Energy & Materials Flow and Cost Tracker (EMFACT)
¥ Procedure Guide

Fundamentals of EMFACT

EMFACT offers a comprehensive tool to assist the small and medium size enterprise in managing their fuel, water and
materials usage. Using EMFACT, companies can track air emissions, wastewater, solid/hazardous waste, and related
costs associated with the day-to-day operations of their business.

The purpose of this guide is to provide an overview of EMFACT, describe various maintenance requirements, as well as
review EMFACT’s standard features and functionality.
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Dashboard Orientation
The EMFACT Dashboard window is the home page for EMFACT. The dashboard is divided into seven parts: Setup,

Define,

Link, Input, Output, Reminders and Reports.

Dashboard

The order of the dashboard coincides with the order of the business process. Users will begin at the left and then
move across the window until product and non-product Output is computed.

A.

Setup contains the following button:

Admin allows you to edit user and facility information, and add your facility’s buildings and departments.
This is also where you maintain the drop down lists found throughout the application.

Define contains the following buttons:

EHS Objects allows you to maintain the details related to equipment, production units, air emission
sources, discharge points and waste types used in this application.

Materials is where you maintain the required details related to the Chemical Abstract Society (CAS) number
listing, chemical constituents, synonyms/aliases, container sizes for this application.

Permits allows you to set up and maintain relevant permits, orders, registrations or certificates.

Product allows you to maintain distinct products produced by the company as well as distinct
sub/intermediate products included in each product.

Link contains the following button:

Relate allows you to describe the various inputs and outputs related to equipment and production units.
Input contains the following buttons:

Purchases allows you to import purchased materials data from an electronic file or enter this data manually.
Usage allows you to input estimated chemical, water, paint and fuel usage.

Output contains the following buttons:

Product allows you to allocate intermediate products to material data.

Air, Wastewater and Waste allow you to compute/document paint & fuel (air) emissions,
compute/document wastewater discharge and document the details related to waste shipments.

. Reports and Reminders buttons are available on this page to help you run reports and set up/view

calendar events.

The Help link at the bottom of the window advances you to the EMFACT Help page, which provides the
available documentation.

The bottom left corner of the Dashboard indicates the User and Facility Location.

EMFACT Dashboard Welcome Jane Doe

QEMFACT
Energy & Materials Flow and Cost Tracker @
‘:ADSGTUP efine @ink ©Inpu‘r CF)’:;LF?EI

- 2 -
Calt o, | @
. -
Admin Materials Relate Purchases Proguct
‘.: Non-product
Equipment Usage
r Air

Quiputs @ @ A 4
e Reminders ™Reports ...

Reg_[ﬁlns
al.B |
Ll s ol ] -
Reminders Reports Waste
: User: |Jane Doe

Facility Location: |FAST - Fastbury | @ Heip
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Accessing EMFACT Windows
Every EMFACT window can be accessed two (and in some cases three) ways.

Access to Windows 2 3
The following represents the various ways -

that EMFACT windows are accessed. s Ouis Reerts ! 2 Wodon. Hieb
.: Maleviai Detad ] ....:..',..., i .En... aE- il n:-'o..
1> The EMFACT Dashboard window has curicr oo S
seven sections: Setup. Define, Link, Input, MEFAU |
Output, Reports, and Reminders. Each P T e T
section contains at least one button. When Output
you click these buttons, it opens up either S‘_Et"‘ip Dfneie F | s P Produc
a Cue Card window (discussed on the next ‘&‘ Gk £, :ﬁ:“ .
page) or a data entry window. : e - E - “on'T"odu .
2 > Every window can be accessed from the ! 5 o —
main menu. ‘ - —
3 > The toolbar contains buttons for many of _.~ {l6as 3
the key windows. A | = Reminders  Reports s
1 k. 2 I
Usars: Jane Dos v
Facility Location: FAST - Fastbury ™ Help
3
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Cue Cards

Most EMFACT sections have cue cards associated with them. Cue Cards are designed to guide users through the
EMFACT process, and are used for maintenance as well as initial setup.

Cue Cards

Each Cue Card contains a series of questions.
Users click Yes or No to the questions. When
answering Yes, the appropriate EMFACT window
will display. If answering No, the prompt
advances to the next question.

1 > Cue Cards are accessed by clicking an icon
on the EMFACT Dashboard. The Cue Card
for that function will display.

