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SYSTEM OVERVIEW

EMS stands for Equipment Management System

Most industries and large private sector companies have
computerized systems to track their assets and inventory.

This tracking also provides cost information for budgeting
and forecasting.

The State of Alaska uses EMS for the State Equipment
Fleet and 1s used to identify vehicles and equipment, track
costs, bill customers, maintain inventory, calculate rates,
and store historical information about our equipment.

EMS data is divided into several main areas:
. Asset Management
. Work Orders
. Fuel
. Time Posting
. Parts inventory



Logging on to EMS

EMS is available as a download
from the SEF website in a User In-
terface version called “GUI”.

The GUI version allows users a
“point and click” method of navi-
gating the system.

1. Using your mouse,

Select the Appx Icon

2. Enter your Login ID; your SOA
employee number preceeded by a

(Y4

u

3. Enter your Password

4. Server should default to vi-
per.dot.state.ak.us”

Server Port should default to
“8060”. Select “Connect”

5. The opening screen will be dis-
played. The Database will default to
show “SEF”. Select “Enter” to ac-
cess additional menus.

6. Menus are assigned to EMS users
based on their job descriptions. The
example here is for the

Accounting Menu.
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Appx Desktop
Client

Local Remote | options |

Login juz19018

Password II

Server lviper dot state ak.us

Q Connect

Cancel

Server Part (3060

File  Options Help
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Logging off EMS

To log off EMS, an exit or Logoff
button is available on all screens.

1.An example from the Inquiry Users
Menu. The Exit button is located at
the bottom.

2.An example from the Accounting
Users Menu. The Exit button is lo-
cated at the bottom.

3. Exit or Logoff until you reach the
main screen. At this point, when you
select “End”, you have properly
ended your session.
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Select Database

SEF]

Database

<Enter- | End |

Enter TST or SEF And Press ENTER, Or Press END To Exit
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Accessing EMS
Menus

EMS is available as a download from the
SEF website in a User Interface version
called “GUI”.

The GUI version allows users a point
and click method of navigating the
system.

EMS has different “modules” or
“sections” that manage Maintenance,
Inventory, Accounting and Adminis-
trative Functions.

The Main Menu can be customized
for specific groups. For instance,
Main Menus are customized for Su-
perintendents, Office Managers, and
Warehousing.

The Main Menu for
Accounting Staff is

intended to provide you with the op-
tions you

frequently require.

By placing your cursor over the text
and clicking, you’ll find the new
menu and screens displayed.

The Main Menu also contains the se-
lection for changing your password.

Sub-menus are available by selecting
the navigation button on the Main
Menu.
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Maintenance
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Billing
Accts Receivable

SEF User Groups
Monthend Processing
FFF/IFUR

MMS Interface&Config

Special Utilities
Special Items
Change Password
Exit
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Navigating in EMS
Standard Tool Bars

The screens within EMS
often contain an action tool-
bar under the top menu.

State of A
Department of T
Statewide Equi
EM

Each icon will represent an
action as shown on this

POBLIOD

translation.

|
Enter / Change

Cancel
’ Add
ENTER
—_— [FeFrocess  optns 1k
(% ) [POBLLBE
-~ CANCEL Assets
Asset A Parent No Assign? Level
Stat Modl Yr District
ﬁ Mfr Bilstat Cls/veh Life /
ADD MODE Model series
VIN shop
Spc Cls Loc
E Bil Cls Lic Color
CHANGE MODE Acquire InServ Z Date
Collo Fuel Bill Fuel
S Po/Bid / AltFuel
E Contact Ph
~==" INQUIRE MODE FRANIEES
Replaces Replaced By Cur Mi/Hr
b Lst PM Dt Last Cls Date Meter Last Updtd
Lst Serv Last WO Clsd Last Mtr Updt WO
DELETE MODE LTD Wrnty LTD Accdnt LTD Maint Costs
Added On By: Chgd On By:
ﬁ OpData Assgmnts Part Card Attchmnts Prev Rec Weh Audit
CONFIRM DELETE Comments Asinsp Leases Next Rec Exit
Under the top menu on the
right side, you’ll find the
HELP key which provides
field specific definitions.
To use, click on the question
mark, and then click on the Help

field you need information.

m HELP (click Help icon,
then click on field or Option
button for text)

ENTER

Il‘- END




Navigating in EMS Department
Reporting Screen Toolbar Statewide
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!«—] Pan to
When displayed, reports will « |
provide scrolling capablilities Pan Sc
through use of a toolbar at the
bottom of the screen. 1 Pan S«
=) Pan S
»| Pan Sc
-’!U Pan to
—I* Scroll



Inquiring
Asset Information

1. To find out information about
an asset number, Select the
“Assets” button by the “point and
click” method.

2. Enter the asset number within

the field and hit the “Enter” button.

The keyboard “Enter” key will
also work.

3. Detail information about the
Asset will display. The informa-
tion includes Status, Manufacturer,
Model, and VIN information.

4. Lower level tabs display which
will navigate you to additional in-
formation such as Operational
Data, Audit

Data, and Assignment information.

