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Energy & Materials Flow and Cost Tracker Module 1. Setup

Introduction to ADMIN

ADMIN contains the basic setup of the user and facility location (e.g., identifying the facility’s buildings and departments),
as well as configuring EMFACT to create PDF documents. Additionally, EMFACT provides the ability for users to create
“what if” scenarios by copying the current data to a new facility for the purpose of manipulating the inputs and outputs.

This guide contains the following section(s). Click on the section title to advance to that section:

Setting Up Admin
This section outlines the optional steps for editing user information and standard dropdown lists, as well as how to update
facility detail. This is also where buildings and departments are identified (required).

Configuring the “Save as PDF” Feature

This section outlines the process for adding a PostScript printer profile, which is required to save reports and other
documents as PDFs in EMFACT. This step is not necessary for users that already have PDF creator software (e.g.,
Adobe Acrobat Writer) installed on their computers.

Creating “What If” Scenarios

This section outlines the optional steps for copying your facility location data to a new facility location for the purpose of
running "what if scenarios"” (e.g., what if we used a different paint that has lower VOC emissions). This is an advanced
procedure and only recommended once a user has become proficient using EMFACT.

Updated: 6/21/10

Sullivan International Group, Inc. Copyright 2009 Page 1 of 1



Module 1. Setup

éEMFACT User Guide

Energy & Materials Flow and Cost Tracker

1. Setting Up Admin

This section contains the following:

Accessing the ADMIN Cue Card

Editing User Information

Editing Standard Drop Down Lists (optional)
Adding Detail to Your Facility Location (optional)
Adding Costs (optional)

Adding a Building

Adding a Department

NogkrwpdrE

The steps in this guide are for initial setup of ADMIN; however, the same steps are used for maintenance.

Please review the Quick Start Guide section before starting.

1 Optional: Accessing the ADMIN

Cue Card EMFACT Dashboard aa .a ot
Using the Cue Card is optional, since
every window available through the Cue e‘ E“I:l “Eé_g]:
Card is also accessed from the Setup 1 output
option in the main menu. g ‘DI;ET ‘”"k iy Product
| .
To access the cue card for ADMIN Setup: ‘qg‘ ilesa E = Ncnoroducr
Click the Admin button ( bk ‘;
the EMFACT Dashboard. The Cue ‘ =J..‘ Reminders Reports P
Cards for ADMIN Setup window L 'ﬂ‘ i, )
will open. == — —
[ Cue Cards for ADMIN Setup 9 [=1E3]
SYSTEM ADMINISTRATION QUESTIONS
Do you want to:
:. Change the details for current user (e.g., name or security level)?
2. Modify values in drop down lists (e.g., ial types, i € ies)?

FACILITY SETUP QUESTIONS
Do you want to:
3. Change the details for the current facility location?

4. Add a building to the facility location or edit an existing building?
5. Add a department or change the name of an existing department?

n To skip to a question, click on the text of the desired question

Please note that all of the options available on this cuecard are also available on the menu under SETUP

sing
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EMFACT User Guide
Module 1. Setup

Setting Up Admin, cont.

2

Optional: Editing User
Information
When EMFACT was inSta”ed yOU 1. Change the details for current user (e.g., name or security level)? Yes

provided a User ID, User Name and
User Type. That information can be

edited using the following steps:

Click Yes for the first cue card
question. The User List window
will open. 5 [123456 Jane Doe ) Basic O Advanced
Make changes to the existing data
as necessary.

User 1D User Name User Type

Note: A Basic User will have
limited access to the fields on the
windows. An Advanced User will
have more access to the various
fields.

Click Save.

la 10f 1 Records

SETO01

Optional: Editing Standard
Drop Down Lists

EMFACT is preloaded with
recommended values in the dropdown
lists. You may, however, exclude 4 5

values from the dropdown lists or add k *

to the list. This is advisable ONLY gd & = = B B & " & = % B s
after using EMFACT and becoming a T
proficient user.

| 2. Modify values in drop down lists (e.g., material types, equipment categories)? Yes |

Drop Dowit'tist Name: [Air Pollutant ~ | Air Pollutants

Click Yes for the second cue card - [::Z —— Description | Include in My List? | Update Date |
question. The Drop Down Lists —

06/06/2008

window will open. co co "
. LEAD Lead 080212007

Select the list name from the Drop | |} o 3 os22007
Down List Name dropdown. The NOMNON___NOx: Nen RLER ]
. . . PART Particulate 08/02/2007
window will update to include the T Fre S—
values for that dropdown list. sox 5or oswaz007
- TSP TSP 08/02/2007

To exclude a value from a list, — — ——

locate the value and uncheck the
Include in My List? checkbox.

