Module 5. Reminders

QEMFACT User Guide

Energy & Materials Flow and Cost Tracker

Introduction to Reminders

The Reminders feature enables users to track the renewal and expiration dates of permits, regulations, etc. When permits
and regulations are first set up, you have the option of entering the Issue, Expiration, Renewal Due and Renewal Start
Dates. When this is done, it automatically creates calendar events and reminders in EMFACT. You can also set up
independent calendar events for other reasons (e.g. audit reminders, etc.).

This guide contains the following sections. Click on the title to advance to that section.

Section 1. Calendar Events
This section provides a brief description of the Reminder/Calendar Event feature in EMFACT.

Section 2. Managing Calendar Events Coming Due
This section describes the process for accessing calendar events that are overdue or coming due within 30 days. This
section also explains how to close an event.

Section 3. Setting Up Independent Calendar Events
This section will help you set up events that are not triggered by permit expiration dates.

Section 4. Adding Event Detail
This section describes how to add optional event details, as well as how to make the same event recur at a set frequency
(e.g., weekly, monthly, etc.).

Section 5. Parent-Child Relationship of Events
This section describes the relationship between “parent” events and “child” events, once recurrence is established.

Section 6. Closing Out an Event
This section explains how to close out an event.
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Calendar Events

This section contains the following:

Calendar Events

Managing Calendar Events Coming Due

Setting Up Independent Calendar Events

Adding Event Detail (including how to create recurring events)
Parent-Child Relationship of Events

Closing an Event

ogkrwpnrE

Please review the Quick Start Guide section before starting.

Note: A Cue Card is not available for reminders. Instead, windows are accessed directly from the Reminders option on
the main menu, as well as the Reminders button on the EMFACT Dashboard window.

1 calendar Events

. . 3 permit List EBX
When permits and regulations are set
up on the Permit List window (shown

. . A 7 aruriit No - |Permi v iption: Air Permi
to the right), the Issue, Expiration, e e e

A

Renewal Due and Renewal Start Issue Date: 04/01/2008 « Expiratinn;ne: iUEHS#‘ZUU_S_ + | Renewal Due Dale ~ Renewal Smr[te: I : V )
Dates automatically schedule calendar e _ e
events and reminders in EMFACT. S . .
. . Permit No.; JOAN | Type: Permit ~ | Description; jo2n
Refer to the mOdUIe on deflnlng permlts - [Fational Aeronautics Space Administration -~ | Responsible Person: (BAS | te Date: 05/13/2008
and regulations for more information. Issue Date: 05/13/2008 v | Expiration Date: (05/14/2003 v | Renewal Due Date: | 05/15/2008 v | Renewal Start Date: (05/16/2008 |
[l el

t '

You can also set up your own
independent events. Refer to Step 3 for
more information.
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2 Managing Calendar Events

Coming Due (as needed)

You will know when there is a calendar
event that is either overdue or coming
due within the next 30 days because
the Reminders button on the EMFACT
Dashboard will flash.

Click Reminders (gl). The
View Calendar Events Coming
Due window will open and display
any overdue/coming due events
with the Event Status = Open.
Review the details of the events.
Optional: Use the filters at the top
of the window to change the
Contact Person or number of
Days Out.

To close a calendar event, select
Closed from the Event Status
dropdown. Refer to Step 6 for
more information if necessary.

Note: Closed calendar events will
not display on this window unless
the Show Closed Events?
checkbox at the bottom of the
window is checked.

To add a new event that is not
associated with a permit, click
Event List. The Calendar Event
List window will open (see next
step).

Optional: Click More Detail to
maintain additional details about
the event. The Calendar Event
Detail window will open (see Step
4).

EMFACT Dashiboard . . .