State of Alaska
Department of Transpor
Statewide Equipment
EMS

Process Time Cards Utiities Rpts Options  Help

1o

Alaska [‘)eparllﬁ't/zn@ of . i
Transportation & Public Facilities

Time C

Ipp

Proces Orione T

Qbbb

Assets

Asset H Paren o Assign? Level

stat Modl Yr District

MEfr Bilstat Cls/veh Life /

Model series

VIN shop

Spc Cls Loc

Bil Cls Lic Color

Bcquire InServ % Date

Collo Fuel Bill Fuel

Po/Bid / AltFuel

Contact Ph

Comment

Replaces Replaced By Cur Mi/Hr

Lst PM Dt Last Cls Date Meter Last Updtd

Lst Serv Last WO Clsd Last Mtr Updt WO

LTD Wrnty LTD Accdnt LTD Maint Costs

Added ©On By: Chgd ©On By:
OpData I Assgrmnts. J Part Card | Attchmnts PrevRec ‘eh Audit
COomments I Asinsp I lLeases I Vifrnty, Next Rec <Enter> Exit
QLEbmE

Assets n u

Asset 5249 Parent No Assign? [ Level 01

stat RIS Active In Service Modl Yr 2004 District C

Mfr CHV CHEVROLET Bilstat WX Cls/veh Life 07 / 07

Model CL11006 EXTENDED WINDOW VA Series ASTRO

VIN 1GNEL19X24B121066 Shop Jc KETCHIKAN

Spc Cls 128 MINIVAN, AWD Loc ACA KETCHIKAN

Bil Cls 128 MINIVAN 4x4 1/2T Lic 35249 Color PEWTER

Acquire 04/05/2004 InServ 04/16/2004 Z Date 04/16/2011

Collo 11210000 SPORT FISH REG 1 Fuel UNL UNLEADED Bill Fuel ~

Po/Bid 1604293 ¥ il a0 AltFuel

Contact Kathleen.Wendt@alaska.gov Ph: 225-2859

Comment CAR w/21436 miles 8/19/10per TomM phone no: 225-6200 x 243.

turned in 7/2/11,to CAR, reassigned 5/11/11w/21579(see f21)

Replaces 31910 Replaced By 37870 Cur Mi/Hr 21579

Lst PM Dt 04/15/2011 Last Cls Date 07/09/2011 Meter Last Updtd 04/15/2011

Lst Serv A Last WO Clsd 3055374 Last Mtr Updt WO 3055345

LTD Wrnty $0.00 LTD Accdnt $86.08 LTD Maint Costs $4461.33

Added on 02/04/2004 By: 612 Chgd on 08/04/2011 By: 114

Frev Rec Veh Audit

4 OpData I Assgmnts. | Part Card I Attchmnts. I
Cummentsl Asinsp ] Leases I Wnty Next Rec Exit




Inquiring
Asset Billing History

1. To find the Billing History of an
Asset, Select the Billing History
button.

2. Enter the asset number ,the Fis-
cal Year and FY Month. Ifa FY is
not entered, the system will default
to the beginning of the Billing His-
tory. Use the Page down key on the
keyboard or the “Next Rec” button
to scroll through to your desired

FY -Month/Year.

3. Billing History will give you
specific information, by Asset
Number , year and month of
charges incurred.

Select “End” to return to your main
menu.
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Billing History Detail

QNS — —
&ID |a| Fiscal vr lccvy a Fy Montn @pt L

Asset Data

Billing Status E‘i’

Division Billing Cls Asset Status

District RD Code Spec Class

Assignment Time Period

Date/Time out MM/DD/CCYY| # Month Heeks Days
Date/Time In W/DD/CCYY “

{114
Repl Amt Oper Amt Fuel Amt
Mgt Fee Buy/Sell Commodity
Inhs Labr Inhs Part Vndr Repair
A87 Allwd

A87 Unallwd

PrevRec Next Rec | <Enter> End

B optons e

POLBELE

Billing History Detail

T

& Asset ID 35249 Fiscal Yr 2012 BY: Mo@ Dept 18633500

Asset Data

District ¢C RD Code 18128 Spec Class 128 Billing Status WX
Division 1800 Billing Cls 128 Asset Status AIS
Date/Time out 07/01/2011 Months Weeks Davs

Date/Time In  07/31/2011 1 0 0

Billing Amounts

Repl Amt 24 Oper Amt 0.00 Fuel Amt 0.00
Mgt Fee 0 Buy/Sell 527 Commodity 0.00
Inhs Labr 0.00 Inhs Part vndr Repair

A87 Allwd 24

A87 Unallwd 0

Prey Rec Next Rec




State of Alaska

Printing Reports Department of Transportation
Record Selection Statewide Equipment Fleet
EMS