To add a value, click New. A blank
row will display for you to
complete. @ Show MyList O Show Entire List ARy
Click Save.

Use the Show My List and Show
Entire List radio buttons at the
bottom of the window as needed
to display the list values.
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EMFACT User Guide
Module 1. Setup

Setting Up Admin, cont.

4  Optional: Adding Detail to

Your Facility Location

| 3. Change the details for the current facility location?

When EMFACT was installed, a Facility
Location Code and Name was
identified. To add additional details (i.e.,
address and phone information) for
your Facility Location:

Click Yes for the third cue card
question. The Facility Location
List window will open.

If the window cannot be edited,

=4 =3

ProdUnit  Productc

(=4 =

Materials  Equipment

K Facility Location List

Link Equip  LinkPr Unit Iy

=

7 Eacility Location Code: EAST

Address2: Building C
City Name: Eastbury

Eacility | ocation Name: Eastbury

Address1: 123 Main Street

click Enable Advanced Fields. L e (AK) : o fmEecn
Complete window with the
necessary details.
Click Save.
Optional: Click the Costs button to
maintain costs associated with the
facility. The Other Costs window
will open (see next step). 5
i‘ﬁ 1 of 2 Records
lap Enable Advanced Fields [(;M:g SETO0S
5  Optional: Adding Costs
Use the following costs to track various 4
costs associated with the location. *ﬂ
e e e e B B & B &8 5 8 & = = T
Make a selection from the Cost 3 other Costs
Category dl’OdeWﬂ. Object Type: Facility Object Id: EAST Eat?
Make a selection from the Cost 9
Title dropdown. If a suitable stLateon (= *M GEiTh  (pianing
ChOICE |S not avallable type |n a LI ¥|Overhead Costs  + | Contract Labor v [15,000.00 06/03/2008
cost title. ’ Comment
Complete the Costs in US $ field.
Click Save.
1 of 1 Record:
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EMFACT User Guide
Module 1. Setup

Setting Up Admin, cont.

6

Adding a Building
Use the following steps to identify the
buildings at your facility.

Click Yes for the fourth cue card
guestion. The Building List window
will open.

For each new building:
Click New to display a blank row if
necessary.
Complete the Building Code field.
Complete the Name field.

Repeat this steps until all buildings
are added.

Click Save.

Adding a Department
Use the following steps to identify the
departments at your facility.

Click Yes for the fifth cue card

|4. Add a building to the facility location or edit an existing building?

*:m )

Fie Edit Setp Define Lnk Inpuls Oulputs Reports Reminders Window Help *y i

e =& & &= B B wm B B B B & = L B OE
S

Mhtorisle  Equipment  ProdUnit  Products  LinkEquip LkPrimit  Import  lnput'ater  InpatAir  Inpatblatl  AirOut ot Out  ‘wacteOat  Now Dolote  Retriers

A Building List g@@'}
A

|| Facility Location @J ~ Building Code: -
Code: Aﬂ

Facility Location |WWIND +  Building Code: 100 Name: "ain Building

Code:

Facility Location |WWIND + Building Code: 200 Name: Other Building

Code:

a 1 of 2 Records
57 o

1 o]

5. Add a department or change the name of an existing department?

File Edit Setup Define Link Inpute Outputs Reports Reminders Window Help * 5 ‘
2 e & &= B OB w B B B @8 @& = 5 R e

guestion. The Department List
window will open.