QEMFACT

Esergy & Materials Flow ard Cont Tracker

‘ =J_ ‘ eminders  Reports
e
ﬂ ‘ .l'ln
Aemngiry Heparts

Qutput

Product
-
M

Norn-product

B B w B B B @ & =

Parson ID: MFeYos ~ Days Out: 10 ]

@ [ Enabil: Actvanced Fields

EAST 051472008 Pemit Expiration for: JOAN Open
EAST  05/15/2008 Permit Expiration for: 123456 Open
EAST D5/15/2008 Pesmit Renewal Due for JOAN Open
EAST 0502008 Pemit Expiration for: TEST Open
EAST  07/01/2008 Cenfined Space Assesament oaed
EAST 080172008 Conhned Space As: il pen
EAST 09/01/2008 Confin il Open

EAST  10/01/2008 Confined Space Assessmant Opan
EAST  11/01/2008 Confined Space Aszessment Open

[ show Recurring Events?
[ Show Closed Events? 12 of 12 Records
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3 Setting Up Independent Events

In addition to calendar events that are
driven by permit renewal dates, any
type of calendar event can be set up in
EMFACT.

Select Reminders > Calendar
Reminder List from the main
menu. Or, click Event List on the
View Calendar Events Coming
Due window. The Calendar Event
List window will open and display
all events where the Event Status
is Open.

Click New. A blank row will
display.

Complete the Due Date field.
Complete the Event Name field.
The Init Reminder and Final
Reminder fields default to 30 days
and 10 days before the Due Date
(respectively).

Use the scroll bar to view the following:
The Event Status defaults to
Open and should be closed when
it is appropriate.

The Contact Person defaults to
the currently logged on user.

Complete the remaining optional
fields as needed.

Click Save. The Event No. field
will fill.

Note: If you are making a change to an
existing event, search for it by
completing at least one field in the
Filter Data section then click Refresh
Data.

3

Fle Edit Setp Define Link Inputs Outputs Reuunszduw Help
= Calendar Reminder List

Mataris  Equipment  FrodUnic  Products  LinkEquip  Link Pr Unic

Calendar Reminder Detal
View Calendar Events Coming Due

E View Calendar Events Comil ng Due
Search For Contact Person }

'
Porsan 0 Doy ut: 3
Contact Person Site  Due Date Event Name Event Status Event Description
123456 EAST Permit Expiration for: JOAN Open
123456 EAST 05/15/2008 Permit Renewal Due for: JOAN Open
e &5 &5 & B B & A T - T N
b Equpmet  ProdUnit  Froduct  LinkEquip LinkPrinit  Import  hpwtater  bpatAl  bpatMl  ArOu  wateOw WaeOut  New Rt Swe E
ﬂ Calendar Event List
Filter Data
Event Name: | v Due Date: 00/00/0000 v Refresh Data
Location: | | Reminder Date:| > | [00/00/0000 v Clear Filter Data
Event tatus: Recuring? Lo | [ poroDotai_]
Dept.: v |
*Due Date EventNo. Si Event Name Event Locatio Init Reminder | Final Reminder | |Even#
/01/2008 0000015 EAST Sonfined Space Assessment Manhole in Lot A 06/01/2008 06/21/2008 Offen
03/31/2008 0000001 ABC Permit Expiration for: 2008-0001 rs
03/12/2008 0000002 ABC Permit Renewal Due for: 2008-0001 00/00/0000 00/00/0000 Open
03/05/2008 0000003 ABC Permit Renewal Start for: 2008-0001 00/00/0000 00/00/0000 QOpen
05/15/2008 0000004 EAST Permit Expiration for: 123456 00/00/0000 00/00/0000 Open
05/20/2008 0000005 EAST Permit Expiration for. ABCDE 00/00/0000 00/00/0000 Open
06/06/2008 0000006 EAST Permit Renewal Due for: ABCDE 00/00/0000 00/00/0000 Open
06/21/2008 0000007 EAST Permit Renewal Start for: ABCDE 00/00/0000 00/00/0000 Open
05/16/2008 0000008 EAST Permit Expiration for: ABC123 00/00/0000 00/00/0000 Open
05/17/2008 0000009 EAST Permit Renewal Due for: ABC123 00/00/0000 00/00/0000 Open
05/19/2008 0000010 EAST Permit Renewal Start for: ABC123 00/00/0000 00/00/0000 Open
05/30/2008 0000011 EAST Permit Expiration for: TEST 00/00/0000 00/00/0000 Open
-
1< >
[Enable Advanced Fields 10f 15 Records
= e & e El & o= e B HE \H‘ =)
Woerols  Equpment  ProdUnit  Products  LnkEqup LikPrun  Impert  Wpu st bpmAR  hpmMEd  ATOW  WorrOw  WameOw  Hew Rarcre Sare prin
B3 calendar Event List
Filter Data
Event Hame: | v DueDate:| > | D0/00/000 v Refresh Data
Location: | | pate:| > | o0/0no00 v Clear Filter Data
Event sz Recurnng? [ wore peta_|
6& . Lot | ~]| \
Final Remina: Event Status Contact Person ‘ Event Description Department ]
08/22/2008 Qpen + |Jane Doe v
06/21/2008 Qpen + |Jane Doe v
00/00/0000 QOpen « |BAS -
00/00/0000 QOpen v |BAS v
00/00/0000 QOpen v |BAS -
00/00/0000 Qpen + |Jane Doe v
00/00/0000 Open ~ |BAS v
00/00/0000 Open v |BAS v
00/00/0000 QOpen « |BAS -
00/00/0000 QOpen v |BAS v
Open w |BAS ~
00/00/0000 Open v |BAS -
v
B >
[JEnable Advanced Fields R
S REMOOT
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4  Adding Event Detail
Follow these steps to add optional

