for selection.

' Edit button is used to expand the different portions of EMS so that information can
be obtained or work can be completed. This button is located throughout the system at
the top of each portion title.

[=l Drop down button pulls from an existing file. If the first digit is typed in, all items
starting with that will pull up, if the first two digits are typed in will bring up everything
starting with the first two digits, etc.

B8 view button to view and edit the details of the selected data.

£3] Calendar button can be used to pull up a calendar, or the date can be entered
(mm/dd/yyyy).

W Clear button, clears the data previously selected in the box next to it.
-

lgnore Case field helps with the speed the system performs a query search.

Needs to be checked to search on upper case items.

K1 Go to the previous record

[ Go to the next record

F+ Go to the beginning of the file

E Go to the end of the file.

A red “x” (=) means that field is required before you save the record.
A blue arrow ( ¥ ) means that field is required before you finalize the Request.

Home » Requests List »» Requests these are page location designators
located at top right and lower left side of page(s)

Menu Bar (located on right side of screen) Quick link to reports and web sites
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o A Hyperlink is a word, phrase, or image ( ) that can be clicked on to jump to a new
document or a new section within the current document. Text hyperlinks are often blue
and underlined, but don’t have to be. When the cursor is moved over a hyperlink, whether
it is text or an image, the arrow should change to a small hand point at the line. When
clicked, a new page or place in the current page will open.

STANDARD FUNCTIONALITY
Important NOTE: EMSL11 is case sensitive; all entry should be in Upper Case.

Folders
The words across the top of the screen (black letters or a blue bar) represent “Folders” or
areas of functionality in the system that the user has access to. Provisioning has access to
the following folders.
= Admin - To change password
= Billing — Perform manual billing.
= Call Costing — To set of new switches and review existing.
» Inventory — Inquiry into the Inventory module.
» Reports — Access to the Reports module, where the user can create his/her own
reports.
» Requests — Update into the Request module, formerly know in MONIES as the
Order module.
= Tables - Inquiry into the Location, Cost Center (AU), Catalog, Vendor, and
Personnel Tables.
Drop Down Links
Drop down lists are indicated with a down arrow at the end of the field. The user may
only choose from the drop down list to populate the field. The list is based on data in a
table that has been entered either via the application (cost centers, vendors, charge
categories).
= If the data is extensive (Cost Center, Personnel), the first drop down list
will be a choice of ranges. Once a range of data is selected, the drop
down list will be refreshed with the data that is contained within the
range selected.
Paper/Magnify Glass Emblem
Paper/Pen emblem at the end of a field indicate the user must use this drop-down to get
the appropriate data for the field.
= For example, the Analysis field on the Request Entry screen contains a
question mark at the end of the field. When the question mark is selected,
a pop-up window appears for the Personnel File. Once a name selected, it
is returned to the field on the previous screen.
Column/L.ists
Any column with a column heading that is underscored may sort lists provided in the
system. The sort will always be ascending numeric-alpha. If the list is long enough for
more than one page, left and right pointing arrows will appear above the list.
e The number of pages in the list and the page appearing will be indicated
in the top left (Page N of N).
e Double arrows, when selected, jump to the beginning or end of the list,
respectively.
o Single arrows will move forward or back, respectively, one page of the
list.
Clear Command
The Garbage Can at the end of a row in a list, if selected, will delete the entry in the list.
The user will be presented with a verification pop-up window before the entry is deleted.
Page Location Designators OR “Back’ Button
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The “page location designators hyperlinks within the application should be used to
travel backward. The back button for IE (Internet Explorer - the left pointing arrow
in the top left corner) should NEVER be used.

Accessing and Exiting EMS11

1. Accessing the application:
a. Open Windows Internet Explorer (IE), the application cannot be used via
Netscape.

b. Enter the URL http://illinois.symphonyplm.com/monies/

c¢. When the Home page is presented enter your user id and password.
« If you do not have a user id and password, see your immediate
supervisor.
« ID’s and passwords are case sensitive.
« If the Home page does not appear, see the EMS11 system
administrator.

= =1=1x]
File Edit vie oritss  Tools  Help | &= |
address [&] http:fjilinois.symphonypim. comimanies SessionControllerflogin_status— =1 Go |Links |
1 ax el
Taking Control... So you don't have fol Dy ALALFLINA A ySms
@ Warning: Actess to and use of password protecked and secure areas of the site is
restricted ko authorized users oni. unautmnzew@ls attempting ai-d
these areas of the site may be subject to prosecution
@ Symphony Services Corp. Al Rights Reserved, Terms o it Service Privacy . Cortact us
&1 cone T T [ eoemee

2. Exiting the application
a. Click on the Log Out Button that appears in the top right corner of the
screen.
b. Logging out can be done from any screen with the Log Out Button, however
the system will not prompt a save nor will it save the work done.
c. Save any data entered and/or changes made before logging out.
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Inquiring on Request in EMS11

The Request menu drop-down is used to inquire on request and service request along with other
items. A Request can contain many Service Requests (SR) pertaining to equipment and services.
An SR can perform various functions for equipment or services that will be updated in the
Inventory file such as install, disable, number change, relocate, change, reinstate, and so on. The
SR is what was called a segment in MONIES.

To inquire on details of a request follow the steps listed below:
Step 1 Click on the Requests menu item.