For each new department: o Codt Name *mm -
Click New to display a blank row if L7 6 TDTIED
necessary 1 OPS Operations 05142007

; 2 PURCH Purchasin 07/28/2007
Complete the Department Code 3 Ers e Heallh & Safety 1307
field. 4 |MATERIALS Materials 12/03/2007
Complete the Department Name SEREEE Coen R
field.
The Active? field defaults to
checked and should be changed
when it is appropriate.
) ) lap 1 0f 5 Records
Repeat this process until all T
departments are added.
Click Save.
<end of section>
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EMFACT
Module 1. Setup

Energy & Materials Flow and Cost Tracker

2. Configuring the “Save as PDF” Feature

This section contains the following:

1. Opening the Add Printer Wizard
2. Adding a PostScript Printer Profile

Note: A Cue Card is not available for this option.

1 Opening the Add Printer Wizard
Depending on the Operating System, the

process for locating the Add Printer 0y, Anecaorine 30
Wizard will vary. The following steps are oo R e

for Windows XP. I Frogrom ot
@ Set Program Access and Defaults

If using a different Operating System, B vindone caties

follow the system instructions to locate Rl e i

the Add Printer Wizard_ @ 4 careers in the great outdoors

([ Programs

Select Start > Settings > Printers 9 pocmens
and Faxes from the START menu.
The Printers and Faxes window
opens.

Click Add a printer. The Add a
Printer Wizard page opens (shown
on next page).

Search

) Help and Support

3 sandFaxes |
7 Run... i e
& wgoffxan...

E)] Turn Off Computer...

Windows XP Home Edition

i; start £+ 10.30.10.52-Remot... | @ Module 1

"% Printers and Faxes

! Fle Edit View Favorites Tools Help

\_) \_/J L@ /_JSaarch ||~ Folders v

: Address |CQ Printers and Faxes

v|Gu

CutePDF Writer
0

4% Printer Tasks 0
Ready

A, 2| Add a printer

# ] senda fax Fax Lexmark 7600 Series
0

Ready

s

Fax Lexmark 4200 Series
0
Ready

See Also
= P A
[2) Troubleshoot printing \V’ Ready

t_)) Get help with printing
Lexmark 7600 Series {Metwork)
- 0
Ready
Other Places
Microsoft Office Document
: Image Writer
0
& Sybase Datawindow PS
- 0
Ready

@ Lexmark 4200 Series

I

Ready
LexmarkFax

0
Ready

Microsoft XPS Document Writer
0

Ga Control Panel
% Scanners and Cameras
(&) My Documents

@ My Pictures

= -

07 ¢ @

Ready
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EMFACT User Guide
Module 1. Setup

Configuring the “Save as PDF” Feature, cont.

2  Adding a PostScript Printer

Profile

Saving as PDF requires a PostScript
printer profile called Sybase DataWindow
PS. Use the following steps to create this
profile.

Add Printer Wizard

Welcome to the Add Printer
Wizard

This wizard helps you install a printer or make printer
connections.

O If you have a Plug and Play printer that connects
1 through a USE port {or any other hot pluggable

On the Add Printer Wizard Welcome
page:

port, such as |EEE 1394, infrared, and so on). you
do not need to use this wizard. Click Cancel to
close the wizard, and then plug the printer’s cable
into your computer or point the printer toward your
computer’s infrared port, and tum the printer on
Windows will automatically install the printer for you.

Click Next. The Local or Network
Printer window will open.

Ensure that Local printer 1

attached to this computer is &

selected. b ted> ]
Click Next. The Select a Printer

port window will open.
Select FILE (Print to File) from :

To cortinue, click Mexd.

the Use the fOIIOWIng port 2 Th‘:;\'izard needsto’l‘(:w which type of printer to set up. vO
dropdown.

C“Ck Next The |nsta| | Pr| nter &Saled the option that describes the printer you want to use

Software W|nd0W opens (Shown (%) Local printer attached to this computer

[] Automatically detect and install my Plug and Play printer
() Anetwork printer, or a printer attached to another computer

on the next page).

Continued on the next page.
\i\) To set up a network printer that is not attached to a print server,

use the "Local printer” option. 3

[ < Back ” Next > ][ Cancel ]

| .
Select a Printer Port
Computers communicate with printers through ports.

new port.