deta“s about a Ca'endar event. Energy & Materials Flow and Cost Tracker (EMFACT)
Fle Edt Sep Defre Lnk Inouts Ouiputs Feports [EESEEEE Window Hep
P T = T o e oo B i.l2 2 > 8 8 g b
Click your cursor on the eventand |50 T
then click More Detail on either Search For Contoct Person |
the View Calendar Events Ferson O Bor = Sereld ;
Comlng Due WlndOW or the Contact Person Site  Due Date Eyent Nams Exyent Sl.anﬁ‘ Eyent Description
Calendar Event List window. The et et Lt
H 1 Filtar Data
Calendar Event Detail window st Pt D mmoow (T
for the highlighted event will Locators Romnsrets| s Jonooonss SRR Cloae Fier ota
dISplay Event Status: Coun - Recurring? Mo [ More Detail_|
Depl: -
Note: Alternatively, you can select T R i R P T T
H 10172 0000015 T 2 Manhoke m Lot A 0172 52172 pen
Reminders > Calendar ‘ ol e I e e
Reminder Details from the main (1% Dlenes \T-‘:s-mna 0000013 EAST  Pemit Renewal Due for. JOAN 0010070000 0Q/00/0000 Open
05/14/2003  DODD0I2  EAST Parmit Exparation fer- JOAN 00/00/0000 00/00/0000 Open

menu; complete the Event No.
field on the Calendar Event List
window; and click Retrieve in the 6

toolbar. 2

You must be an Advanced User or
click the Enable Advanced

= & = &= BH B w B B B B &

LiskEquip LinkPrinie  Import  Inpat'wars  hpurAir  hpatMad  airOw  Water Out

Mhterisls  Equipment  Prod Uit Products

¥ Calendar Event Detail: 0000015 CEEX

. Event No.: . Site Code: Due Date: Status:
Fields checkbox to perform the Name: Confnad Space Assessment = T ‘
remainder of this step. (&) Desc: |

Contact Person; (123456 +| Jane Doe \ ot hpeate:
Make any necessary changes to Event Filename: Izo)

Department:

the window. (" i

3 Initial Reminder Date: nsﬂmﬂznnsj ‘ | . — v/ ‘ 7
To make same event recur at a set *Fi“' e ; b

frequency (e.g., weekly, monthly, etc.): Recurring Event $1 ﬁh Lo
Check Yes for the Recurring? R i ra— . T T —

field. (Fecuring )