Step 2 In the Requests drop-down that appears, click on the Request option.
i8ix]

File Edt Wew Favortes Tools Help J i
Address [£] i .« i ionCo - tion_event=do_login =l o
vl User : cpatton [Log Out] =]
SV i ONYSMS
i ] [~ 6]
Admin Biling  CallCosting Inventory  Reports  Requests  Tables k
Requests [
E
Request Entry N
u

WFF Task Inguiry
SR Query List
Vendor Notification
Request Query Views

SR Query Wiews

Self Senvice

-]

- [ Ndtocalintranet

Request List will appear. Only those orders that are active will appear. To see
all orders un-check “Active Only”. Page will refresh and show all orders.
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crosoft Internet Explorer provided by State of Lllinoi =] |
Fle Edt ‘iew Favortes Tools Help ‘ e
Address [ ] http:/filinois symphonypim. q tion_event=do_lagin | e
1. cpatton [Log Out] =]
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SYTprolySms
Admin Biling  CallCosting Inventory Reports  Requests  Tables &
=
Home » Reguestslist — g
Requests H
U
Create view Select View v| oo _Editview
Select Where [~ ot [analyst First Name -request =] [FRoM To =] From | To [ I 1gnore Case  Ba [glear | mare |

Export

Recard 1-50 of 1818

¥ Display Request Template : [

Request Number  Requestor Status Approval Status  Requested Due Confirmed Due  Analyst Project #5R Priority.
yz CANKION, NORMA Sent: To Vendor 12{092004 120572004 LECHOWSKI, TIM ~ CMCTOS43%8 0 Low
35 CANHON, NORMA Sent: To Yendor 12f09/2004 12j09/2004 LECHOWSKL, TIM ~ CMCTOS4400 0 Low
»a FLEISCHACKER, KAREN  Active 12172004 12{17/2004 BURCHETT, VERN  CMCTOS#11 0 Low
(& PATTERSON, JOE Sent To Wendar 03/23/2005 09/23/2005 PATTERSON, JOE 0 Low
Ls SHANLE, THERESE Active 09/30/2007 09/30/2007 STOUTAMYER, LYR o Low
3] HALEY, ROBERT Active 09/30/2007 STOLTAMVER, LYN 0 Low
) CAPPELLIN, LORT On Hold 12/012006 12012006 CAPPELLIN, LORT 0 Low
» 10 HENDRICKS, BETSY Sent To Yendar 12/31/2006 BRIMKLEY, GENE ~ BRIANDOC 0 Low
»13 DELGACH, LIWDA Active 04/07/2006 04j07/2005 LEcHowskL T PENEWALEOY gy
(L MORITZ, LARRY Active 04/05/2006 04052006 PATTERSON, I0E  NEWC.A.PC 0  Low )
»1s FREIMUTH, RICHARD Active 05/19/2006 05/19/2006 FREIMUTH, RICHARD ADD TOCLAR. 0 Low
P16 TYLER, LOLITA Active 05/01/2007 08012007 STOUTAMNVER, LN 0 Low
[ E STOUTAMYER, LYN Active 06/30/2006 06/30/2006 STOUTAMVER, LN 0 Low
[ E:] PATTERSON, JOE Active 07/18/2006 07/18i2006 PATTERSON, JOE :?; CARDIN g 1o
» 20 HOWARD, JENNIFER. Active 06/01/2007 06/01/2007 STOUTAMVER, LYN 1 Low
» 2L STOUTAMYER, LYN Active 06/30/2007 06/30/2007 STOUTAMNVER, LN 0 Low
2z PRATT, TONIA Sent To Yendor 12/06/2007 08103/2006 BECKMAN, MICHAEL CMCTBIBELD 62 Low
»23 PATTERSON, JOE Sent To Vendor 05/16/2006 08/16/2006 PATTERSON, JOE ME! 0 Low
» 24 BECKMAN, MICHAEL Active 03{01/2007 030172007 BECKMAN, MICHAEL CIC7205110 0 Low
» 30 GILLOMO, BARE Sent To vendor 08j08/2007 g9izsjza07 MOSS, ELLEN e e 4 Low
»33 WILLOUGHEY, BRUCE Active 06/10/2007 06/10j2007 STOUTAMVER, LN 0 Low
b2 LANGIAMO, ANGIE Active 11/27/2006 11427/2008 FREIMUTH, RICHARD g;s/ 2806 o gy e |
» 52 WARD, TIM Active 12/072006 12072006 Default, Default 0 Low
» 53 BECKMM, MICHAEL Active 12/04/2008 12/04/2006 BECKMAN, MIcHAEL SEELBASER g gy
€] Done ] [T T [ [NJLocalintranet

EMS allows you to search on a variety of items. Go to the pull down associated with
the Select Where field and select your search criteria.

NOTE: Remember to place a check mark in the “Ignore Case” box.