Similar to searching on the Web, EMS
allows users to narrow their search by
entering in criteria at the “RECORD Field Name
SELECTION” screen. This screen will  within EMS
display when navigating through report
screens. The field name displays on the

left. The center column allows for pa- Parameter
rameters or conditions to be selected. or Condition
The “Field name or Constant™ is what

your comparing. Field

definitions |- = 5

1.The Field Name in the first column is

derived from the database fields of the Tl staction Bpresston 2) Vel 9) Com

report. To display additional fields Database: SEE Appl: 05 A TETGE 7ol T5th, 1011 an
available, scroll down by selecting the keynao: DATA INTRY ode: Add

Record Selection (VEH LIST LOC)

will display at the bottom if more fields

“Page Down” key. The text “(more)” @
are available. The Field Names cannot

Seq Field Name Occ Field Name or Constant Occ

be changed. These fields have been w G
identified for the report and are pro- 5 Shop 10 <
4 Status Category IE C
grammed' 5 Vehicle Status GE X
6 Spec Class GE
. 7 Billing Class GE
2.The parameters in the center column B Dept d GE
o o 9 AK Dept ID EQ
are displayed by scanning (F2) or by 10 Mg Code G
typing the parameter desired. Scanning S S =
is preferred to ensure the correct text is Mo e i E FERSLREERSy

1? : Division Id GE
entered (more]

1) Selection Expression 2] Value/Blank 3) Copy

Parameter Translations Database: SEF Pppl: UMS AF User: 618 Oct 4th, 2:04 pn
E Q_E qu al S eymap: DATA ENTRY Mode: Add
EX—Excludes
GE—Gtreater than or equal to
tion (VEH LIST LOC)

GT—Greater than — = :
IN—Includes Eig Occ Field Name or Constant Occ
LE—Less than or equal to 1 [EQ GE

2 |EX GE
LT—Less than b e o
NE—Not equal to E o o
RI—Regular expression, case insen- 6 [1E GE

g 7 |LT GE

sitive A - o
RS—Regular expression, case insen- s .
sitive 11 GE

12 GE

13 GE

14 | 2) Paths GE

(mo

ion Expression 2] Value/Blank 3) Copy
Database: SEF Appl: UMS AF User: 618 Oct 4th, 2:05 pm

[Keymap: DATA ENTRY Mode: Ing




Reporting
Exporting to Excel

Rpts Available in Excel Menu
Vehicle List with Location

1. Select “Run Job” for the report ac-
tions to begin.

2. At the Record Selection, enter the pa-
rameters for your report. In this example,
I’ve asked for Vehicle Records whose
status equal “CAS” or awaiting sale.

3. At the Sort Order screen, determine
how you want your records to display.
Select the button, Clear Sort Levels, if you
want to input your own sorts.

Hit enter for the changes to be accepted to
the system.

Once you’ve selected the repport and
gone through the RECORD SELEC-
TION and SORT ORDER screens, Hit
the “Enter” button and the Report Op-
tions will display.

State of Alaska

Department of Transportatic
Statewide Equipment Fleet

EMS

File Options Help

POBLBRLE

FTP Extract File Data Elements

Ftpdoc Rey VLWL

Data Flds

1. Veh No.

2. 8pec Class
3. Model Yr
4. Manufacturer
5. Model No.
G. ¢ls Desc
7. Dept

8. Dept Name
9. District
10

Description VEH LIST WITH LOCATION

11. shop 21.
12. Location 22.
13. veh Status 23
14. Bill WO? 24.
15. cur/LTD Metr 239,
146. Meter Type 26.
125 2%
i8. 28.

19.

. Billing Stat 20.
Prev Rec I NextRe@ <Enter=

@ POBLEUBE

Record Selection (VEH LIST LOC)

Field Name

w
o
]

Region No
District

Shop ID

Status Category
Vehicle Status

Oce Field Name or Constan

Spec Class
Billing Class
Dept Id

AR Dept ID
Dept Mgr Code
Dept Mgr Name
SEF Mgr ID
SEF Mgr Name

14 Division Id

W o0 - N ke W N

I
W N = O

(rore)

Selection Expression

A 4

Value/Blank Copy |

File Process Options Help

Sort Order (VEH LIST LOC)

@ POBBLUBE

Level Field Name
District

IE—
Z Spec Class
2 Asset ID
|| Billing Class
| Region No

|| Shop ID

| Acguisition Date
| In Service Date
| Vehicle Status
- Status Category

Division Id

Dept Id

(more)

Clear Sort Levels
—

[z []x

Sort
Oce Subheading Subtotal Order

o
o

Ll

+I+T+T+T+1T+T+1T+T+T+1+1+1

Ll

NO
o
STANDARD
\No

=
o

STANDARD
STANDARD
\No

KA (KN (K

N0 NO

NO
STANDARD

\No

No

o
STANDARD
o

\No
STANDARD
o

R0 I R K K K R

L flelle]l«

Grand Totals STANDARD p-d

(616 [ser [umsar [ a0 [



Reporting
Exporting to Excel

Rpts Available in Excel Menu
Vehicle List with Location

Once you’ve selected the report and
gone through the RECORD SELEC-
TION and SORT ORDER screens, se-
lect “Enter” and the Report Options
will display.

