3 r

(:3 age 1 o '
FER 131995 J¢? ENGINEERING DATA TRANSMITTAL Page 1 of _/

SirLl _ et N 610982

2. To: (Receiving Organization) 3. From: (Originating Organization) 4. Related EDT No.:
ICF Kaiser Engineering Design Services. CAD/CAE :
Support )
5. Proj./Prog./Dept./Div.: 6. Cog. Engr.: 7. Purchase Order No.:
Employee Position S. M. .Davidson N/A
Requirements Tracking System .
(EMPORTS)
8. Originator Remarks: 9. Equip./Component No.:
' N/A
10. System/Bldg./Facility:
N/A
11. Receiver Remarks: 12. Major Assm. Dwg. No.:
N/A
13. Permit/Permit Application No.:
N/A
14. Required Response Date:
N/A
15. . DATA_TRANSMITTED . 42) (& C(H) 49)
tom . o o wea | et | | e | e
No. {8) Document/Drawing No. No. No.. {E) Title or Description of Data Transmitted Level Trans- Dispo- Dispo-
) mittal sition sition
1 | WHC-SD-WM-CSUD-010 I 0 | Computer Software User N/A 1,2

Document Employee
Position Requirements
Tracking System

(EMPORTS)
16. i KEY
Impact Leve! (F) Reason for Transmittal (G) Disposition {H) & (1)
1, 2,3, or 4 (see 1. Approval 4, Review 1. Approved 4. Reviewed no/comment
MRP 5.43} 2. Release 5. Post-Review A 2. Approved w/comment 5. Reviewed w/comment
3. Information 6. Dist. (Receipt Acknow. Required) 3. Disapproved w/comment 6. Receipt acknowledged
(G} (H) 17. SIGNATURE/DISTRIBUTION . (G) H)
5 {See Impact Level for required signatures)
Rea- Disp. {J) Name {K) Signature (L) Date (M) MSIN {J) Name (K) Signature (L) Date (M) MSIN Rea- Disp.
son . 4 son

1.2 Cog.Eng. Lead Engineer S. M. Davidson
1’2 [/& Cog. Mgr. Manager T. 0. Haggett Az A
1,2
1,2

| V. P. Kirk N2
| A. H. Friberg W‘&ﬂbﬂ,—
J

o571 (2) %07
18. 19. - 21. DOE APPROVAL (if|required)
Ltr. No. N/A
Y . [ gy {1 Approved
ME& OQ}J de '/l'o&ﬁ [3 Approved w/comments
idn&ture of EDT Date Authorized Repregentative Date [1 Disapproved w/comments
Originator for Receiving Organization

BD-7400-172-2 (07/91) GEF097

8D-7400-172-1




DISCLAIMER

Portions of this document may be illegible
in electronic image products. Images are
produced from the best available original

document.




RELEASE AUTHORIZATION

Document Number:  WHC-SD-WM-CSUD-010, Rev. 0

Computer Software User Document for Employee

D itle: s L. s 3
ocument Title Position Requirements Tracking System (EMPORTS)

Release Date: 2/09/95

This document was reviewed folloWing the
procedures described in WHC-CM-3-4 and is:

APPROVED FOR PUBLIC RELEASE

WHC Information Release Administration Specialist:

Ut Soikbnd )y fr

V.L. Birkland

TRADEMARK DISCLAIMER. Reference herein to any specific commercial product, process, or service by trade
name, trademark, manufacturer, or otherwise, does not necessarily constitute or imply its endorsement,
recommendation, or favoring by the United States Government or any agency thereof or its contractors or
subcontractors.

This report has been reproduced from the best available copy. Available in paper copy and microfiche.
Printed in the United States of America. Available to the U.S. Department of Energy and its contractors
from:

U.S. Department of Energy

Office of Scientific and Technical Information (OSTI)
P.0. Box 62 ’
Oak Ridge, TH 37831

Telephone: (615) 576-8401

Available to the public from: U.S. Department of Commerce

A~

National Technical Information Service (NTIS)
5285 Port Royal Road

Springfield, VA 22161

Telephone: (703) 487-4650

o

6001-400.2 (09/94) WEF256




SUPPORTING DOCUMENT

2., Title

Computer Software User Document for Employee Position Requirements
Tracking System (EMPORTS)

. g/k.!'
1. Total Pages

4. Rev No.

3. Number
WHC-SD-WM-CSUD-010

5. Key Words

EMPORTS, Training, Certification
APPROVED FOR
S RET I Tl ok
PUBLIC RELEASE |/

6. Author

Name: S. M. D . .

Organization/Charge Code 57510 / Eqol 10

T Bdelaed T

7. Abstract

The Engineering and Projects Departments of ICF Kaiser have requested the development of a data base system to track
training certification records of employees assigned to their respective divisions. The requested system is to
provide division administrative staff with a flexible tool to track and status employee completion of assigned
project training and reading assignments based on established division/project discipline prerequisites.

8. OSE AND USE OF DOCUMENT - This document was prepared for use within
S. Department of Energy and its contractors. It is to be used only
t of Energy

release until

PATENT STATUS -

patent clearance
U.S. Department of Energy.
nor its contents otherwise

Richland, WA.

DISCLAIMER - This report was ared as an account of work sponsored by
an agency of the United ates\Government. Neither the United States
Government nor any agency’thereof, Wor any of their employees, nor any of
their contractors, s
express or implied,
the accuracy, co

by trademark, manufacturer, otherwise, does not
necess , recommendation, or
fav ng by the United States Government or any ency thereof or its

contractors or subcontractors. The views and opinjions of authors
expressed herein do not necessarily state or reflect those of the United
States Government or any agency thereof.

10. RELEASE STAMP

9, Impact Level 4

A-6400-073 (11/91) (EF)} WEF124




Trademarks called out in WHC-SD-WM-CSUD-010, Rev. 0,
"Computer Software User Document for Employee Position Requirements Tracking
System (EMPORTS)"

MS-DOS and Windows 3.1 are registered trademarks of Microsoft, Inc.
80386, 80486, and the SX and DX designations are trademarks of Iﬁtel, Inc.

Paradox is a trademark of Borland International, Inc.