Select the port you want your printer to use. fthe port is not listed. you can create a E 4

(®) Use the following port: | FILE: (Prirt to File) A

Mote: Most computers use the LPT1: port to communicate with a local printer.
The connector for this port should look something like this:

() Create a new port:

< Back ][ Nead = ][ Cancel ]
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EMFACT User Guide
Module 1. Setup

Configuring the “Save as PDF” Feature, cont.

Aing & PostScript Printer

Profile, continued _
Install Printer Software

The manufacturer and model determine which printer software to use.

On the Install Printer Software

W| ndow: A __\ Select the manufacturer and model of your printer.  your printer came with an installation
disk, click Have Disk. fyour printer is not listed, consult your printer documentation for
compatible printer software.

Scroll down on the Printers list to
locate and select any printer with

PS at the end; then click Next. The F":;z:’*ad“*f = g
Name Your Printer window opens. GCC
Gesteer

Note: If you select a printer that He | oA rerw- e v
already has a driver installed, the K This divers digtally signed. ‘ [Wgindows Update | [ Have Disk... |
Use Existing Driver window will Telme why diver sianing s mporiant
open (shown below). Either click #

[ < Back I Next > ] [ Cancel ]

Back to locate another printer or
click Next to continue.

Add Printer Wizard

Use Existing Driver Y. Name Your Printer
A driver is already installed for this printer. You can use or replace the existing Q:’ You must assign a name to this printer.

driver.

HP C LaserJet 4500-P5
Type a name for this printer. Because some programs do not support printer and server

e e el e e e e et e name combinations of more than 31 characters, it is best to keep the name as short as
E possible.

(%) Keep existing driver frecommended)
() Replace existing driver Printer name:

| Sybase Datawindow PS|

Do you want to use this printer as the default printer?

O Yes

@ No
<Back | Net> | [ cancel 1 4
Enter Sybase Datawindow PS in

the Printer name field.

Ensare thet No is selecte fo

using the printer as the default pant Test Page )
pri nter. To confim that the printer is installed propery, you can print a test page. Qa’
Click Next. The Print Test Page
window opens. Printing a test page
is optional.

Click Next. The Completing the
Add Printer Wizard window opens
(shown on the next page).

[ <Back [ Met> | [ cancel |

Do you wart to print a test page?
() Yes
O No

IS

< Back ” Next > ][ Cancel

Continued on the next page.
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EMFACT User Guide
Module 1. Setup

Configuring the “Save as PDF” Feature, cont.

Adding a PostScript Printer
Profile, continued

Add Printer Wizard

Co_mpleting the Add Printer
On the Completing the Add Printer Wizard

Wizard window:

Click Finish. The Printers and Name:
. . . Share name:
Faxes window will display the new =4
Sybase Datawindow PS printer. Modsl:
Default:
Test page:

In EMFACT, PDF will be an option
when selecting File > Save As from the
main menu (shown below).

To close this wizard, click Finish.

Sybase Datawindow PS
<Mot Shared:

FILE:

HP C LaserJet 4500-PS
Mo

‘fes

You have successfully completed the Add Printer Wizard.
You specified the following printer settings:

»

< Back " Finish

][ Cancel ]

<end of section>
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EMFACT

Energy & Materials Flow and Cost Tracker

3. Creating “What If” Scenarios

User Guide
Module 1. Setup

This section contains the following:

1. Creating a New Facility
2. Copying Your Facility Data
3. Manipulating the Data

Note: A Cue Card is not available for this option.

1

Creating a New Facility
The first step is to create a facility that you
will copy your facility data to.

Select Setup > Facility Locations
from the main menu. The Facility
Location List window opens.
Click New to create a new row on
the window.

Complete the Facility Location
Code field.

Complete the Facility Location
Name field.

Click Save.

Note: It is recommended that you create a
new facility for each scenario, to avoid
duplicating usage data.