1. Select “FTP Data File” and hit the
“ENTER” button.

Note: Even though you’ve selected
FTP, APPX will not export to an FTP
file. It is simply the method in which
the system will export to Excel.

2.The report will run and display on your
screen. Dependent on the size of the re-
port, it may take a few seconds.

When you hit the “Close” button, the sys-
tem will go through a series of steps and
Excel will open with a dialogue box.

3. After you select “Yes”, Excel will
open and display the report. When the
report is first run, it will be named with
a temporary file name. Save and re-
name the file to your desired location.
Reformat as desired.

State of Alaska
Department of Transporta
Statewide Equipment Flee
EMS

@ File Process Options Help

[ XxJl=) =] ]

Disposition

Report Options

Prt Hardcopy? 0 Totals Only? I3
Browsahle? [T Format TEXT

Tint Query Options?

FTP Data File? Record Limit

+ Subheading:

Printer/Queue Options

Printer SEFHQ H Print Mode |spuon vI
Form Id LANDSCAPE @ Disposition ISCRATCH v|
i 1
Copies
14
Select Dispasition | Save Disposition | <Enter= End I

ﬁe Process  Options Help
@ POBBLBDE

Page 1 of 3

Veh List w/ Location Print? N >

Statewide Egquipment Fleet
10/12/2011 10:59
Veh List w/ Location

veh Mdl Class Collo Collo

No. Ccls Yr Mfr. Model Desc Code Desc

32922 108 1998 FORD P52 SEDAN MID 06663117 DJJ PROB
32923 108 1998 FORD P52 SEDAN MID 06663117 DJJ PROB
33525 108 1990 FORD P52 SEDAN MID 41000616 Fiscal O
35333 108 2004 FORD P52 SEDAN MID 06663701 MATSU PR
35387 108 2004 FORD P52 SEDAN MID 06311316 C&L MEDI
34247 109 2002 CHEVROLET 1WH19 SEDAN STD 06663117 DJJ PROB
34596 109 2003 DODGE/CHRY LHDH41 SEDAN STD 12200104 FWP STAT

35321 115 2004 FORD P71 POLICE INTERCEP 12700041 Support
353648 115 2005 FORD P71 POLICE INTERCEP 12706117 BHP SPEC
35473 115 2006 FORD P71 POLICE INTERCEP 12610041 AST B DE

0504 122 19%2 CHEVROLET CC10903

30702 122 1993 CHEVROLET (C¢10903

30715 122 1993 CHEVROLET (CC10903
W« | <[r[m[m|E|a|alv|=]|Z| #]pie

PU XCAB 4%2 1/2 11100041 COMM FIS
PU XCAB 4X2 1/2 11220000 SPORT FI

D2 4X2 1/2 25861172 SOLDOTHNA

Microsoft Excel

-m@_&mnlm -Ew - -ﬂ £ Merge & Center - [+
2] _Font |l Alignment |

Microsoft Office Excel

e J CreJ [Cree ]

©2006 Microsoft Corporation. Allights reserved.




Reporting
Printing PDF Report

Once you’ve selected the
report and gone through the
RECORD SELECTION and
SORT ORDER screens, se-
lect “Enter” and the Report
Options will display.

Note: Users can have
these settings default by
contacting SEF.

1. Determine Printing Op-
tions. To Print to a .pdf
document, follow three
steps—

- A. Change the format
from text to PDF by using
the drop down box selection

- B. Change the printer to
the PDF printer name.

- C. Select the “Enter”
button.

2. Adobe Reader opens and
the report is displayed in PDF
format. Save or email as de-
sired. Depending on the size
of the report, it may take a few
seconds.

3. In addition, a Screen
Dialog will appear through
EMS. Always select
“Continue” and the screen
will return to the Report
Menu.

State of Alaska

Department of Transpo

Statewide Equipment
EMS

[FleProcess Options Feb
POLLBLE
io

Disposition

Report Options

Display on Screen? Prt Hardcopy? | Totals O
Print Query Options? v Browsable? O Format
FTP Data File? (| Record Limit 0

Report Subheading:

Printer Print Mode

Disposition

File Process Optior

]

Disposition

Original Seitings for 601132  PDF
BORTRARIT _ PorLrail, 80cols, lOpiten TEXT
SelectFile
SplEt A Options

I

Display on Screen? 2 Prt Hardcopy? (] Totals Only? i
Print Query Options? I3 Browsable? | Format EDF
FTP Data File? O Record Limit 0

Report Subheading:

Printer SEFHQ Print Mode SPOOL =
Form Id E

L Disposition SCRATCH 3
Copies

1.
Seeipeston | | swm;gm@@' e |

[F&_coow =0
POLLDLE
PDF Print on Screen Dislog

The: POF Document that you requeszed 1 arint o sereen should now
be visibla in 2 saparate viswar.