Computer Software User Document
WHC-SD-WM-CSUD-010, Rev. 0

Unclassified

COMPUTER SOFTWARE USER DOCUMENT

FOR

EMPLOYEE POSITION REQUIREMENTS TRACKING SYSTEM (EMPORTS)

MASTER

Prepared By
» SM Davidson
, Design Services CAD/CAE Support

Revision 0
January 9, 1995

Prepared for: .
{ ICF KAISER HANFORD COMPANY

|
'

*Jo219Y3 AouaSe Aue IO JUSWIUIAOL) SHIBIS PaNUN
9y} JO 25013 0S[JOI 10 9Jv)S ALIBSS300U JOU Op UIGIOY passaidxe siofine jo suotuido pue
SM3IA oU] 'Joarayy Kouade Kue JO JUIWUINACH $9IBIS PANU[) oY1 Aq Buloasy J0 ‘uonepudw
~UI0221 ‘yusuiasiopus s A[dwl JO 9)NISUOO jLIBsSo05U 10U S0P ISIMISYI0 1O ‘ISInjoejnusw
‘Jieuropeiy ‘oweu ope1} Aq 2014195 30 ‘ssa001d “yonpoid [eroIsWIod 21j199ds Aue 0) UIISY DU

W -19J9y 'siySur paumo Ajdreand S3upjur jou pinom asn s J8Y) sjussaxdax Jo ‘pasojosip ssacoid
' 30 ‘yonpoid ‘snjeredde ‘vonsurrojur Aus Jo ssaunjesn Io ‘sssusyajdwros ‘Aovinoow oYy 10j Ajiq

+ -isuodsar 30 Aniqer [e89] Aue sawnsse Jo ‘parjdunt 10 ssaidxs ‘Ajuiiem Aue sayew ‘soafojdwo

1Y} Jo Aue Jou ‘§oarsy) Aousfe Aue I0U JUSWUIA0D S2IBIS PAIIU[) Y} JAYION “JUSUWUISA0D)

s91B1S paNup) 9y Jo LousSe ue £q polosuods HIom JO Juncoor ue se potedoid sem jtodol s

JHNIVTIOSIA

M/

D

DISTRIBUTION OF THIS DOCUMENT IS UNLIMITE

ii




Unclassified Computer Software User Document
WHC-SD-WM-CSUD-010, Rev. 0
1O INTRODUCTION ..ottt ittt et eeraneseeseneeneeaseeassanesanseesenanennns 5
LI PURPOSE ...ttt ittt ettt ettt e e eeteaseeansaanensasenasanenn 5
010 5
L3 DEFINITIONS ...ttt ittt ittt et et et iesnacananasannnans 5
14 OVERVIEW ...ttt ittt ittt et sttt eaase e eaaansaaanaannanss 5
2.0 GENERAL INFORMATION ... .ottttiiiii ittt eeeeranteereneaneeaneeansaneeanseans 6
2.1 SYSTEMREQUIREMENTS . ... tiiitiiirernraneennennecnnnnn Yeeeeans .. 6
2.2 SYSTEMBACKUP .. ..ttt it rantaneesaeanasansenssasenaeennnens 6
23 SOFTWARE ...ttt et ettt ettt a e eaeranetensaanans 7
2.4 TYPICAL /MAXIMUMUSE ... ..iittiiniitieneenneennedelonneenceeneeaneennsn 7
2.5 SYSTEM SECURITY ...ttt ittt it eeterieenaeeneeansensssnesasenanann 7
2,6 INTERFACE STANDARDS .. ...ttt ee et aereareanranernnnnn 7
2.6.1 Toolbars......oouiiiiit ittt eeneeereneeeaaenreraneaannnan 8
2.6.2 SearChiNg . ..o o i ttei ittt et e ettt 9
2.6.3 Multiple-Select Dialogs ......cvcvrveeinerinneerrnoeeraneronnnssronas 10
3.0 SYSTEM OPERATION .. ..ottt ittt te et et eeaaennaeatoansannsannanns 11
. 3.1 PROGRAMEXECUTION .. ...iitttiitrertaneeenenteonnnesoanassannnannns 11
KIVIB Kelclc 1 (¢ 1 AN et 11
3.3 THEBULLETINBOARD .....ciitttiiitteneitenettrenneecannsesaaneennannenn 12
3.4 EMPORTSMAINTOOLBAR . ... c0ttititttnintrnentenannaeeoneessonennnnnnaan 12
4.0 DATA ENTRY/INFORMATIONFORMS .......0.cccvvviiinnnnnnn. e 13
4.1 EMPLOYEEFORM ....................
iii




Unclassified . Computer Software User Document
WHC-SD-WM-CSUD-010, Rev. 0

COMPUTER SOFTWARE USER DOCUMENT
FOR
EMPLOYEE POSITION REQUIREMENTS TRACKING SYSTEM (EMPORTS)

Revision 0

Prepared By:

~ SMDavidson
Design Services CAD/CAE Support

January 9, 1995

Prepared for:

ICF KAISER HANFORD COMPANY

MASTER

DISTRIBUTION OF THIS DOCUMENT IS UNLIMITED

=)