3

&=
Whcrinls  Eguipment

=

b
FA Facility Location List

4] Energy & Materials Flow and Cost Tracker (EMFACT)
File Edit =08 Define Link Inputs Outputs Reports Reminders Window Help

B B

Link Equip  Link Pr Unit

Users
Drop Down Lists

[T

Import

Input 'Waker  Input &t Input Mat]

=

Materialz ducts

Fadlity Locations,; -

EMFAC =..- Welcome Jane Doe

'ACT

Energy & Materials Flow and Cost Tracker

Buildings
Departments

System Utilities

ol

Setup . Define  Link Input

| |

[4] Energy & Materials Flow and Cost Tracker (EMFACT)
Fle FEdit Setup Define Link Inputs Outputs Reports Reminders Window Help

& & 5 B nT) &
ProdUsit  Prodects  LinkEquip  Lisk Prinit  Isport

&

Inpat Water

=] ] = =
Pl he  pmMod  MrOw  VawesOwm  Waate Ot

)

Facility L ocation Code: Eacility | ocation Name: |Samp|e Location

Extonal Phone Vot ( ) - |

Address1: | |
Address2: | |
City Name: ‘ ‘
State Code: |

~| | Country: USA

Zip:|

Facility Location Code: El Facility Location Name: rfeslmg Facility

Fxteral Phone No: () |

Address1: | |
Address2: |
City Name: | |
State Code: |

Zip: ‘ ‘ Country: ‘USA ‘

g

[lEnable Advanced Fields

1 of 3 Records

SETO0S

Updated: 6/21/10
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EMFACT User Guide
Module 1. Setup

Creating “What-If” Scenarios, cont.

2 Copying Your Facility Data
Use the following steps to create a copy
of your current facility’s database:

Select Setup > Facility Location
Copy from the main menu. The
Facility Location Copy window
will open.

Select your facility from the Copy
FROM Facility dropdown.

Select the new facility just created
from the Copy TO Facility
dropdown.

Click Select All to select all data
items, or select the individual
checkboxes that you want to copy.
Click OK. The Facility Location
Copy popup displays. The popup
lists the number of records copied.
Click OK.

Energy & Materials Flow and Cost Tracker (EMFACT)

File Edit = Window Help

= B B

Tlaterialz Drop Down Lists LinkEquip LinkPrinit  Import  lput'Water  InputAir  Input Matl

e
EMFAC . Welcome Jane Doe

Define  Link Inputs Outputs Reports Reminders

Facility Locations
Buildings
Departrents
Farility Location Copy <

System Utilities 3

Energy & Materials Flow ani Cost Tracker
Setup | Define - Link Input
& (L o) | G
Materialz Relate Purchazes

| |

s Eacility Location Copy

Copy FROM Facility: | v|

Copy TO Facility: | ]

(Facility Location Copy:

Click the Checkhox for the sections to be copied and click the OK button to copy.

Setup Define Inputs
[IBuildings [JEquipment [IMaterial Purchases
[IDepartments [JProduction Units [IWater Usage

[JAir Sources
[IDischarges Points

[‘1Material Usage With Air
(Emissions will copy also)

[IPermits [J Other Material Usage
Note: Links Qutputs
Users, Materials, Waste Types, [CJEquipment [IProduct Volume

Chemicals of Concerns apply to all
facilities and do not need to be copied.

[IProduction Units []wastewater Discharge

[IWaste Activities

SET000

4}; Soectal ][ solecttons | |_OK ][ cancel |

5

Facility Location Copy

Total Equipment Records Copied = 3
Tokal Air Source Records Copied = 1
Tatal Discharge Point Records Copied = 2

\“) Tokal Building Records Copied = 4
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EMFACT User Guide
Module 1. Setup

Creating “What-If” Scenarios, cont.

3 Manipulating Your Data
Once a copy of the current facility has

been made:
e &5 & = H O BH oo = o » B & &
Select the new location from the EMPACT Start Page st el
Facility Location dropdown. A E M FAC —|-
Whlle |n the COpled |Ocat|0n, V Energy & Materials Flow and Cost Tracker
h Output
access the various EMFACT Setup | Define  Link Input S
wmdovys and adjust your data to & 2 o, Q@ =
determine how a change (e.g. e e
different material or usage) would Py > - Non-product
affect your Outputs. Refer to the o vssze )
available documentation if e
necessary (accessible by \
selecting Help > Contents from Reminders = Reports Wsicwoler
the main menu).
Reminders Reports. ﬁsﬁJ
Note: Always check that you are in
™ . User: Jane Doe v
the correct facility location before - :
. Facility Location: ABC - Sample Location H_e!g
making any changes to the data. ?

<end of section>
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