This dilg provides for job contral &1 handiing of the prinit fle

Dispasition Selections
¥ Prinon Sereen? ™ Print Hard Copy? I Print Summary Only?
Record Limit Format [FoE
Printer 0 sarEQ SEF HQ HPSiLandscape) Rm315
FormD pos-s0L13z  Landscape Lt 132 coi 8 pi
Print Mods \SPOOL PnntFile Disposition |SCRATCH
Priority Print Spool DstelMime [¥24/DD/CCYY hhimm
Nurnber of Copies i ™ Notify User ¥hen Done? 7 Print Banner?
PrintFile Pararme




State of Alaska

Reporting Departm.ent of ”I:ransportation
3 Statewide Equipment Fleet
Fuel History Report EMS

Customer Inquiry Menu

1. To report on the fuel purchased for @ prg T

an Asset, Select the Reports & Inquiry e e
button from the Customer Inquiry
Menu.

File Process Options Help

2. Select the Fuel History Rpt Button. @ >

The history will give you information SRR B AT
based on the parameters you select.
The report will allow a selection of Asset Biling Fees
“File List, Transaction Date, Date/Time Asset Biling History
» AssetZ Date Lit
Posted, etc”. Closed WO Inqury
Prt Clsd WO(Billahle)
Clsd WO Surmry by Veh
Daily Pool Groups
Fleet Assgnmt & Usge
- thist Rpt (Trx Dtl
3. In this example, we will select the Sen ey
Rpt by Transaction Date. Once the PM Rpt(Aging Insp)

“Trx Date” button is selected, a
dialogue box will appear and will allow
you to enter the dates. Figure “A”
shows the dialogue box as it first ap- @
pears, Figure “B” is with the dates

entered. Rpt Selection

Fuelhist Rpt

Select “Enter” to continue g
Tt Date e

DatefTime Posted

Eelinnit SOUC Lfetm ) Trx Date Parms BER
Net Bil BUIS B
DatefTime Posted
Create B FYput Boirce 5 E
— ! el . Start Dt |g) cevy]
e End Dt [MM/DD/CCYY
£ A Bxt/Int Fusl? |
Fuel Vendor 4l

Incl Markup? [¥

PrevScm <Enter> End

File List Trx Date Parms
TriDate
DatefTime Posted

et Bllled Start Dt [01/01/2011
Create Efile End Dt [09/30/2011
End Ext/Int Fuel? |

Fuel vendor | M|

Incl Markup? |¥

Prevgom @ End




Reporting
Fuel History Report

Accounting Menu

4. The Report Disposition screen will
appear. In this example, I’ve chosen
the options for a PDF output.

Select “Enter” to continue

5.The Record Selection screen will
appear next. In this example, I’ve
chosen to select by Asset Number. The
Asset ID field is on the next page of
this window. Page Down for (more)
field options.

6. At Asset ID, I’ve entered in the
Parameter of “EQ” for equals, and the
Asset ID number.

Select Enter to continue.

©

q
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EMS

File Process Options Help

IX-ISISISIST

Disposition

FTP Data File?

Display on Screen? v
Print Query Options? v

-

Report Subheading:

Report Options

Prt Hardcopy? r
Browsable? -

Record Limit

Totals Onl
Format FDF i

Printer

Form Id

Copies

Printer/Queue Options

eor-soz13zfEY) Disposition

Print Mode

5POOL |
SCRATCH -

File Process Options Help

POBLE B

] ‘ <Enter= ’ End l

Record Selection (FUELHIST RPT) [ x}
Seq Field Name Oce Field Name or Constant Oce
|
1 Operator E ’-_-
2 Operator LE ¥| ’_
3 Veh Card No GE ¥|
4 Veh Card No LE ¥| L
5 District GE ¥ | |
éa District LE LJ
i SEF Acctg District GE | F
8 SEF Acctg District LE ¥| ’—
3 AR Dept Id GE ¥| r
10 AR Dept Id LE 7] ’_
Akl & Dept Id ]GE o
12 Dept Id LE ¥ |
13  RD Code GE ¥
LE ¥
(more) ’
hv . Selectinn Fynression I MalueiBlank Cony
File ptions  Help
POBLLBE
Record Selection (FUELHIST RPT) X
Seq Field Name Oce Field Name or Constant Oce
15 Warehouse GE ¥ r
16 Warehouse i |
17  Asset Id E0 ¥|[35249 ,
18 Asset Id
19 Fuel Type CE ¥ ’_
20 Fuel Type LE ¥ [—
Selection Expression ValuefBlank Copy
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Reporting
Fuel History Report

Accounting Menu

7.The Sort Order screen will display @ e

allowing you to determine sorting PO BELBE
requirements. I’ve left the default se- Sort Order (FUELHIST RPT) B &R

lections for this example.