Unclassified Computer Software User Document
WHC-SD-WM-CSUD-010, Rev. 0

LO INTRODUCTION ..ottt ittt ettt ettt ettt e ettt e a e, 5

L ) 24 o 5

L 6 5

L3 DEFINITIONS ...ttt ettt ettt e ettt et et a et eenenens 5

L4 OVERVIEW ...ttt ettt ettt e e et e i e e eieiaeneas 5

2.0 GENERAL INFORMATION ............ccvvnnn.. e, 6

2.1 SYSTEMREQUIREMENTS. ... .. iiiiiiiiiiiiinnneneeliiainnnn, e 6

2.2 SYSTEMBACKUP ...ttt ettt ettt ettt ettt ee e eeneanans 6

0 N 2 7

2.4 TYPICAL/MAXIMUMUSE . ...ttt it e et eee et eaeinenens 7

2.5 SYSTEM SECURITY ...ttt ettt et et e e eeienaieanns 7

2.6 INTERFACE STANDARDS . ...ttt et ieeateaareieeteeaneennans 7

261 Toolbars........c.viioii i e ittt et 8

2.6.2 SearChing .. voe ittt 9

2.6.3 Multiple-Select Dialogs .........oveieiiieriiniiiiiae i 10

3.0 SYSTEM OPERATION ...ttt it ittt e ettt et ettt e ie e e e e enennans 11

3.1 PROGRAMEXECUTION . ...ttt ittt et ettt e ie e iianaas 11

3.2 LOGGINGIN ...ttt et ettt ettt ettt et et cetaeaeeeaeaananns, 11

3.3 THEBULLETINBOARD ..ottt ittt ittt eneennaannaanennns 12

3.4 EMPORTS MAIN TOOLBAR...... e e et et a ettt 12

4.0 DATAENTRY/INFORMATION FORMS ... . .. ittt ittt ettt iaiieaneennnns 13

4,1 EMPLOYEEFORM ... ..ottt e ranenaeannns U 13

4.1.1 EMPIOyees ... ..ot e 14

4.1.1.1 AddinganewEmployee .......... ... i, 14

4.1.1.2 Editing Employee information ................ccccviivainann... 14

4.1.1.3 Deletingan Employee ................... et 15

4.1.2 Employee Training ..........ccuveiueeneineennneeaaeeeaaaneanannnnns 15

4.1.2.1 AddingEmployee Training ...........covveeiineeiininnnnnn... 15

4.1.2.2 Editing Employee Training .................... P 16

4.1.2.3 Deleting Employee Training . ... ........coouiieeneiennnennnn.. 16

4.1.3 Employee PTCS . ..ottt ettt eieieaaannns 16

4.1.3.1 Adding Employee PTCs .........cooiiiiiiiiiiiiiiiinnnnn.. 17

4.1.3.2 Deleting Employee PTCS ........uoevnneeineeneiannnennnnns 17

4.1.4 Employee Qualifications .......... ..ot 17

4.1.4.1 Adding Qualifications .......... ... . it 18

4.1.4.2 Viewing Qualification Restrictions . . ..................cccon.. .. 18

4.1.4.3 Adding/Changing Qualification Restrictions ..................... 19

4.1.4.4 Deletinga Qualification ................ccooiiiiiiiiiiaann.... 19

L 1 0 1) 2. 20

L S - U PN 20

4.2.1.1 AddinganewPTC .........ccoiiiiiiiiiiiiiiiiaiiinaaannn. 20

4.2.1.2 Editing an existingPTC ....................... e 21

4.2.1.3 DeletingaPTC ... ..ot 21

4.2.2 Requirement listingbyPTC ............................ PPN 21

4.2.2.1 Addingnewrequirements ...........c.ouiiiiiiiiiaaiiaiaaa., 21

4.2.2.2 Removingarequirement . .............co.oiiiiiiiiiiiiiaaena.. 21




Unclassified Computer Software User Document
WHC-SD-WM-CSUD-010, Rev. 0

423 Employee lising by PTC . ... oo e iiiieineens 22
4.2.3.1 Adding Employeestothelist ..................coviiiia., 22
4.2.3.2 Removing an Employee fromthelist ...................c....... 22
43 COSTCENTERFORM .......ccoviiiiiiiiiiiieniannnennn. e, 23
4.3.1 COStCenters ........veveeeneuannrnenanannnnns et 23
43.1.1 AddinganewCostCenter ................ciiiiennnn....... 24
4.3.1.2 Editinga CostCenter ............... o ee e, 24
4.3.1.3 Deletinga Cost Center ..........ciitrerinirennnneeennnennnns 24
4.3.2 Employee Listingby Cost Center ...........o.tiiiiiiinniirrennneernnnn. 24
4.3.2.1 Moving Employees to the displayed CostCenter .................. 25
4.4 QUALIFICATION FORM . ...\ttt it eeneeeraartananeerannens 25
4.4.1 Qualifications . . ... ..ottt e 25
44.1.1 Addinganew Qualification.............c.ocvviiiiiiiniiiiian, 26
4.4.1.2 Editinga Qualification ...............ccciiiiiiiiiiiiiiea... 26
4.4.1.3 Deleting a Qualification ...............cooiriiinrrnernenaan... 26
4.4.2 Employee listing by Qualification ................... ... ... ... 26
44.2.1 Addingan Employeetothelist ................................ 27
4.4.2.2 Viewing Employee Qualification Restrictions .................... 27
4.4.2.3 Removing an Employee fromthelist ........................... 27
4.4.3 Modify Restrictions ................. e e 27
4431 AddingaRestricion ............coiiiiiiiiiiiiiiiiiaaa 28
4432 EditingaRestriction ...........cooiiiiiiiniiiiiiiiiiaa. .. 28
4.4.3.3 DeletingaRestriction ...........cooiiiiieineiinninniaaennn.. 28
4.4.4 Modify Disciplines ...........iiiiiiiiiii it e 29
4.4.4.1 AddingaDiscipline..........ooiiriiriiiniiieiii e 29
4.4.4.2 EditingaDiscipline ... ...ttt 30
4443 DeletingaDiscipline . . ... ...t 30
4.5 COURSEFORM . ....ciiitiiiii ittt et e e aaeeaans 31
4.5.1 COUISES ..\ tuttiit ettt ettt et e e 31
4.5.1.1 Addinganew CoUISe .........cuviimuuennenerennnnnnennennns 31
4512 EditingaCourse . .......ueetinneininiiieeetennnaiineanns 31
4.5.1.2.1 Adding a new revision to a Course (32)
4.5.1.3 Deleting aCourse .........ccoeieninneeeeeernnaannnaannns 32
4.5.2 Employee Listingby Course .................. ... 32
4.5.2.1 Adding an Employeetothelist ........... E 32
4.5.2.2 Editing Course Employee ..., 33
4.5.2.3 Deleting an Employee fromthe List ............................ 33
4.5.3 PTCListing by Course .. ......cceeinnueinneeennnenaieeniieennnnn. 33
453.1 AddingaPTCtothelist ............oooiiiiiiniiiiien... 33
4.5.3.2 DeletingaPTC fromthelist .................. ... ii..., 33
4.6 ABOUT EMPORTS .. ittt ettt ettt et aae e 34
5.0 ACCESS TOOLS ..ttt it ettt et e ettt e et e et e e e et eee e aaa et anaeennns 35
5.0 WO On? Lo 35
5.2 Change Password . ...t e e 36
53 ViewBulletin. .. ... i 36
5.4 Security ....... e e 36
5.4.1 Modify USer ACCESS ...ttt ittt 37



Unclassified Computer Software User Document
WHC-SD-WM-CSUD-010, Rev. 0

54.1.1 AdGanew USeT ......c.vivreernrennnaneneananananannnnn ... 38

5.4.1.2 Editanexisting User .. .....ooovinetiiiiiiiieiinnnannennnnes 38

5413 Delete aUser .. .ooiettieeeeiiiiiiieenennaaeeeeaenananannn 38

5.4.2 Modify AccessProfiles ........coineiiiiiiiii i e 39

5.4.2.1 Addanew AccessProfile ............. ..ol 40

5.4.2.2 Editan AccessProfile .......... ... il 40

5.4.2.3 Deletean AccessProfile ............ ..o, 40

55 Edit Bulletin . . ....oviiii ettt et ettt et 41

5.6 APD StatIS ...ttt eeieraaeaeaaaan e 41

6.0 REPORTS ...tttittiuetennesrensereneeeasnasesansesossesoseeeseaseseaaseaeseseroneas 42

6.1 RePOTt FOII . ettt ettt ettt ettt eteeeesaaaaeaaaaeeaacsoneaaaaaanaanas 42

6.1 Printer Options Dialog . .......covinntiiiiiiiiiiiiii it iiiaaannaae, 43

6.2 Report Control Speedbar. ... ..ottt e 44

7.0 REFERENCES .. ..ttt ittt ettt et et e a e e aaeiasaaeanns 45



Unclassified Computer Software User Document

WHC-SD-WM-CSUD-010, Rev. 0

1.0 INTRODUCTION

This User Document describes how to use the Employee Project Requirements Tracking System (EMPORTS)
application. It has been prepared in accordance with WHC-CM-3-10, "Software Practices,” (Ref. 1).