EMS 11 - Microsoft Internet Explorer provided by State of Illins - (8] x|
| Fle Edt vew Favortes Tools  Help J e
“mﬂdress [ oller?rea tion_event=do_login B
T User : cpatton [Log Out] =]
SYmpronysms P
Admin Biling  CallCosting Inventory  Reports  Requests  Tables n
am
Select Where [ ot [ Anslyst First Hame - request | [FROMTO =] From | To [ M igrove Case 8o [oear | more| — g
i i N
. [Analyst Last Name - recuest _— U
Requests List il To Invertory - sery req _=xport |
S fctive Only : [ Biling Group - servreg
we « 12345 » »» [BUNGRET Nuimber - sery re T
REGUESENGRBEIIIRE o Corter - sery req Approval Status  Requested Due Confirmed Due  Analyst Proiect #5R Priority
b2z ndor 12/08/2004 12/09/2004 LECHOWSKI, TIM  CMCTOS4398 0 Low
[ CA e stom SR Fisld ndor 12/09/2004 12/09/2004 LECHOWSKI, TIM  CMCTOS4400 0 Low
(3 FL D; ”C'” Ie“?d o 12/17/2004 12/17/2004 BURCHETT, VERN ~ CMCTOS4411 0 Low
(& Fayoe CompiElec - redle: ndar 03/23(2005 03/23(2005 PATTERSCH, JOE 0 Low
»7 Gr{Date Completed - ser reg 09/30/2007 09302007 STOUTAMYER, LYN 0 Low
135 HALEY, ROBERT Active 03/30/2007 STOUTAMYER, LY o Low
[ CAPPELLIM, LORI ©On Hold 1z/01/2006 12/oL/z006 (CAPPELLIN, LORL o Low
» 10 HENDRICKS, BETSY Sert Ta Wendor 12}31/2006 BRINKIEY, GERE  BRIAMDOC 0 Low
13 DELOACH, LIND# Active 04f07 /2006 041072006 LecHowskr, T RENEWALGOV g (o
b 14 MORITZ, LARRY Active 04/05/2006 04/05/2006 PATTERSCN, JOE  NEW C.A.PC D Low
» 15 FREIMUTH, RICHARD Active 05/19/2006 05/19/2006 FREIMUTH, RICHARD ADD TOCLAR. 0 Low
b6 TYLER, LOLITA Active 08/01/2007 08012007 STOUTAMYER, LY 0 Low
» iz STOUTAMYER, LYN Active 06/30/2006 06/30/2006 STOUTAMYER, LYN 0 Low
» s PATTERSON, JOE Active o7 /18/2006 07 /18/2006 PATTERSON, 108 PRICARDIN g (o
» 20 HOM/ARD, JEMNIFER Active 06/01/2007 06/01/2007 STOUTAMYER, LYN 1 Low
b2t STOLITAMYER, LYN Active 06/30/2007 06/30/2007 STOUTAMYER, LN 0 Low
[ F= PRATT, TOMNIA Fent To vendor 12/06/2007 03/03/2006 BECKMAN, MICHAEL CMCTS18610 62 Low
» 23 PATTERSON, JOE Sert Ta Wendor 08/18/2006 08/18/2006 PATTERSON, JOE  NEW/ LOC 0 Low
b 24 BECKMAM, MICHAEL Bctive 03f01/2007 03(01/2007 BECKMAN, MICHAEL CIC7205110 0 Low =
» 30 GILLONG, BARE: Sert To Wendor 08/08/2007 09/28/2007 MOSS, ELLEN yﬁg’\g" 4 Low
s WILLOUGHEY, BRUCE Active 06/10/2007 06/10/2007 STOUTAMYER, LYN 0 Low
» iz LANGIANO, ANGIE Active 11/27/2006 1172712006 FREIMUTH, RicraRD 2112808 o oy
» 52 WARD, TIM active 12/07/2006 12/07/2006 Defaul, Defaul: 0 Low
» 53 BECKMAN, MICHAEL Active 12/04/2006 12/04(2006 BeCkmAN, MicHAEL SELLBATER o ow
» 55 LEWIS, WALT Active 04/01/2007 04/01/2007 STOUTAMYER, LYM 0 Low
(== KAYLOR, KAREN Active 06/30/2007 06/30/2007 STOUTAMYER, LYN  YIDEOQ o Low
» 58 PATTERSON, JOE Active 12/15/2006 12/15{2006 PATTERSON, JOE  SITE CLOSING 16  Low
3 DENNIS, SHARON Active 12/27/2006 12/27/2006 DENNIS, SHARON ~ CALLDETALL 0 Low
P 65 STOUTAMYER, LYN Active 06/30/2007 06/30/2007 STOUTAMYER, LYN 0 Low
» 70 STOLITAMYER, LYN Active 06/30/2007 06/30/2007 STOUTAMYER, LY 0 Low
& T Nltocalinranst

Place information in the “From” field and the “To” field (if necessary) this will give
you a range and hit go.

NOTE: You may search on multiple criteria items by clicking on the “More” button.
There is no limit to the number of criteria you can search on in EMS.

After you hit “Go” your information will appear. You may sort the items by hitting
one of the headings located on the gray bar in blue. When you find your item hit the
hyperlink (underlined in blue) to look at more information.




NOTE: There may be more items then what appears on the page. Look at the
hyperlink numbers located just below the active only checked box. Your item may
be on one of the additional pages.
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Request Number uestor Status Financial Status  Requested Due Bnalyst Project #5R Priority
CKIMAN, MICHAEL Sert To vendor 09/10/2004  09/10/2004  BECKMARN, MICHAEL CMCTOS4004 0 Low
BECKMAN, MICHAEL Active 01/31/2007  0L/31/2007  BECKMAN, MICHAEL CMcTe1s43d 5 Low
EECKMAN, MICHAEL Active 02/23/2007  02]23]2007  BECKMAN, MICHAEL CMCT7i6al2 1 Low
BECKHMAN, MICHAEL Active 05/16/2007  05/16/2007  BECKMARN, MICHAEL Toksos0izs 3 Low
BECKMAN, MICHAEL Active 04/13[2007 04/13/2007 EECKMAN, MICHAEL CMCT716850 O Low =
BECKHMAN, MICHAEL Active 11/10/2006  11/10/2006  BECKMAN, MICHAEL cmcT7isess 1 Low
BECKMAN, MICHAEL Active 05/01/2006  05/01/2006  BECKMAN, MICHAEL TCYS08870 0 Low
EECKMAN, MICHAEL Active 02/16/2007  02/16/2007  BECKMAN, MICHAEL cmcTries2e 6 Low
BECKMAN, MICHAEL Active 12/15/2006  12/15/2006  BECKMAN, MICHAEL CMCT7iGeSs  Z  Low
BECKMAN, MICHAEL Active 01/31/2007  01/31/2007 BECKMAN, MICHAEL TCKS0801CE 2 Low
BECKHMAN, MICHAEL Active 02J08/2007  02/09J2007  BECKMARN, MICHAEL 0 Low
BECKMAN, MICHAEL Active 01/25/2007  01/25/2007  BECKMAM, MICHAEL cMcT7isds 0 Low
EECKIMAN, MICHAEL Active 02/09/2007  02/09/2007  BECKMAR, MICHAEL 74 Low
BECKMAN, MICHAEL Active 01/12/2007  01]12/2007  BECKMAN, MICHAEL TCYS15908 &  Low
EECKIMAN, MICHAEL Active 01j23/2007  01]23)2007  BECKMAN, MICHAEL TCKSO192MN 2 Low
BECKHMAN, MICHAEL Active 12/29/2006  12/29/2006  BECKMAN, MICHAEL TCksozazMM 1 Low
BECKMAN, MICHAEL Active 01/03/2007 D1/0G/2007 EECKMAN, MICHAEL TCVS3SESA 29 Low
EECKMAN, MICHAEL Active 01j76/2007  01]26/2007  BECKMAN, MICHAEL CMCT719662 0 Low
BECKMAN, MICHAEL Active 01/03/2007  01/03/2007  BECKMAN, MICHAEL TCYS2889/1233 1 Love
BECKMAN, MICHAEL Active BECKMAN, MICHAEL TCYS28R0J0033 27 Low
Requests List
about Privacy Statement @ LegalMotices
[@5one T [@ meemet