Sort
eld Nawme Oce Subheading Subtotal Order

Select “Enter” to continue Doyl

1 Ew PAGE oNLY x| [mo =] [
[z oh Card No |sTANDARD x| |sTamarp ¥ [+

District Juo S |STANDARD ] [+
|| SEF Acctg District |1\"J (XN STANDARD - [S5) i+
| AR Dept Id [ma o |l | e
| Dept Id INU = I“U ] ]
- Warehouse [NO (] ISTANDARD = :
| Asset Id IND o< INU ol g
| Fuel Type Jnvo x| [mo o] g

Date fmo | [wo ~
| RD Code |0 x| |mo 2| g

Date/Time Posted NO NO +

(raore)

Clear Sort Levels | Grand Totals Is'rmm j'

Statewide Equipment Fieet s

8. The report will display in the PDF et et oy oot

Roport period 01/01/2011 taru 09/30/2011
[ —_— 3 Wemdor: Al

format requested. - e -

i
§
i
i
H

van
USM 35243 e/17/2011  1Lis0 W M ERT)
UEM 3548 QU/04/23011 1350 mR B 3lm
M 3549 0282011 1312 mR mM 3lm2
UM 352 o8/la/2011  12:51  ORL  EM 3lm:
UsM 352 op/p2/2011 12 o 303
UM 35249 08/13/2011  05:30  mEL  EM 3lm
Cara ma. 1000067381 Total Tam




Reporting
Asset Billing History

1. To report on the Billing
History of an Asset, Select
the Lists & Rpts Menu
button.

2. Select the Asset Bill His-
tory Button. Billing History
will give you specific infor-
mation, by Asset Number ,
year and month of charges
incurred.

3. Enter the Asset Number
and the date parameters in
which you’d like to report.

State of Alaska
Department of Transportatio
Statewide Equipment Fleet
EMS

File Process Time Cards Utiities Rpts Options Help

XX

-

= e
Alaska Departmentof
Iran

Input Processes

ortation & Public Facilities

Time Cards

Asset Bill Histo

| enemeEns |

ETE
e Srves

Billabl

Asset Billing History

Start Dt (Cal)
End Dt {Cal)

ven no. | 4]

MM/ CCYY
MM/ CCYY

3

Asset Billing History

Veh No. |352491l

Start Dt (Cal)
End Dt (Cal)

05/2011

g <Enter>

09/2011

End




Reporting
Asset Billing History

1. EMS will bring forward
a number of screens to cus-
tomize your report. First is
to determine the Sort Order
of your report. A default by
Asset ID will display. If
you wish the report to
default by Dept ID
(Collocation Code), Enter a
1 in the Sort level column
and clear the others. You
can also clear all the selec-
tions by hitting the “Clear
Sort Levels” button. Hit the
“Enter” key for EMS to ac-
cept the changes.

2. Determine Printing Op-
tions. To Print to a .pdf
document, follow three
steps—

- A. Change the format
from text to PDF by using
the drop down box selection

- B. Change the printer to
the PDF printer name.

- C. Select the “Enter”
button.

State of Alas
Department of Transp
Statewide Equipmen
EMS

1 FileProcess Options Help

POBEL D

Sort Order (ASSET BILLING HISTORY)

=]

Sort

Field Name oOcc Subheading Subtotal Order

Asset ID wo | |szawparo x| |:
Fiscal Yr no | |wo | F
Fy Month HO ¥| |no - F
Dept Id NO x| |vo < F
Checkout Date Time no >| |wo < I:
Date/Time Returned No ISl N i F
,— Customer No mo | |uo = I:
,— Division o X1 |vo 1 F

STANDARD >

Grand Totals

< Clear Sort Levels >

File Process Options Help

POBLBBON

Disposition

Report Options

Display on Screen? Prt Hardcopy? [ Totals Only?,

Browsable? i Format

%A

Print Query Options?
FTP Data File? Record Limit 0

Report Subheading:

Printer/Queue Options

SPOOL %
SCRATCH D

SEFHQ

LANDSCAPE #

Print Mode

Disposition

B Iype Lemgth width BeZore mfter
132c0ls, 17pitch TEXT 55 156 °

Ltr 13.2 cp: & 1p:z ECL 0
Lte 16.5 cp: & 1lp:  ECL 6O
Ltr 10 cpi 6 1p: BCL 60
PCL-80P132 Portrait Ltr 16.5 cpi 8 l1pi PCL 80
# POE-60L132 Landscape Ltr 13.2 opi § 1pi  POF 60
POF-6CL165 Landscape Ltr 16.5 cpz & 1lp: (103 80

PCE-60F08Q Portrait Ltr 10 cpi 6 lp: BODF 0
POF-80P132 Portrait Ltr 16.5 cpi 8 lpi EDF 80
i EDF €0
TEXT 60
File Process Options Help
Disposition

Report Options

Display on Screen? 2 prt Hardcopy? | Totals only? [
Print Query options? ¥ Browsable? | Format eoF
FTP Data File? O Record Limit 0
Report Subheading:
Erinter/Queue Options
Printer SEFHQ f‘ Print Mode SE00L D
Form Id PDF-60L132JC] Disposition SCRATCH ¥
Copies 1

Seleot Disposition | Sayve Disposiion |




Reporting
Asset Billing History

Once you select “Enter”, the

PDF will display.

2. In addition, a Screen
Dialog will appear through

EMS. Always select

“Continue” and the screen
will return to the Report

Menu.