1.1 PURPOSE

The purpose of the EMPORTS application is to track training certification records of employees assigned to
their respective divisions. The system also provides the division administrative staff with a flexible tool to
track and status employee completion of assigned project training and reading assignments based upon
established division/project discipline prerequisites.

1.2 SCOPE

This User Document will provide instructions for the EMPORTS application for thé following activities:

L] Program execution, Login and logoff
® "Entry and revision of data

e Generation of user reports

0. Modification of user access

1.3 DEFINITIONS

-~

The following are definitions of abbreviations and terms used in this document:

EMPORTS Employee Position Requirements Tracking System

HLAN Hanford Local Area Network

IRM Boeing Information Resources Management
ICF KH ICF Kaiser Hanford

PTC Position Task Codes

WHC Westinghouse Hanford Company

1.4. OVERVIEW
The remainder of this User Document is divided into five major sections:

Section Two, "General Information", describes system requirements, multi-user issues, and user interface
standards;

Section Three, "System Operation", describes startup and operation of EMPORTS;
Section Four, "Data Entry/Information forms", describes the main forms in EMPORTS;

5
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Section Five, "Access Tools", describes tools used to modify access to EMPORTS;

Section Six, "Reports", describes the EMPORTS reporting interface;

Section Seven, "References”, describes documents referred to by this document.

2.0 GENERAL INFORMATION
2.1 SYSTEM REQUIREMENTS

As a minimum, EMPORTS requires a 20 MHz Intel 80386SX (or equivalent) CPU with 8 MB of RAM. This
platform may be adequate for occasional users of the system; however, for data entry users, the recommended
basic platform is a 33 MHz 80486DX CPU (or greater) with 8+ MB of RAM.

Regardless of platform, the following is also required by EMPORTS:

MS-DOS version 3.31 (or later)

Microsoft Windows 3.1

HLAN network resources

Local hard disk with at least 1SMB free disk space
Local or network printer for report output

Additionally, a Windows permanent swap file equal to twice the amount of system RAM is HIGHLY
RECOMMENDED. For instance, a system with 8MB of RAM should have a 16MB permanent swap file
assigned. For assistance in defining a permanent swap file for windows, contact IRM.

Note: Paradox for Windows Runtime version 4.5 is not compatible with a screen saver called 'After
Dark'. The system may 'lock up' when the screen saver activates, forcing the user to reboot, potentially

causing corruption or loss of EMPORTS data. DO NOT USE AFTER DARK FOR WINDOWS
WHILE RUNNING EMPORTS.

2.2 SYSTEM BACKUP

The EMPORTS file server backup will be performed by ICF Kaiser Hanford. The backup operations are as
follows:

Incremental backups to tape performed hourly
_ Image Incremental backup to mirrored file server area on WHC403 perfonned daily

Full Image backup to'tape performed weekly

ICF KH Shall respond to requests to restore EMPORTS data within two (2) working days. In the event of
significant data corruption, a longer response time may be required.
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2.3 SOFTWARE

EMPORTS was developed using Borland Paradox for Windows version 4.5; However, this implementation of
EMPORTS uses the runtime version of that package, so no license of Paradox is required.

2.4 TYPICAL /MAXIMUM USE
EMPORTS uses Paradox ver 4.5-Runtime, which supports a (practical) maximum of 150 concurrent users.

EMPORTS also supports network file locking; for example, a record being edited by one user may not be
selected for editing by another.

2.5 SYSTEM SECURITY

EMPORTS was designed with user-level security - An administrator must set up an account for each user who
wishes to access the system. Each user is assigned to a specific class, which determines what type of access is
available to the EMPORTS data. For instance, one class of user may be able to modify all EMPORTS data,
while another can only change Employee information. User classes are fully configurable by the EMPORTS
system administrator. If a user attempts to modify some data which they don't have access to, the following
message will be displayed:

2.6 INTERFACE STANDARDS

EMPORTS was designed with a very consistent user interface. The following section describes some of the
conventions which are used throughout EMPORTS. ’
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2.6.1 Toolbars
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Figure 2 - The EMPORTS data entry toolbar
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Delete Current Record

l— Ediit Curmrent Record

r Print Reports

RS, s ]
REDRNCRE: RLR LI TDE v.- e
About EMPOR’ |
Exit to Main Men

Each data entry screen in EMPORTS contains the toolbar shown in figure 2. As the mouse is moved over each
of the buttons on the toolbar, a brief description of the action performed by the button is displayed on the status
line at the bottom of the screen.

The following table shows what each button on the toolbar does, as well as an equivalent keyboard shortcut.
Menu selections corresponding to the buttons on the toolbar are also available.

Button Keystroke Action

Search Cul+Z Search for a value in the current field )
Search Again Ctrl+A Find the next value matching the previous search
Add Ins Add a new record

Delete Del Delete the current record

Edit F9 Edit the current record

First Record Ctrl+Home Move to the first record

Previous Record Set PgUp Move up a group of records (multi record view only)
Previous Record Up Move to the previous record

Next Record Down Move to the next record

Next Record Set PgDn Move down a group of records (multi record view only)
Last Record Ctrl+End Move to the last record

Reports {None} Select report

About EMPORTS {None} Display information about EMPORTS

Close this window {None} Close window and return to EMPORTS window
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Locate Value

£

Figure 3 -

Dialog Box Options:
Value

Case Sensitive
Exact Match

@ and..

Adv. Pattern Match

'Fields

Locate Value Dialog Box

Type in the value you want to locate.

Check Case Sensitive to search for the text exactly as you typed it, including
capitalization. '

Check Exact Match if you do not want to treat pattern characters as wildcards.

Check @ and .. if you want to use either or both of these common wildcards in your
search. @ stands for any character, and .. stands for any number of characters,
including none.

Check Advanced Pattern Match if you want to use an extended list of wildcards in
your search.

Choose the field in which the value is to be found. When you choose OK, Paradox
moves toO the first occurrence of the value. To move to the next occurrence, choose
Record | Locate Next or click the Locate Next button on the Toolbar.

If no values match, or after all matching values have been found, EMPORTS displays the message "[value] was
not found" on the Desktop status bar.

For Example, to locate all items with the word 'asbestos' in the description field, move the cursor to the
description field and click on the 'locate’ button. In the locate value dialog box, type ..asbestos.. The dots tell
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EMPORTS to find the next description containing the word ‘asbestos' anywhere in the description. Press OK,
and the first item containing the word will be displayed. Continue the search by pressing the 'locate next'
button. )

2.6.3 Multiple-Select Dialogs

[
Please Scle'pﬂ or More Course

O N A AR
e
RN ‘;3,\ R
% 3

R
G

R
R
N

Figure 4 - a Multiple Select Dialog Box

Several options within EMPORTS require the user to select one or more items from a list of available choices.
The multiple Select dialog box similar to the one shown in figure 4 will be displayed in these cases. Options
are selected/deselected by clicking on the small box located on the left side of each of the available selections.
Selected options have a check in the box. To select all items in the dialog box, press the 'Select All' button. To
clear all selections, press the ‘Clear Selections' button. A search feature is also available - See 2.6.2,
'Searching', for more information.