EMS 11 - Microsoft Inters

t Explorer

i Fle Edt Vew Fsvortes Toos Help

L User : cpatton [Log Out]
SyIpiorySms
' : tEE
Admin Biling  CallCosting Inventory  Reports  Requests  Tables _
A
Home » Requests list » Requests E
Requests Generate Report Finalize Notify Vendar | Add SR | (0 View Attachments i
q || psice | || paase | !
 Request Mumber @ analyst OPriority DStatus ORequest Type ¥ Projact
31153 BROCKS, TWANA Low Sent To Yendor Service Order TCVS24368
General @ | [Financial P | [SRList ?
Requestor Requested Due #  NewRCAmt NRC Cost Ctr MR Total SR# Inventory Service Catalog SR Action SR Status
PRATT, TONIA 12052007 0.0 CLEANLP 000 General  Sert To
16,00 425,00 LTS =S Sy Vendor
IRequest Descrption d B iees0 2 BISTa0 DML A izgtd;”
C5C DD 125 - 10600 CUTHFIC 0D A Sent To
12/5WHS DD 1204, 3 B157304230 02 ETPMD Add Vendar
HHRRSEE ATTACHED KEVSHEETHHH+ o
Totd SR 3
¥ subrmitted ¥ Corfirmed Due Al sRs:
11/28/2007 ¥ WRC Total ¥ RC Tokal ¥ RCHIRC Total
$167.50 $23.00 £190.50
¥ Reviewed * lternate Request #
¥ Approval Status
 NRC Cost Center ¥ Completed Date
* Yerfed on  Verfiedty Tasks @ | Contacts @
Name Assign To Completed Name (Last First) Phone Email Address
s 00002
Custom Field Field Value =
WHs 0009%
Agency Contro (505434 e i
Agency DHS
Remedy #
Order Type YOICE
Site Contact KERRIHAYDEM
Phone AIRTAINA L]
&]0ere B Intemet

The Main Request screen will appear. To be able to research additional information
it is required that you click on the Edit hyperlinks located at right of section title.

NOTE: The main Request screen is now what we use which use to be the Gl
screen in M5. You will see different sections which deal with the actual order.
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In the General Portion you will find the following information

Request # field is a sequential number, system-generated when
the Request is saved. Previously known as PO number

Analyst field is the provisional’s or CSS 2’s name

Priority field will default to “Low” and will be used for all
Requests.

Status field in a new request will default to “Active”. The
status is automatically updated for Active, Reviewed, Sent to
Vendor, Complete and Finalized when the date field in the SR
screen is updated or the “Finalized” button on the General
Information screen is pushed. The user may change the status
to “On Hold” or “Voided”.

Reqguest Type field will default to “Service Order” and will be
used for all Requests.

Project field is a free-form description or MONIES project
code for the project under which service or equipment is ordered.
Information to be used in this field would be the following:

TCVS or TCKS # (voice) or

Dedicated Tech Name or

CMCT or CICT (non — routine orders / BOA request) or

Type of work being done or

Leave Blank or

Cleanup (no spaces)

Status Change field the date displayed in this field is system-
generated after save is clicked.

Requestor field is the name of the Telecom Coordinator
requesting the service.

Request Description field; is a description about the Request,
specifying specific task(s) by vendor(s).

Requested Due field, specifies the due date the service has
been requested
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e Reviewed field is only used when an order is tracked to a CSS2.
The “reviewer” selects the check box next to the date and the
date is system generated. When an order is tracked to a CSS2
it is also required to change the Analyst Name to the CSS2
receiving the order.

e Submitted field displays the date when the request was initially
entered in the system and is system generated after the request
has been saved.

e Confirmed Due field is the day the information was sent to the
assigned vendors.

o Alternate Request # references the M5 PO number

e Locations Description field; to be used to enter additional
specific access requirement information where the service is to
be installed, and/or any other pertinent information. (i.e. security
issues). Will only be used by provisioning when needed.

¢ MRC Cost Center field will be used to record the Cost Center
Code (AU) provided on the Telecom form (TSR, TDR, etc.).

e Agency control number field is used to log the agency
tracking alpha/numeric characters (Alphanumeric characters will
be used only, drop any special characters (i.e. “/”, “-*, etc.)

o Remedy number field is used when order has been entered
into remedy (if one exists)
e Assigned Vendors field is used to acknowledge vendors
involved in the work.
Additional sections on the Main Request screen

Financial portion - not used at this time. The Financial portion
provides financial information pertaining to each SR in the
Request. It is similar to the F6 command in M5.

Tasks Portion - This screen allows a person to track all vendors
assigned to a task on an SR to inquire on and update dates. All
vendors will show that work in a particular telecom division.
Provisioning is able to track all vendors involved on the order
NOTE: This task list is created on SR#1 only.

SR _Lists portion — This portion will lists all the SR (segments)
associated to the Request. Will be blank until an SR has been
created. You can go into a specific SR by hitting the hyperlink. At
that time you will see the individual SR.

NOTE: The SR’s are also in sections. The following sections on
an SR consist of the General, Custom, Options, Tasks and Logical
Configuration (parenting). You go into the different sections the
same way you go into the General Request screen by clicking on
the “Edit” hyperlinks.

Contact Portion — This portion shows you the site contact and CSS 2
(if order is a project)

Inquiring on an Inventory item in EMS11
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The Inventory menu drop-down is used to inquire on an inventory item. Inventory can contain
information on equipment and services.

To inquire on an inventory item follow the steps listed below:
Step 1 Click on the Inventory menu item.
Step 2 In the Inventory drop-down that appears, click on the Inventory option.
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Start H & 5 H 4 1EMS 11 - Microsoft Int.. =IEN | 58 inquiry only M&P. doc - Mi...

A list of Inventory items will appear.