3. Adobe Reader opens and
the report is displayed in PDF
format. Save or email as de-

sired.

State of
Department of

Statewide Eq
E

[ Froces: o T
PO BBRLE

Report Options
Display on Screen? 2 Prt Hardcopy? |} Totals Only? 3
Print Query Options? v Browsable? O Format PDF
FTP Data File? O Record Limit 0

Report Subheading:

Printer/Queue Options

Print Mode SEOOL bl

Printer
Form Id Disposition SCRATCH ¥
Copies

Select Disposition: | Save Disposition | - End

Iﬁle Options  Help.
PQHLBNOE

The PDF Document that you requested to print on screen should now
be visible in a separate viewer.

This dialog provides for job control and handling of the print file.

rDisposition Selection:

¥ Print on Screen? [ Print Hard Copy? ™ Print Summary Only?

Record Limit Format |PDF
Printer ID SEFHQ SEF HQ HP5(Landscape) Rm318
Form D PDF-60L132 Landscape Ltr 13.2 cpi 8 Ipi

Print Mode SPOOL Print File Disposition |SCRATCH
Priority Print Spool Date/Time WDD/CCYY hh :mm

Number of Copies il [ ] Notify User ¥hen Done? [~ Print Banner?

Print File Pathname Jappsiappxiappxa2aldatalPRINT/E 18/ABHRO000 pdf

@ Statewide Equipment Fleet - )
Asset Billing History Report 518

For 05/2011 thru o/2011
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10 wn /¥ Dept  Coae DataOm  mate In  tro Cla sta s

573172001
11 os/n/200
/2011 067382011
[y

H

i

33 5 2oz 1scason 1s:
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Reporting
Replacement Fees

1. To report on the Vehicle
Credits of an Asset, Select
the Lists & Rpts Menu
button.

2. Select the Repl Fees
Billed (Replacement Fees
Billed) Button.

3. A dialogue box will open
and ask if you’d like to re-
port on a Single Asset or
Fleetwide. Select Single
Asset.

4. A dialogue box will open
and allow you to enter the
Asset number you’d like to
report. The date will default
to the current date. Select
Enter. The Veh. No. field is
also searchable—note the
binoculars indicating a
searchable field.

State of Alaska
Department of Transportatic
Statewide Equipment Fleet
EMS

File Process Time Cards Utiities Rpts Options Help

XX)

T
Alaska Departmeng or . o
Transportation & Public Facilities

Time C.

Asset Bill Histoi
Bill Adjustments
Billable Srvcs

Clsd WO Inguit
Clsd WO List
Prt Clsd WO(BIlla...
Dept Codes List
Empl Time Costs
Fuel History Rp

Labor Hrs Rp

il

__Repl Fees Billed

=
=
=
@
£
|
)

o

File Options Help

PO W

Replacement Fees Billed
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Fleetwide '

End

File  Options Help
PO DD E

Replacement Fees Billed

Options nn
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Fleetwide
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Return Date
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Reporting
Replacement Fees

1. The report options screen
will appear. The format and
other fields should default to
your preferred settings.
Select Enter.

2. The report will display
with a great deal of informa-
tion. The vehicle credits are
totaled at the bottom right
hand corner.

State ¢
Department o
Statewide E

)

() resbbuE

Disposition

eport Options
Display on Screen? v Prt Hardcopy? 4 Totals—omIy?
<
Print Query Options? v Browsable? I ormat PDF i
FTP Data File? I Record Limit
Report Subheading:
, % x

Printer Print Mode SPOOL |
Form Id Disposition SCRATCH =
Copies
Select Disposition I Save Disposition | - End |
Statewide Equipment Fleet e
Replacement Fees Billed (37
o o, 3sar  wmrN, ae suiiing stata ven Lazo prm 7 umoume 21,sm
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Dept. 11210000 SOORT FISH BEC 1 Location ACR  XETCHIIAN orig cost $20,118_00
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1 19 75 2011 1.06 0.1 2477 318,694
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WO Reporting

By selecting these buttons, dis-
plays or reports are made
available.

1. Clsd WO Recs—Displays
WO Individually

Clsd WO Inquiry—Reports

Closed WO based on parame-
ters given

Clsd WO List—Prints listing
of WO numbers in a spread-
sheet view

Clsd WO Print—Allows a
range of Work Orders to be
printed. Full WO is printed

Clsd WO Summary by Veh—
Report by Asset in a spread-
sheet view

Clsd WO Metr Update List—
Reports by Asset in a spread-
sheet view of meter reading
history

State of Alaska
Department of Transporta
Statewide Equipment Flee
EMS

P e —
APPX - viper. dot.st
File Process Options Help

[ Xx)

Entry Clsd WO Information
Clsd WO Recs
Clsd WO Inquiry
Clsd WO List
Clsd WO Print
Clsd WO Sumry by Veh
Clsd WO Metr Updt List

Open WO Information

Open WO Inquiry
Open WO List
Open WO Print

APPX - viper.dot.state.ak. us:B060
ile Process Options Help

POBBLUBE

Closed Work Orders

Work Or erﬂ ﬂ Opened By
Billable? Closed By
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Dept Id
Maint Type
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Tot
Problem
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Billing Adjustments

Prior to adding a Billing Adjustment,
you must have documentation
determining what costs are being ad-
justed.