. Event No. Event Name Final Reminder Due Date Status L]
Make a selection from the 0000016 Confined Space Assessment 06/21/2008  07/01/2008 Open
Freq u ency drodeWn 0000017  Confined Space Assessment 07/21/2008  08/01/2008 Open
E nter a # Of OC curences. 0000018  Confined Space Assessment 08/21/2008  09/01/2008 Open -
. 0000019  Confined Space Assessment 09/21/2008  10/01/2008 Open
CI | Ck Save . 0000020  Confined Space Assessment 10/21/2008  11/01/2008 Open
Click Create Recu rring Events. 0000021  Confined Space Assessment 11/21/2008  12/01/2008 Open
H 0000022  Confined Space Assessment 12/21/2008  01/01/2009 Open
The Create Recu rrn g EVentS 0000023  Confined Space Assessment 01/21/2009  02/01/2009 Open
popup displays. E

Click Yes or No depending on v I Y [ «_[» ] 1 01 24 Records
whether you want to append new (@)

events after the existing event or J
create new events. The Recurring
tab will populate with the new

Create Recurring Events

),  There are existing recurring events for this record.
eVentS . \.,_'/ Do you want to add more recurring events after the last event?
Use the VCR buttonS tO adVance ‘fes - Append new events after last one
to the new event (or type the —— ]
number in the Event No. field). L[ ves J[ m ]![ Cancel
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5  Parent-Child Relationship of

Events

Once you establish recurrence for an
event, a “parent-child” relationship is

formed. The “parent” record contains &/ J| =22 1§ P D"enm L..ZNA
“child” events, and it contains the @;‘I : : ‘
specifications (reminders, number of Contact Person; 123455 | dane Dos ‘ L
recurrences, etc.) for the child event(s). B | Ilco]
A “child” record, however, contains Remind ible D

information for that “child” event only.

When on the Calendar Event Detail
window for a child event number (A),

Child Event:

= & & = B OB 2o B B3 B B @& = = 2 B O ®

Muterils  Equipment  ProdUnit  Products  LiskEquip  LikPrinit  Impom  bpurWater  npuedir  npueMad  AirOue  Warer Ot asee Our Retricre save

K3 calendar Event Detail: 0000016

“ V|‘

Initial Reminder Date: | 06/01/2008
Final Reminder Date: | 06/21/2008
{ Recurring Event

Recurring? O Yes & No  Freq y v #nfOccunem@ Event No.: 0000015 J

there is a cross-reference for the (Recurring |

parent event number (B). When on the
Calendar Event Detail window for a
parent event number (C), you can view
the recurring child events on the
Recurring tab (D).

Note: Double-click on an Event No. on

Event No. Event Name Final Reminder Due Date Status

i

Parent Event:

Materisl  Equipment  ProdUnit  Producte  LinkEquip LinkPrUnit  Import  Input'water Inputmir  pwtMatl  AirOut  Water Out  WactsDut Ratrieve

the Recurring tab to advance to that K Calendar Event Detal: 00000
Ch||d event. C Event No.: Siti Code: Due Date: Status:
= : et ‘s - ‘ Location: ‘Manhu\e in Lot A ‘
4] pese:. \
Contact Person: | 123456 v | Jane Dos | n'-;?;mﬁ‘
Event Filename: ‘ |
P o ible D

vl‘

Initial Reminder Date: = 06/01/2008
Final Reminder Date: | 06/21/2008

{ Recurring Event reate

Recurring? ) Yes () No  Erequency: Monthly +  # of Occurrences: Event No.: I:l] Fi::":;‘g

E & e & B BH wm B B B @B @#& = o« % B @&
T

Recurring I

Event No. Event Name Final Reminder Due Date Status

b3

|/ 7 0000016  Confined Space Assessment 06/21/2008  07/01/2008 Open

@) 0000017  Confined Space Assessment 07/21/2008  08/01/2008 Open
0000018  Confined Space Assessment 08/21/2008  09/01/2008 Open -

0000019 Confined Space Assessment 09/21/2008  10/01/2008 Open

0000020  Confined Space Assessment 10/21/2008  11/01/2008 Open

0000021 Confined Space Assessment 11/21/2008  12/01/2008 Open

00N0N22.__ Confinad & 2 4200472002 040419008, Onon

0000023  Confined Space Assessment 01/21/2009  02/01/2009 Open

~

(4]« [»[wi] e

Enable Advanced Fields
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6  Closing an Event
When it is time to close out an event, it
is done on any of the event windows.