Once the desired items are selected, press the OK button. A dialog will ask you to confirm your selections -
Press "Yes' to continue or 'No' to return to the selection dialog.
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3.0 SYSTEM OPERATION

3.1 PROGRAM EXECUTION : -

To execute EMPORTS, simply double click on the EMPORTS icon located in the Windows Program
Manager. By default, this icon appears in a group entitled "Database Applications".

Once launched, EMPORTS will make the necessary network connections, verify all necessary files, and will
update any files which may have been changed. This ensures that all EMPORTS users are running the same
up-to-date code.

This process may take between thirty seconds and five minutes, depending on the type of hardware and the
distance between the workstation and the network server.

3.2 LOGGING IN

EMPORTS - Please Log In

Figure 6 - the Login form

Once EMPORTS has loaded, the Login form will be displayed (See figure 6). Depending on the user’s
network configuration, the ‘Username:' field may or may not already be filled in. Type in your name in the
'Username:’ field and your password in the Password:' field as specified by the EMPORTS system
Administrator. Press the OK button to continue or the CANCEL button to exit back to Windows. If the
password is correct, EMPORTS will proceed; otherwise, the login form will be redisplayed.
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3.3 THE BULLETIN BOARD

EMPORTS Bullletin Board

¥EEE
R A

This Is the EMBORTS Bulietin Board]

Messages will appear here from time to time to inform users of
hanges to the system or scheduled Down Time".

AR R’.&&%’s‘k’\ 2

st

Figure 7 - the Bulletin Board

Once a user has successfully logged on to EMPORTS, the bulletin board will be displayed (See figure 7). This
form will show information such new features and any scheduled down time. Press the OK button or hit

[Enter] to continue. If the system administrator has disabled EMPORTS for mamtenance the title will read
"EMPORTS not available" and the program will exit at this point.

3.4 EMPORTS MAIN TOOLBAR

Figure 8 - EMPORTS Main Toolbar

The main toolbar (See figure 8) provides access to all features in EMPORTS. As the mouse is moved over the
buttons, a brief message regarding the function of the button is displayed on the form's status bar. The
following table shows the button's description and the location of the appropriate section in this manual.
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Button Section

View Employee Information . 4.1 .

View PTC Information 42 ‘

View Cost Center Information 43

View Qualification Information 44

View Training Information 4.5

About EMPORTS 4.6

Access Tools 5.0

Print Reports 6.0 ’
Exit EMPORTS n/a

Menu selections corresponding to the buttons on the main toolbar are also available.

4.0 DATA ENTRY/INFORMATION FORMS .

4.1 EMPLOYEE FORM

ation
R

Informetion , s
2
B

25

Employee & EMPORTS - Employee Infarm
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4.1.1 Employees
This section of the Employee form shows information pertaining to each Employee in EMPORTS. Information

stored here includes Name, Payroll number, Cost center, Title, and miscellaneous notes about the Employee
(usually degrees, certifications, and years experience)

4.1.1.1 Adding a new Employee

= Add new Employee
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Figure 10 - The Employee Entry Form

Figure 10 shows the Employee entry form. All fields must be filled in except personal notes and middle initial.
The Employee's cost center must be on the drop-down list in order to be valid - new Cost Centers may not be
entered here. (See 4.3.1.1, 'Adding a new Cost Center', to add new Cost Centers to EMPORTS.)

Press the OK button to continue or Cancel to abandon changes and exit. If a required field is left blank, an
invalid cost center entered, or the specified payroll number already belongs to another Employee in the system,
the program will display an error and return to edit mode. Otherwise, the changes will be saved and the new
Employee will be displayed.

4.1.1.2 Editing Employee information

All Employee information, including Payroll number, may be edited. See 'Adding a new Employee' for more
information.
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4.1.1.3 Deleting an Employee

Since EMPORTS is a historical system, deleting an Employee is not a recommended practice; if an Employee
leaves the company, the preferred method of removal is actually to move them to one of the 'Inactive Employee'
organization codes set up for this purpose. This procedure would help to save time in the event that the
Employee returns to the company at a later date - all of their completed Training, PTCs, and Qualifications
would already be in the system.

Before an Employee can be deleted from EMPORTS, all of their dependencies (Qualifications, Training, and
PTCs) must be deleted. If an attempt is made to delete an Employee while any of these dependencies exist, an
error will be displayed.

4.1.2 Employee Training

This section shows all Training (tracked by EMPORTS) which the Employee has completed, along with
completion dates. Click on the 'Training' tab to move to the Training records for the displayed Employee.

4.1.2.1 Adding Employee Training

To add completed Training records to an Employee: locate the Employee record, click on the Training tab, and
click on the add button. A multiple-select dialog box will appear - Select the Courses which were completed
and press OK. Only those Courses which already exist in EMPORTS are displayed - new Courses may not be
entered here. (See 4.5.1.1, 'Adding a new Course', to add new Courses to EMPORTS.) Confirm the
sclections, and afier a moment the following dialog will be displayed:

Please enter the date this course was completed. [1 of 3]

Each completed Course must contain a completion date. A date may be entered for each item selected by
typing in a date and pressing OK. However, if the Employee completed all of the selected Courses on the
same day, check the box titled 'Use this date for all remaining', enter a date, and press OK. Confirm the
selection, and all of the selected Courses will be entered with the specified date.
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4.1.2.2 Editing Employee Training

If a Course completion date was entered incorrectly, it may be changed by highlighting the record and pressing
the edit button. Enter the corrected date and press OK to save the changes.

4.1.2.3 Deleting Employee Training

Since EMPORTS is a historical system, deleting Training should not be a common practice. It is provided in

the event that an error in data entry is made. A Training record may be deleted by highlighting the appropriate
record and pressing the delete button. ’

4.1.3 Employee PTCs

0+ years experience Civil Engineering, BSCE,
=4MS Seil Mechanics, Ph.D. Soil Mechanics ICF
L Oadland Temp
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Figure 13 - Employee PTCs

This section shows all Position Task Codes assigned to an Employee. Click on the PTC' tab to move to the
PTC records for the displayed Employee. '
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4.1.3.1 Adding Employee PTCs .-

To add PTCs to an Employee: locate the Employee record, click on the PTC tab, and click on the add button.
A multiple-select dialog box will appear - Select the appropriate PTC(s) and press OK. Only those PTCs
which already exist in EMPORTS are displayed - new PTCs may not be entered here. (See 4:2.1.1, 'Adding a
new PTC', to add new PTCs to EMPORTS.) Confirm the selections, and the selected PTCs will be added to
the current Employee.