NOTE: This is a list of every inventory item. When a search criteria as been
established will the number of inventory items be sorted EMS allows you to search
on a variety of items. Go to the pull down associated with the Select Where field
and select your search criteria.
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Inventory List ot | Export
a4 12345 b0 Record 150 o 234674
Tnventory & Service Catalog Cost Center Yendor firsthame  LastName  Employee#  Location Status Action
» QODIDIEE28 HIR HUE4014IED 0023 USILSPFGIOOIGOR Actve X
» o007 oL 250002 20040 USLWATOTO!,  Actve X
» Q44 RO 40102401 10040 ST Actve X
» Q00252287 SHFOL 4180200801 00040 USLIPRANONENN0  Actve X
» Qoozsst SHFOL 9% 120801 00040 USILPITSI00L,  Adive X
» 0003463100 oL HZB0GTE 10040 USILCOLREODIDTONDACtve X
» oo0347SS6L SO 4185824001 20040 USLEFFIDOD, Actve X
» Q004230757 DL 50002 10040 USLPARDTOOL,  Actve X
» Q05151 SHFOL 25000 20040 USLPARDTOON,  Actve X
» Q005324000 SHFOL 493062101 00040 USILSTRGPOL,  Active X
» 0008324010 E 493062101 20040 USLSTRSPOOL,  Actve X
» o07Reees oL 4420010 10040 USLBDTO0L,  Actve X
» Q0087541 RO 442500403 10040 USILOECOTORL,  Actve X
b Q012434 £ 5410500801 w0z USLEPFHE003000  Ackve X
» DOIREEDHAE £ 5410500601 w0z USLPFHEDO3000  Active X
» QOL4F20C000FS ETPOL CRANCWHZZZ w01 USILSPRISOLMIHS dctive X
» motsEzsFET? £TPot CRANCUHZZZ w16 USILPRIMSIOLIS Actve X L
» OLETAIT? ETPat CRANCWHZZZ e USLPRMSOOLIS Actve X
» QOUEETLEA £TPat CRANCWHZEZ w01 USLIPRMSIOLIMNS Actve X
» QOEZTSIFS £TPaL CRANCWHIEZ w01 USLIPRMBIOLIHS Active X
» QoLdFzTSIFE £TPOL CRENCWHZZZ i USILSPRISOLAHS Active X
» WO IFR £TPot CRANCWHZZZ wie USILSPRMSOOLINS Actve X &
&]pone B Intemet




A hitp:/illinois.symphonyplm.com - EMS 11 - Micrasoft Internet Explorer;

:Fle Edt Vew Favortes Tods Help

syriphorysms
iy

Adwin  Biling  CallCosting Inventory  Reports  Requests  Tables

User : cpatton [Log Out]
tEE

Inventory
Create View
Select Where [ngt | Inventory # v |[[FROMTO v From
Bil-To Invertory A
Inventory List |Cataiog Group
(Cost Certer
(Custom n Fiekd
41235 P e
Inventory & et Fialzation [Catalog Cost Center Yendor
b DOOIDIEEZSS [pgie intalled HE0H4IED 00298
» Q002350507 Date Removed 4347500402 00040
b 0002432437 Emaloyes # 4620102801 00040
» Q00Z522573 4180200801 0m40
Locaton - Frinary
» Q00Z854431 Locstion -Secerviry 4536120801 00040
b 0003463100 - Aternate Numker A3428006TE 00040
» 003475561 M - Aerate Nonber 2 18924801 00040
» 0004230757 iy et Coce 494280002 0004
» DOD4ESA 1Bl o 2 4942500405 0004
M - Caling Card 1
» 0006324000 hum - Caling Card 2 ATI0062401 00040
» 0006324010 M - Locel Loop 1 439062401 00040
b DO07743424 [Nurm - Locel Loop 2 4342700310 00040
» DU0B75415] :;’g‘“ Catalog 4942500109 00040
s
[T EEES R T, 5410500801 o122
b DUZ4S006E. | Opion Guariiy 410500601 onizz
b QOL4FZ0CDDOFS — (Cxtion Template CRFNCWHZZZ 00118
b COU4F25FE7,  |Vendor - Senice CRFNCWHZZZ o0L1
» QoL |OVon Vendor CRANCWHZEZ w01
User Firstame
» OOUFZIAFA  |yecr) ccihne CRFACWHZZZ 00t18
b QOEOTSIFE  |vendor Gron Cose i CRFACWHZZZ ontis
» QOL4FZ7S1FET ETPOL CRFNCWHZZZ o018
» OOL4F2SIFR2 ETPO! CRFNCWHZZZ o018

&

First Name:

Select View

Last Name

Employee &

v| | | Edtvien
igrere Case 160 JGiear | e |

M Export

Record 1-50 of 234674
Location Status. Action
USILSPFGUNIIGOR Active
USLMATDTOOL,  Active
USLUZMTOOL  Active
USILSPFAMDO3000  Active
USILPITSI00L,  Active
USILCOLRE0DIDTOMAckive
USILEFFIDONL,  Ackive
USILPARDTOL.  Active
USILPARDTODY.  Active
USLSTRSPOD!,  Active
USILSTRSPOD!,  Active
USLSBYDTON!,  Active
USILOECDTON!,  Active
USILSPFHSO0000  Active
USILSPFHS0000  Active
USILSPFIED0LWHS  Active
USILSPFIEDOLWHS  Active
USILSPFIED0LWHS  Active
USILSPFIDOLUMS  Active
USILPFIEDOLUHS  Active
USILSPFIEOOLWHS Active
USILSPFISDOLWHS  Active

3CICICICICICICICICIC I DI IO ICIOICICIC IO

 Intemet

Hame » Inventory List & ?

N
u

Place information in the “From” field and the “To” field (if necessary) this will give

you a range and hit go.

NOTE: Remember to place a check mark in the “Ignore Case” box.

NOTE: You may search on multiple criteria items by clicking on the “More” button.

There is no limit to the number of criteria you can search on in EMS.

After you hit “Go” your information will appear. If you are searching on multiple
items you may sort the items by hitting one of the headings located on the gray bar in
blue. When you find your item hit the hyperlink (underlined in blue) to look at more

information.