1.Print the Billing History for the Asset
you are adjusting. This will show the
detail of the charges. Enter the Asset
ID, FY & FY month to display.

The Billing History detail will show the
billing amounts associated to their cate-
gory. In this example, the ReplAmt is
$32; Buy/Sell Fee is $3.57. If an ad-
justment is made, you have the details
for the change.

State of Alaska
Department of Transportation
Statewide Equipment Fleet
EMS

File Process Time Cards Utiities Rpts Options Help

b

Equipment Manageme

-

o~ St gl N

Alaska Bép;rtn1|1§ of . o
Transportation & Public Facilities

Ipput Processes Time CarQS

File Options Help

2. Select Bill Adjustments from the
Main Menu. Add new Adjustment
(Change to “Add” mode) if you are
adding a new adjustment.

3. Enter the Asset number, the bill
date, Dept and Bill Status.

PQLBBIOWE

Billing History Detail

Asset ID 33791 Fiscal Yr 2011 FY Month 06 Dept 11100031

Asse ta

District B RD Code 11958 Spec Class 155 Billing Status WX

Division 1110 Billing Cls 155 Asset Status ATS
N

Assignment Time Period

ate/Time Out 12/01/2010 Months Weeks Days

Da\e/Time In 12/31/2010 1 0 0

Billing Amounts

Repl amt 32 Oper Amt 0.00 Fuel Amt 0.00

Mgt Fee 7 Buy/8ell 3.57 Commodity 0.00

Inhs Labr 0.00 Inhs Part 0.00 Undr Repair 0.00
File Process Time Cards Utiities Rpts Options Help

b

e T

Alaska Departmentof

Transportation & Public Facilities

Input Processes

Asset No. il
Bill Date MM/CCYY}”FY Date D/[:]
Dept. il
Bill Stat i‘
Bill Cls
District
RD Code

Expense Amt Billed Adjustments
Operating
Replacement
Work Order
Fuel
Asset Mgt
Buy/Sell




Billing Adjustments

Prior to adding a Billing Adjustment,
you must have documentation
determining what costs are being ad-
justed.

4. If adding a credit adjustment, the
amount billed will show in the “Amt
Billed” column. The credit adjustment
should offset the Amt Billed. Hit the
“ENTER” key for the change to be
accepted. Enter comments as needed.

5. If Adding a negative Bill Adjust-
ment, Enter in Asset, Bill Date, Collo-
cation Code and Asset Bill Status, Hit
the “ENTER” key. Enter adjustments
and hit the “ENTER” key for the
change to be accepted. Enter com-
ments as needed.

6. If a Billing Adjustment needs to be
edited, select the “Change” mode icon
and make changes as required.

State of Alaska
Department of Transporta
Statewide Equipment Flee
EMS

File Options Help

(4

POLBDODE

Billing Adjustments

Asset No. 33791 PU XCAB 4X4 3/4T
Bill Date 08/2010 FY Date 02/2011
Dept. 10200130 MLW/WATER
Bill Stat WX
Bill ¢ls 155 PU 4X4 3/4T
District B INTERIOR
RD Code 10077 NATURAL RESOURCES Example of
s Credit
Operating 0.00 0.00
Replacement 3z2.00 -32.00
Work Order 0.00 0.00
Fuel 154.57 =154.57
Asset Mgt 0.00 0.00
Buy/8ell 3.57 =557
Comments:
Add On: 01/06/2011 By: 604 Chg On: 01/06/2011 By: 606

PrevRec Next Rec <Enter> End

[FeOptions_relp

©

POBLLBEW

Billing Adjustments

35249
07/2011
11210000

N{VAN, AWD
FY Dale 01/2012
SPORT FISH REG 1

District
RD Code

Example
Expense Amt Billed Adjustments of Debit
Operating 0.00 0.00
Replacement 0.00 .00
Work Order 0.00 .00
Fuel 0.00 .00
Asset Mgt 0.00 .00
Buy/Sell 0.00 420

Comments: Per correction request RD18128/DEC
Add on: 09/27/2011 By: 618 Chg On: 09/27/2011 By: 618

Prey Rec Next Rec <Enter> End

_

File Options Help

wa Jehapje] ]

Billing Adjustments

Asset No. 33791 PU XCAB 4X4 3/4T

Bill Date 08/2010 FY Date 02/2011

Dept. 10200130 MLW/WATER

Bill Stat WX

Bill Cls 155 PU 4X4 3/4T

District B INTERIOR

RD Code 10077 NATURAL RESOURCES
Expense Amt Billed Adjustments
Operating 0.00 0.00
Replacement 3z2.00 -32.00
Work Order 0.00 0.00
Fuel 154.57 -154.57