4.1.3.2 Deleting Employee PTCs
To delete a PTC from an Employee, highlight the PTC and press the delete button. Confirm the deletion arid

the PTC will be removed from the displayed Employee.

4.1.4 Employee Qualifications

Figure 14 - Employee Qualifications
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Qualifications indicate what tasks an Employee is qualified to perform based upon experience and Position
Task Code(s). EMPORTS is able to track multiple Qualifications for each Employee as well as multiple
Restrictions for each Qualification.

This section shows all Qualifications assigned to an Employee. Click on the ‘Qualifications' tab to move to the
Qualification records for the displayed Employee.

4.1.4.1 Adding Qualifications

To add Qualifications to an Employee: locate the Employee record, click on the 'Qualifications’ tab, and click
on the add button. A multiple-select dialog box will appear - Select the appropriate Qualification(s) and press
OK. Only those Qualifications which already exist in EMPORTS are displayed - new Qualifications may not
be entered here. (See 4.4.1.1, 'Adding a new Qualification’, to add new Qualifications to EMPORTS.)
Confirm the selections, and the selected Qualifications will be added to the current Employee.

4.1.4.2 Viewing Qualification Restrictions
When one or more-Qualifications have been added to an Employee, the Restrictions box located to the right of

the Qualification list indicates the number of Restrictions assigned to the current Qualification. If Restrictions
are assigned, they may be viewed by clicking on the Restrictions box and using the normal navigation keys.
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4.1.4.3 Adding/Changing Qualification Restrictions .

dit Emple Qualification

; SO S G G
OSSO

Figure 15 - Edit Employee Qualifications :

To add or modify Qualification Restrictions, click on the Qualification to update and press the Edit button. The
'Edit Employee Qualification’ dialog (see figure 15) is displayed. To add a Restriction to the list, click on the
'Add..’ button and select a Restriction from the dialog displayed. To delete a Restriction, highlight it in the list
and press the 'Delete’ button. To remove all Restrictions, press the 'Clear’ button, Press OK to save changes or
Cancel to discard them.

4.1.4.4 Deleting a Qualification

A Qualification may be deleted from an Employee by clicking on the Qualification and pressing the delete
button. The Qualification (along with any associated Restrictions) is removed from the Employee.
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4.2 PTCFORM .
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Informetion
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Figure 16 - The PTC Form

42.1 PTCs
This section of the PTC form shows the Position Task Code and its associated title.

4.2.1.1 Adding a new PTC
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Figure 17 - the PTC Entry Form
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Figure 17 shows the PTC entry form. Both of the fields must be filled in.

Press the OK button to continue or Cancel to abandon changes and exit. If a required field is left blank or the
specified PTC is already in the system, the program will display an error and return to edit mode. Otherwise,
the changes will be saved and the new PTC will be displayed.

4.2.1.2 Editing an existing PTC -

All PTC information, including PTC number, may be edited. See 'Adding a new PTC' for more information.

4.2.1.3 Deleting a PTC

Before a PTC can be deleted from EMPORTS, all of its dependencies (Employees and Requirements) must be
deleted. If an attempt is made to delete a PTC while any of these dependencles exist, an error message will be
displayed.

4.2.2 Requirement listing by PTC

This section shows all Courses required by each PTC. Click on the 'Requirements’ tab to move to the
Requirements records for the displayed PTC.

4.2.2,1 Adding new requirements

To add Requirement records to a PTC: locate the PTC record, click on the Requirements tab,-and click on the
add button. A multiple-select dialog box will appear - Select the Courses which are required and press OK.
Only those Courses which already exist in EMPORTS are displayed - new Courses may not be entered here.

(See 4.5.1.1, 'Adding a new Course, to add new Courses to EMPORTS.) Confirm the selections and they will
be added to the displayed PTC.

4222 Removing'a requirement

A Requirement may be deleted from the displayed PTC by highlighting it and pressing the delete button.
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This section shows all Employees assigned to each PTC. Click on the 'Employees' tab to move to the

Employee records for the displayed PTC.

4.2.3.1 Adding Employees to the list

To add Employees to a PTC: locate the PTC record, click on the Employees tab, and click on the add button. A
multiple-select dialog box will appear - Select the desired Employees and press OK. Only those Employees
which already exist in EMPORTS are displayed - new Employees may not be entered here. (See 4.1.1.1,

'Adding a new Employee', to add new Employees to EMPORTS.)

4.2.3.2 Removing an Employee from the list

An Employee may be deleted from the displayed PTC by highlighting it and pressing the delete button.
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4.3 COST CENTER FORM

Cost Center
Informetion
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Figure 20 - the Cost Center-form

4.3.1 Cost Centers

This section of the Cost Center form shows the Cost Center, its Title, and its associated Manager.
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4.3.1.1 Adding a new Cost Center

Add new Cost Center
J).

Figure 21 - the Cost Center entry form

Figure 21 shows the Cost Center entry form. All of the fields must be filled in.

Press the OK button to continue or Cancel to abandon changes and exit. If a required field is left blank or the
specified Cost Center is already in the system, the program will display an error and return to edit mode.
Otherwise, the changes will be saved and the new Cost Center will be displayed.

4.3.1.2 Editing a Cost Center '

All Cost Center information, including Cost Center, may be edited. See 'Adding a new Cost Center’ for more
information. ’
4.3.1.3 Deleting a Cost Center

Before a Cost Center can be deleted from EMPORTS, all of its dependencies (Employees) must be deleted or
moved to another Cost Center. If an attempt is made to delete a Cost Center while any of these dependencies
exist, an error message will be displayed.

4.3.2 Employee Listing by Cost Center

This section shows all of the Employees assigned to the displayed Cost Center.
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4.3.2.1 Moving Employees to the displayed Cost Center .

To move Employees to a Cost Center: locate the Cost Center record, click on the Employees tab, and click on
the add button. A multiple-select dialog box will appear - Select the Employees to move and press OK. Only
those Employees which already exist in EMPORTS are displayed - new Employees may not be entered here.
(Sec 4.1.1.1, 'Adding a new Employee', to add new Employees to EMPORTS.) Confirm the selections and

: they will be moved to the displayed Cost Center.

4.4 QUALIFICATION FORM : -

Qualificetion
Information

Figure 22 - the Qualification form

4.4.1 Qualifications

This section of the Qualification form shows the Qualifications and Disciplines defined in EMPORTS.
Changing the value displayed in this section of the form changes the Employees displayed (see Employee
listing by Qualification, below)
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4.4.1.1 Adding a new Qualification .
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Figure 23 - the Qualification entry form

Figure 23 shows the Qualification entry form. Press the OK button to continue or Cancel to abandon changes
and exit. If the Qualification field is left empty, the program will display an error and return to edit mode.
Otherwise, the changes will be saved and the new Qualification will be displayed.