NOTE: There may be more items then what appears on the page. Look at the
hyperlink numbers located just below the active only checked box. Your item may

be on one of the additional pages.
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is.symphonyplm.com - EMS 11 - Micrasoft Internet Explorer:

© Fle Edt View Favortes Tools Help h
o User : cpatton [Log Out]
SyIpiorySms
! Z tE@
Admin  Biling  CalCosting Inventory  Reports  Requests  Tables i
tone » Ivenary Lt A 1!
Inventory N
U
Create Visw Select View v go| [Eatview
Select Where [Tyot | Service Catslog | |FromTo v From 5CLOT To Pigrore Case B gl | Ve
Inventory List | Export
@4 12345 2o Record 1150 of 234674
Inventory # Service Catalog Cost Center Yendor firstName  LostName  Employee#  Location Status Action
» DODIDIEE2SY MEUR HE40L4IED 0023% USILSPFGIO0LIGOR. Active X
» D00Z3E0E07 SHEDL 4942500102 om4 USILMATOTOOL,  Active X
» DU0432437 SHEDL 482010201 00040 USILLZMIOOL,  Active X
» DU02522873 SHEDL 4130200801 om4 USILSPRAMDO3000  Active X
» DU0zESes1 SHEDL 4935120801 00040 USILPITSI00L,  Active X
» 003463100 SHEDL 4942B006TE oms USILCOLRBODIDTO Acive X
» DUD347556L STEDL 4189524801 0w USLEFFIDUOL,  Actve X
» DU4EI07ET EG 494250002 0w USLPARDTOL.  Active X
» DUD4E54IEL SFDL A42500K03 00040 USILPARDTONE,  Ackive X
» 0006324000 DL 062401 om0 USILSTRSPO0!,  Ackive X
» D006324010 DL 4333062401 00040 USLLSTRSPOO!.  Active X
» 007743424 DL 4942700810 o004 USLSBIDTOON.  Active X
» DU087SA1EL SHEDL 4942500109 00040 USILDECDTONE.  Active X
» D0124350364) £TP03 5410500801 otz USILSPFHSO0S000  Acive X
» D0124350364E £TF03 5410500801 [t USILSPFHSO0000  Active X
» DUL4F20CODDFS ETFOL CRENCWHEZZ oot USILSPRMSDOLWHS Active X
» DUI4F2SIFET2 £TF01 CRENCWHZZE 00118 USILSPRIMSDOLWHS Actve X L
» U421 ETF0lL CRENCWHZZE ool USLLSPRMSDOLWHS Active X
» DUEZP213FA ETPOL CRANCWHZZE 0018 USILSPRMSDOLWHS Active X
» DULEZTSIF4E ETPOl CRENCWHZZZ ool USILSPFIED0LWHS  Active X
» DUL4EZTSIFG] ETPOL CRANCWHZZZ 0018 USILSPFIEDOLWHS  Active X
» DOL4F2TEFS: eTeat CRRNCWHEZE oot USILSPRMSDOLWHS  Active Ol |

&l vone

# Intemet

is.symphonyplm.com - EMS 11 - Micrasoft Internet Explorer:

© Fle Edt View Favortes Tools Help

ok User ; cpatton [Log Out
Mt I OLySms
' ; HEE
Adwin  Biling  CallCosting Inventory  Reports  Requests  Tables o
tone » ekl » Iventary A 1
Inventory & =
View Lsage Vendor Defal Deprecition  Humbers Iy Hstary |V
¥ Tnventory # Catalog Growp @Sence Catalog “Wendor ¥ Inventory Status
003475561 Buslines SMFDL o040 Active
Business Lines FOREIGN DIRECTORY LISTINGS VERIZONLAN
General 7 Custom 7 Options 7
¥ Inventory Destription © Senvice RC ¥ RCOveride
FOREIGH LISTING 2173475561 Custom Label Label value j0.00
SWITCH NLVBER 000347556 1
¥ Add Options o RC Ovenide
9 Cost Center s =k RC
4 Orly At I
Prr—— DCFS-EFFINGHAM FIELD OFFICE e el
¥ User Name ¥ Enployee Nurber
¥ Office Number % Emal
“Instal Date ¥ Remove Date
08/12/2004
 Prinary Location
LSILEFFIDOD1 bt Al Labels Lited
. Physical Configuration % | Logical Configuration Z
401 INDUSTRIAL DRIVE L
Floor: 001 =
Port/Channel Request # SR Action Level TnventoryNum
EFFINGHAM, IL £2401 USA ! Z17HTSSEIVEM
2 2173422940
¥ Secondary Location 2 2173475224
2 2173475561 g
&l vone & Intemet

The Inventory screen will appear. To be able to research additional information, it is
required that you click on the Edit hyperlinks located at the right of each section title.

Inquiring in Tables on specific data in EMS11
The Table drop-down is used to inquire on different information like location codes, personal
table, catalog codes and cost center codes (AU), along with a variety of other items.

To inquire on a Location, Catalog codes, Cost Center code and Personnel code follow the
steps listed below:

Step 1 Click on the Tables menu item.

-11 -



Step 2 In the Tables drop-down that appears, click on the preferred database.

ZMEMS 11 - Microsoft Internet Explorer = e |

File Edt WView Favorites Tools Help

Home About Help User:schmid  Org Mame: TST_ILLINOIS Log Out
Admin Billing Call Casting. Inventory Reports Requests Tables wWBP.

Catalog Group
Catalog.

Location

[earz]n

Personnel
Personnel Custom Label
Cost Center

Vendor Group

Vendor

Request Custam Fislds

Charge Catezory Group

m
g

GCharee Catezory

Task Template
Task
Billing Group

Workfarce Group

&) javasaiptvoid(0) [ [ internet

A list of data will appear.

NOTE: This is a list of every Location code, Cost Center code, Catalog/Option code
etc. EMS allows you to search on a variety of items. Go to the pull down associated
with the Select Where field and select your search criteria.