On the Calendar Event List
window or the View Calendar
Events Coming Due window,
locate the event and select
Closed from the Event Status
dropdown.

or
On the Calendar Event Detail
window, select Closed from the

Status dropdown.

Click Save.

< end of section >

s = e e B B m B B B B & = @ % H # 2 N

Mloterisk  Equipment  ProdUnt  Products  LinkEquip LinkPrisit  Import  InputWater Input&ir  InpatBiatl  ArrOut st Out WactaOut  Mow Rotrievs  Sawe Print Exif

ﬂ Calendar Event List

Filter Data
Event Name: | v ‘ ,W‘ Refresh Data
Location: | ‘ Reminder Date: ’W‘ Clear Filter Data
Event Status: More Detail
Dept: v |
Event No. Site Code Event Name Event Location Init Reminder | Final Remind Event Status )
0000001  ABC Permit Expiration for: 2003-0001 00/00/0000 00/00/0000 Open ~ |BA
0000002 ABC Permit Renewal Due for: 2008-0001 00/00/0000 00/00/0000 Open w |BA
0000003 ABC Permit Renewal Start for: 2008-0001 00/00/0000 00/00/0000 Open ~ |BA
0000004 EAST Permit Expiration for: 123456 00/00/0000 00/00/00 Open | Janl
0000005 EAST Permit Expiration for: ABCDE 00/00/0000 00/00/000 Closed w [BA
0000006 EAST Permit Renewal Due for ABCDE 00/00/0000 00/00/0 losed v [BA
0000007 EAST Permit Renewal Start for: ABCDE 00/00/0000 00/00/0000 n |BA
0000008 EAST Permit Expiration for: ABC123 00/00/0000 00/00/0000 Void ﬁ
0000008 EAST Permit Renewal Due for: ABC123 00/00/0000 00/00/0000 BA
0000010 EAST Permit Renewal Start for: ABC123 00/00/0000 00/00/0000 Open ~ |BA
0000011 EAST Permit Expiration for: TEST 00/00/0000 00/00/0000 Open w Jar
0000012 EAST Permit Expiration for: JOAN 00/00/0000 00/00/0000 Open w |Jar
I< K3 View Calendar Events Caming Due =
Search For Contact Person “ bas
[_ Person D: |Jane Doe |¥|  DaysOut 30 | ] o
4 e
Contact Person Site  Due Date Event Name | | __Event Status Event Dd
123456 EAST  05/14/2008 Permit Expiration for: JOAN —— [Closed
123456 EAST 05/15/2008 Permit Renewal Due for- JOAN
123456 EAST 05/15/2008 Permit Expiration for- 123456
123456 EAST 06/30/2008 Permit Expiration for- TEST Qpen
123458 EAST 07/01/2008 Confined Space Assessment Open
e & & = B B @ o= e % W O
Miterisls  Equipment  ProdUnit  Products  LinkEqup LnkPrUsit  Impor  bpurWseer  hpmair  bputhlal  ArOu  WaerOw st Ou Rewicve  Sune Prine

ﬂ Calendar Event Detail: 0000012

Event No. Due Date:

Name: |Permn Expiration for: JOAN vl
oo

Contact Person: 123456 | Jane Dos |

Event Filename: |

Remind: R, e D,

Initial Reminder Date: ‘
Einal Reminder Date:

R ring Event.

Recurring? O Yes @ No  Frequency: # of Occurrences: l:l Event No.: l:l ]
Recurring I

Event No. Event Name

Final Reminder Due Date Status
L7
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