4.4.1.2 Editing a Qualification

The Qualification may be edited. See 'Addihg a new Qualification’ for more information.

4.4.1.3 Deleting a Qualification

Before a Qualification can be deleted from EMPORTS, all of its dependencies (Employees) must be deleted. If
an attempt is made to delete a Qualification while any of these dependencies exist, an error message will be
displayed.

4.4.2 Employee listing by Qualification

Qualifications indicate what tasks an Employee is qualified to perform based upon experience and Position
Task Code(s). EMPORTS is able to track multiple Employees for each Qualification as well as muluple
Restrictions for each Employee.

To display all of the Employees assigned to a particular Qualification, check the 'display all' box and move to
the desired Qualification. This will show all Employees assigned to that Qualification, regardless of Discipline.
To display the Employees assigned to a particular Discipline and Qualification, select a Discipline from the
drop down list and the desired Qualification.
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4.4.2.1 Adding an Employee to the list

To add Employees to a Qualification: locate the Qualification record, click on the Employees tab, and click on
the add button. A multiple-select dialog box will appear - Select the desired Employees and press OK. Only
those Employees which already exist in EMPORTS are displayed - new Employees may not be entered here.
(See 4.1.1.1, 'Adding a new Employee', to add new Employees to EMPORTS.) Confirm the selections and
they will be added to the displayed Qualification.

4.4.2.2 Viewing Employee Qualification Restrictions

If an Employee has Restrictions assigned to the displayed Qualification, a button with the caption Restrictions'
will be displayed to the right of the Employee llstmg Press the button to display the Restrictions assigned to
the Employee.

4.4.2.3 Removing an Employee from the list .

An Employee may be deleted from the displayed Qualification by highlighting it and pressing the delete button.
Any existing Restrictions for the Employee/Qualification will be deleted as well.

4.4.3 Modify Restrictions

{Depending upon access level, the following option may not be available)
'

| Modify Restrictions

Figure 24 - the Restriction Form
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Press the Restrictions' button to make changes to the EMPORTS Qualification Restrictions. Figure 24 shows
the Restriction form.

4.4.3.1 Adding a Restriction

Add new Restriction’

Figure 25 - the Restriction Entry Form

Figure 25 shows the Restriction entry form. Press the OK button to continue or Cancel to abandon changes and
exit. If the Restriction is left blank, the program will display an error and return to edit mode. Otherwise, the
changes will be saved and the new Restriction will be displayed.

0
4.4.3.2 Editing a Restriction

See 'Adding a new Restriction'.

4.4.3.3 Deleting a Restriction
Before a Restriction can be deleted from EMPORTS, all of its dependencies (Employees) must be deleted. If

an attempt is made to delete a Qualification while any of these dependencies exist, an error message will be
displayed.
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. 4:4.4 Modify Disciplines

(Depending upon access level, the following option may not be available)

Figure 26 - the Discipline Form

Press the Discipline’ button to make changes to the EMPORTS Qualification disciplines. Figure 26 shows the
Discipline form.

4.4.4.1 Adding a Discipline
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NS 7




Unclassified Computer Software User Document
WHC-SD-WM-CSUD-010, Rev. 0

Figure 27 shows the Discipline entry form. Press the OK button to continue or Cancel to abandon changes and
exit. If the Discipline is left blank, the program will display an error and return to edit mode. Otherwise, the
changes will be saved and the new Discipline will be displayed.

4.4.4.2 Editinga Discipliﬁe

See 'Adding a new Discipline'.

4.4.4.3 Deleting a Discipline
Before a Discipline can be deleted from EMPORTS, all of its dependencies (Employees) must be delefed. If

an attempt is made to delete a Discipline while any of these dependencies exist, an error message will be .
displayed.
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4.5 COURSEFORM .

Figure 28 - the Course Form

4.5.1 Courses

This section of the Training form shows information regarding each Course in EMPORTS. The information
includes Course ID, Description, Revision, and Type.

4.5.1.1 Adding a new Course

Figure 29 shows the Course entry form. All fields must be filled in. Press the OK button to continue or Cancel
to abandon changes and exit. If a required field is left blank or the specified Course ID + Revision are already
in the system, the program will display an error and return to edit mode. Otherwise, the changes will be saved
and the new Course will be displayed.

-See 4.5.1.2.1 for an alternate method of adding a new revision to a course.

4.5.1.2 Editing a Course
" All Course information except revision may be modified. See 'Adding a new Course' for more information.
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Figure 29 - the Course Entry Form

4.5.1.2.1 Adding-anew revision to a Course .

An alternate method has been provided to add a new revision to an existing course. Select the course to revise
and press the 'Edit' button. the 'Edit Course' dialog will be displayed. Press the button labeled 'Add new Rev...!
and answer 'yes' to the next prompt. The program will then ask ‘Would you like to move all PTC requirements
for this revision to the new revision?' If you answer 'yes' to the prompt, all of the PTCs which require the old
revision of the course will now require the new revision.

4.5.1.3 Deleting a Course

Before a Course can be deleted from EMPORTS, all of its dependencies (Employees and PTCs) must be
deleted. If an attempt is made to delete a Course while any of these dependencies exist, an error will be
displayed.

4.5.2 Employee Listing by Course

This section displays all of the Employees who have completed the displayed Course/Revision. Click on the
‘Employee’ tab to move to the Employee listing for the displayed Course/Revision.

4.5.2.1 Adding an Employee to the list

To add Employees to a Course: locate the Course record, click on the Employee tab, and click on the add
button. A multiple-select dialog box will appear - Select the appropriate Employee(s) and press OK. Only

those Employees which already exist in EMPORTS are displayed - new Employees may not be entered here.
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(See 4.1.1.1, 'Adding a new Employee', to add new Employees to EMPORTS. ) Confirm the selections, and the
selected Employees will be added to the current Course/Rev.

4,5.2.2 Editing Course Employee

If a Course completion date was entered incorrectly, it may be changed by highlighting the record and pressing
the edit button. Enter the corrected date and press OK to save the changes.

4.5.2.3 Deleting an Employee from the List

Since EMPORTS is a historical system, deleting Training should not be a common practice. It is provided in
the event that an error in data entry is made. A Training record may be deleted by highlighting the appropriate
record and pressing the delete button.