(The following screen shots displays “Location code database™)

.symphonyplm.com - EMS 11/ - Microsoft Internet Explorer;

© Fle Edt View Favortes Tools Help h
User ; cpatton [Log Out]
yiphirysms
! : tEE
Admin Biling  CallCosting Inventory  Reports Requests Tables k
Home » Tables » Location it & ?
Location i
u
Location List M M
12345 v Record 1-50oF 22243
Location Code Description Address1 City State: Enabled  Delete
¥ ARARAARAAARARAALG CM3-AUTHORIZATION CODES 120'% JEFFERSON, 2ND FLOOR SPRINGFIELD L trug x
» PAGING SERVICE 120 JEFFERSON SPRINGFIELD L true X
¥ USCATHOPAOIRDS MEDI.COM 241 LOMBARD 5T THOUSAND 0AKS A trug x
» LSCTMERALOD1BRI DHS 71 DEARFIELD LANE MERIDEN T true X
» UsDCWDCGY001000 . 444 1 CAPITOL ST W WASHINGTON DC DC trug x
» LSDCWDCGWOD4RM400 M5 VIDED 444 N CAPTTOL ST R W/ WASHINGTON DC oc true X
» UsDCWDCGYO045T400 . 444 1 CAPITOL ST W WASHINGTON DC DC trug x
» LSFLICKS001000 550 WATER STREET JACKSONVILLE FL true X
» USFLTALFEOOIR046 L) 3101 SESSIONS ROAD TALLAHASSEE FL trug x
» LISGAATLNDOOINETWE. NATIONAL DATA CORPORATION 1564 N.E. EXPWY ACCESS RD ATLANTA GA true X
» USIADAYARDOLSRYR HUMAN SERVICES SO0 E S9TH 5T DAVENPORT it trug x
» LSTADAYATOO0100000 QWEST 528N MATN DAVENPORT it true X
¥ USIADAYVATO01POR ATTPOP 526 N MAIN DAVENPORT it trug x
» LSTADAYVATOOZPOP ATRT 528N MATN DAVENPORT it true X
¥ USLADAYEADDI MAIN PUBLIC AID 2604 EASTERN AYE, DAVENPORT it trug x
» LEILIOTLODILOTTO LOTTERY AGENT 4545 W MADISON ST CHICAGD L true X
» USILLOIZL00ILOTTO LOTTERY AGENT 9300 W CHICAGO AVE, CHICAGO L trug x
» LEILIOL3L00ILOTTO LOTTERY AGENT 10 KILBORN &Y CHICAGD L true X
¥ LSILLOI4LODILOTTO LOTTERY AGENT 4105, LARAMIE 5T CHICAGO L trug x
» LEILIOISLODILOTTO LOTTERY AGENT 5050 W MADISON CHICAGD L true X
» USILLOIGLODILOTTO LOTTERY AGENT 5150 W CHICAGO AVE CHICAGO L trug x _
» LEILIOLELODILOTTO LOTTERY AGENT 5973 W, MADISON 5T, CHICAGD L true X
¥ LSILLOISLONILOTTO LOTTERY AGENT 9831 W CHICAGO AVE CHICAGO L trug x
» LEILIOLADDDILOTTD LOTTERY AGENT 5535 W CHICAGO AVE CHICAGD L true X
» USILLOIALDOILOTTO LOTTERY AGENT 999 N LARAMIE CHICAGO L trug x
» LEILIO1AZ00ILOTTO LOTTERY AGENT SESE W AUGLSTA CHICAGD L true X L |
&]0ere # Intemet
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is.symphonyplm.com - EMS 11 - Micrasoft Internet Explorer:

: Fle Edt Vew Favories Toos Hep "

User ; cpatton [Log Out]
rphonysms
’ . tE@E
Adwin  Biling  ClCosting Inventory Reporls  Requests  Tables -
e » Tabls » Locktinlit A !
Location i
u
Select Where [Tnog |Location Code v | |FROMTO v From |usipflj To Tgnore Case: ﬂ ﬂ M
[ress 1
i i |Sddress 2
Location List s E Export
444 12345 »ricty Record 1-50 of 22243
Location Code (Courtry Description Address1 Gty State Enabled  Delete
» AMAAAAARAAAARA A Custom Labels (M5 AUTHORIZATION CODES 120 JEFFERSON, ZND FLOOR. SPRINGFIELD L true X
» Desctton P 3 120 XEFFERSON SPRINGFEELD L e X
» USCATHOPAOD1R09 MEDLCOM 241 LOMBARD ST THOUSAMD OAKS [« true X
QAT e 71 DEARFIELD LAYE HERIDEN a e X
» USDCWDCGY001000 . 444N CAPITOL STN W WASHINGTON DC oC true X
¥ LEDCWDCGHORINOD HSVIDED HNCAPITOLSTH W WASHINGTONDC S e X
» USDCWDCGYO045T400 . 444N CAPITOL STN W WASHINGTON DC oC true X
b UEFLICKWS00L000 . 550 WATER STREET JACKIOWILLE AL e X
» USFLTALFBOO1R046 M5 3101 SESSIONS ROAD TALLAHASSEE FL true X
¥ USGAATLUDODINETiK HATIONAL DATA CORPORATION 1564 N.E. EXPWN ACCESS RD HTLANTA ) e X
» USIADAVAADDLSRYR HUMAN SERVICES S00E S9TH ST DAYENPORT 4 true X
b LSIADAYATO0100000 QHEST SZANHAIN DAVENPORT i e X
» USIADAVATOO1POP. ATTPOP 528 NMAIN DAYENPORT 4 true X
» LSLADANATONZR0P ater SZANHAIN DAVENPORT i e X
» USIADAVEADDI MAIN PUBLIC AID 2804 EASTERN AVE, DAYENPORT 4 true X
b LSILLOLILODILOTIO LOTTERY AGENT 4643 MADISON ST CHIH0 L e X
» USILI012L001LOTTO LOTTERY AGENT 5300W CHICAGO AVE, CHICAGD L true X
b LSILLOLAL00ILOTIO LOTIERY AGENT 10N KILBORN A CHIK0 L e X
» USILIO14L00ILOTTO LOTTERY AGENT 4105, LARAMIE ST CHICAGD L true X
b LSILLOISLO0ILOTIO LOTIERY AGENT 50504 MADISON CHIK0 L e X
» USILIOIELODILOTTO LOTTERY AGENT 5150 W CHICAGO AVE CHICAGD L true X =
b LSILLOIGLODILOTIO LOTIERY AGENT 53730, MADISON 5. CHIK0 L e X
» USILIO19L001LOTTO LOTTERY AGENT 5851 W CHICAGO AVE CHICAGD L true X
b LEILLOLAQOOLOTIO LOTIERY AGENT S35 CHICAGO AVE CHIK0 L e X
» USILI01ALODILOTTOD LOTTERY AGENT 559 N LARAMIE CHICAGD L true X
¥ LSILLOLAZO0ILOTIO LOTTERY AGENT S AUGUSTA CHIK0 L e X #
] pare £ Intemet