4.5.3 PTC Listing by Course

Figure 30 shows the PTC Listing by Course form. This section shows all PTCs which require the displayed
Course/Revision. Click on the PTC' tab to move to the PTC records for the displayed Course/Revision.
4.5.3.1 Adding a PTC to the list

To add PTCs to a Course: locate the Course record, click on the PTC tab, and click on the add button. A
multiple-select dialog box will appear - Select the appropriate PTC(s) and press OK. Only those PTCs which
already exist in EMPORTS are displayed - new PTCs may not be entered here. Confirm the selections, and the
selected PTCs will be added to the current Course/Rev.

4.5.3.2 Deleting a PTC from the list

To delete a PTC from a Course, highlight the PTC and press the delete button. Confirm the deletion and the
PTC will be removed from the displayed Course.
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Figure 30 - PTC Listing by Course

4.6 ABOUT EMPORTS

EMPORTS...
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About This selection displays information about EMPORTS and the workstation on which it is currently running.
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5.0 ACCESS TOOLS:

Some of the tools in this section are only available to those with Administrator access. : .

5.1 Who's On? .
Availability: User Admin

Who's On?

Figure 32 - Who's On?

This option will display a list of Users who are currently logged into EMPORTS. Press OK to exit.
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5.2 Change Password
Availability: User

. Change Password
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Figure 33 - Change Password

This option allows users to modify their access password. No characters will be displayed when the passwords
are entered. The fields are NOT case sensitive: all values are converted to upper-case before they are saved.

Dialog Box Options:

Old Password Enter current password here. The correct péssword must be entered before a new
value can be specified.

New Password Enter the desired new password here.

Retype New Pwd Retype the new password here. This value MUST be the same as that in the 'New

Password' field in order for the password to be saved.
Press 'OK' to save the new Password, or 'Cancel' to discard the changes. If the password is changed, the
change will take effect the next time the user logs into the system.
5.3 View Bulletin
Availability: User
Choose this option to view the user bulletin. See 3.3, The Bulletin Board for more information.
5.4 Security
Awvailability: Admin

This section (and all remaining under 5.4.x) is only available to administrators.
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o] EMPORTS - User Accounts

St e

Figure 34 - The User Access Form

This form allows changes to be made to user access.
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5.4.1.1 Addanew user

Add new User _'_ i

S
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Figure 35 - Modifying User-Access

Figure 35 shows the User Access entry form. The following fields must be filled in:

User Name Enter the user name in the format FM LASTNAME (ie BL JOHNSON.)

Password This will be the user's Access password.

Access Level  Select an access level from the list.

Press the OK button to continue or Cancel to abandon changes and exit. If a required field is left blank or the

specified user is already in the system, the program will display an error and return to edit mode. Otherwise,
the changes will be saved and the new user will be displayed.

5.4.1.2 Edit an existing User

All of the user login information may be modified. See Add a New User for more information.

5.4.1.3 Delete a User

Deleting a user will prevent them from accessing EMPORTS.
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5.4.2 Modify Access Profiles
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Figure 36 - The Access Profile Form

This selection allows an administrator to add new categories of user access. For instance, a new user category
could be defined which allows full access (read, edit, insert, and delete) to Course information but only read
access to everything else,
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5.4.2.1 Add anew Access Profile
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Figure 37 - Modify Access Profile Form

Figure 37 shows the Access Profile entry form. Enter the name for the new profile in the field provided. Place
a check mark in the boxes to show access to each of the tables shown. (Note: EMPORTS does not currently
restrict Read access from any tables. Checking or Unchecking the Read check box has no effect-in

EMPORTS.)

Press the OK button to continue or Cancel to abandon changes and exit. If the name field is left blank or is
already in the system, the program will display an error and return to edit mode. Otherwise, the changes will
be saved and the new Profile will be displayed.

5.4.2.2 Edit an Access Profile

Access Profiles may be modified. See 'Add a new Access profile' for more information.

5.4.2.3 Delete an Access Profile

Before a Profile can be deleted from EMPORTS, all of its dependencies (Users) must be deleted. If an attempt
is made to delete a Profile while any of these dependencies exist, an error message will be displayed.
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5.5 Edit Bulletin .
Availability: Admin

Modify EMPORTS Bulletin H

MPORS is now parational and ready for use. If yu are
aving any problems, pleass give me a call.

hope you all had a nice holiday.

Figure 38 - Edit bulletin . .

Use this option to change the bulletin which is displayed at login time. Press OK to save the changes or Cancel
to discard changes and edit. If the bulletin is empty, it will not be displayed at login time.

5.6 App Status .

Availability: Admin

Figure 39 - App Status

This option allows EMPORTS access to be controlled. If the application is enabled, pressing 'Disable App'
will prevent access. Press Enable App' to allow access. NOTE - Access is only disabled for any future logins
- it does not affect user currently logged into the system. Use the "Who's On?' feature (See 5.1) to determine
which users are currently logged into EMPORTS.
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6.0 REPORTS )

6.1 Report Form :
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Figure 40 - The Report Form

Figure 40 shows the EMPORTS report dialog.

Dialog Box Options:

Category Use this list to restrict the reports shovm in the 'Available Reports' list to a single
category.

Destination Select 'Screen' to view the report on the screen , or Printer’ to send it to the printer.

Available Reports Displays a list of available reports. To print a report, double-click on it or I.Iighlight

it and press the Print' button.

Report Description Displays a brief description of the highlighted report.
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6.1 Printer Options Dialog

Printer Optlions
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Figure 41 - The Printer options dialog

Figure 41 shows the EMPORTS Printer Options dialog.

Dialog Box Options:

Print Select 'All' to print all pages of the report. Select Page Range' and fill in the 'From'
and 'To' boxes to specify the starting and ending pages (respectively) to send to the
printer.

Options Press the + and - buttons to change the number of copies of each page to print.

: Valid values are from 1 to 999.
Printer Setup Press this button to select the printer to send the report to, as well as to set up the

current printer.

Press 'OK’ to print the report using the specified settings, or Cancel to return to the previous form.
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6.2 Report Control Speedbar

Next Page
Previous Page Last Page
First Page Jump to Page Exit to Report Menu

Print Report

Zoom 50% Fit Height
Zoom 25%

Figure 42 - EMPORTS Report Control Toolbar

Fit Width

When a report is sent to the screen, the toolbar shown in figure 42 will be displayed. As the mouse is moved
over each of the buttons on the toolbar, a brief description of the action performed by the button is displayed on
the status line at the bottom of the screen.

The following table shows what each button on the toolbar does, as well as an equivalent keyboard shortcut.
Menu selections corresponding to the buttons on the toolbar are also available.

Button Action

Print Send the current report to the printer
First Page Move to the first page of the report
Previous Page Move to the previous page of the report
Next Page Move to the next page of the report
Last Page Move to the last page of the report
100% Zoom 100 Percent

50% Zoom 50 Percent

25% ’ Zoom 25 Percent

Fit Width Fit the report to the width of the screen
Fit Height Fit the report to the Height of the screen
Best Fit Fit the report to the screen

Exit Return to previous form
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