Place information in the “From” field and the “To” field (if necessary) this will give
you a range and hit go. EMS allows you to search on a partial street address or other
item by using a “%” in front of the search criteria. This is known as a wild card key.

NOTE: Remember to place a check mark in the “Ignore Case” box.

NOTE: You may search on multiple criteria items by clicking on the “More” button.
There is no limit to the number of criteria you can search on in EMS.

After you hit “Go” your information will appear. If you are searching on multiple
items you may sort the items by hitting one of the headings located on the gray bar in
blue. When you find your item hit the hyperlink (underlined in blue) to look at more
information.

NOTE: There may be more items then what appears on the page. Look at the
hyperlink numbers located just below the active only checked box. Your item may
be on one of the additional pages.

A EMS 11 - Microsoft Internet Explorer =]
File Edit Wiew Favorites  Teols  Help
Home About Help User: schmid  Org Hame: TST_ILLINOIS Log Out
Admin Billing Call Costing. Inventory Reports Requests Tables WwBP
Home > Tables » Location List &)
Location List
Select Where [~ ot [Address 1 ~|[FromTO = From [%120 To [
AND =] [ not [Address1 =] [FROMTO = From [Fjefferson To [ Go| Clear | More
Add
Efport
Record 1-20 of 32
Description Address1 City State Delete
AR AR RSSO CMS-ALUTHORIZATION CODES 120 W JEFFERSOM, 2ND FLOOR SPRINGFIELD i X
¥ USILPEQQSO01CPTER ATET POP NPA-NxX 120 SOUTHWEST JEFFERSON PECRIA L X
» LSILSPFI00L. COMMUNICATIONS BUILDING *IBI-120 W JEFFERSOM SPRINGFIELD T 5%
¥ USILSPF13001000 . *MEM-120 W JEFFERSON SPRINGFIELD L X
¥ USILSPF1I001CPTR NETWORK CONTROL CENTER *MEM-120 %W JEFFERSCH SPRINGFIELD I X
» USILSPF1001DMARC COMMUNICATIONS BUILDING HBN-120 W JEFFERSOM SPRINGFIELD i X
» USILSFF10011CT TELECOMMUNICATIONS BUILDING *MEM-120 W JEFFERSON SPRINGFIELD L X
¥ USILSPF1I001NCE Ms #MEM-120 %W IEFFERSCN SPRINGFIELD L X
» USILSPF1I001MNODE STATE METWORK NODE EQUIPMENT *MBN-120 W JEFFERSOM SPRINGFIELD i X
» USILSPF1I001PNODE STATE METWORK PREM{NODE 1 SPF *84-120 W IEFFERSOM SPRINGFIELD I X
» USILSPF1I001PROV DATA PROV *MEM-120 W JEFFERSON SPRINGFIELD L X
» USILSPF1J001RM141 ZMS ENTERPRISE METWORK SUPPORT *MEM-120 YW JEFFERSCN SPRINGFIELD L X
[ X B 120 W JEFFERSOM SPRINGFIELD T 5%
> U CENTRAL MANAGEMENT SERVICES *MEM-120 W JEFFERSON SPRINGFIELD L X
» USILSPF1J001WC Ms *MEM-120 YW JEFFERSCN SPRINGFIELD L X
» LSILSPF1 I001WRHSE DATA PROVISIONING WAREHOUSE BM-120 W JEFFERSOM SPRINGFIELD: T 5%
¥ USILSAF 1000100 ams *MEM-120 W JEFFERSON SPRINGFIELD L X
¥ USILSPF13002. COMMUNICATIONS BUILDING #MEM-120 %W IEFFERSCN SPRINGFIELD L X
» USILSPF1 002000 B *MBN-120 W JEFFERSOM SPRINGFIELD i X
» USILSFF1I00ZENG ENGIMEERING TIMEYW WK ST. *MEM-120 W JEFFERSON SPRINGFIELD L X
Home » Tables » Location List g
[&] pane [T [ meemer
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A EMS 11 - Microsoft Internet Explorer & x|

File Edk Wiew Favorites Tools  Help i

Home About Help User:schmid  Org Hame: TST_ILLINOIS Log Out

Admin Billing CallCosting  Inventory Reports Requests Tables wep

Home » Tables » Locationlist » Location

Location Detail - Edit

M
e
Save 5
3 A o u
Location Information Contact Information —
Y_Location ¥ Description ¥ Contact 1
jUsILsPF1001, [COMMUNICATIONS BUILDING
¥ Address 1 ¥ pddress 2 #_phong
[F1EM-120 W IEFFERSON Floor: 001
Y Address 3 ¥ City = Email
K [SPRINGFIELD
Y State ¥ Zip ¥ Contack 2
i 62702 I
¥ Country ¥ Phone
jusa
= Email

Last Updated By: Buiid Program [ Pass Through  Last Lpdated On: - 02/16/2007 07:22:55

Home > Tables > Locationlist > Location

About Privacy Statement Legal Notices

&) Done [ | |8 mntemet

The Detail Database - Edit screen will appear for selected table that provides
additional information .

NOTE: This same procedure can be done when searching on other items located in
the Tables menu.
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