Note: If a Cue Card is not set up for a particular
function, the appropriate window will display
instead.

2 > Answering Yes or No to specific questions
brings the user to the correct data entry
window.

Using the Cue Card is optional, since every
window available through the Cue Card is also
accessed from the main menu. Users may elect to
access windows directly from the main menu,
instead of the Cue Card, once they are more
experienced using the EMFACT application.

: Materials

T,
| I3 Cue Cards for Materials Definition

MASTER MATERIAL LIST QUESTIONS
EMFACT comes pra-ioaded with comman chamicalicas numbers and nameas fo
be uzed as matenal conshitvents but the lisl can be altersd.
Do you want to:
1. Add meatenals o the st or edl data for an exsting matenal?

2. Mter the fist of chemical/cas numbers and names?

MATERIAL LIST DETAILS QUESTIONS

Please use question 1 fo select @ maferial for editing, Nobe thal once you are comiorteble vaing the matens!
Surnmary windes for editing, you do naf reed fo mium 16 the cvecand for questions 3 425

Do you want to:
3. Add a chemical ingredient/constituents for the material or edit data for an existing constituent?

To skip o & question, ciick on the fext of ihe desired question

Please note that all of the options available on this cuecard are also available on the menu
under DEFINE and then Materials

| Close |

Copyright 2009 Sullivan International Group, Inc.
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Basic vs. Advanced User Fields

There are two permission levels in EMFACT: Basic and Advanced. The same windows are used for both permission

levels, however only the required fields will be enabled for the Basic user, while required and optional fields are enabled

for the Advanced user.

Basic vs. Advanced User Fields
Advanced Users have access to more

fields on the EMFACT windows than
the Basic User. However, Basic Users
can temporarily enable themselves as
an Advanced User.

1 > Click the Enable Advanced
Fields checkbox. The advanced
user fields will change from gray
to white.

B Material List (=13

Filter Data
Material ID: Synonym:
Matera tiame: Manuracturer iame:
Material Type: v CAS Number: <
Material ID Material Name Material Type Manufacturer Name Density ‘ VOC % |Mfr Written Date Nir Re
FUEL Sample Fuel Oil Fuel 71 0.00 00/00/0000 00/00/01
QOTHER Sample Other Material Composite Unknown 19.0 0.00 00/00/0000 00/00/01
PAINT Sample Paint Paint Unknown 10.84 0.00 00/00/0000 00/00/01
WATER Water - Do Mot Delete Water 83 0.00 00/00/0000 00/00/01
Basic
User
L‘. £
12 1 of 4 Records

DEFo01

r
ﬂ Material List

WD Enable Advanced Fields

Filter Data
Material ID: Synonym:
Material Name: Manufacturer Name:
Haterial Type: v CAS Number: v
Material ID Material Name Material Type Manufacturer Name Density ‘ VOC % iMfr Written Date Mfr Re
FUEL Sample Fuel Oil Fuel 71 0.00 00/00/0000 | 00/00/01
OTHER Sample Other Material Composite Unknown 19.0 0.00 00/00/0000 ~ 00/00/01
PAINT Sample Paint Paint Unknown 1084 0.00 00/00/0000 v 00/00/01
WATER Water - Do Mot Delete Water 83 0.00 00/00/0000 + 00/00/0(
Advanced
h £ >
[“IEnable Advanced Fields sl dfers
DEFOD!

Copyright 2009 Sullivan International Group, Inc.




Energy & Materials Flow and Cost Tracker (EMFACT)

¥ Procedure Guide
Fundamentals of EMFACT

Creating New Rows of Data

Many of the EMFACT windows are designed so that data can be added and maintained in list form.

Creating New Rows of Data
Many of the EMFACT windows are made
so that rows of data can be added, such as

this example where rows of constituents are e e = m B O B om & =3s % B OB
listed for this Material ID. 3 Haterial Detail: FUEL
Material 1D: F.UE.L | Written Dalx.a: 00/00/0000 Re\.liﬁiun F)alvt: D.UIUWDUEIU Active? ‘\E}
1 > When adding data, you must click New i ¥l o
in the toolbar. et
2 > Sometimes, this New button is e ”"Tg""’Mi
disabled. To enable the button, simply Density: 7 1 peine et oo
click your cursor in the active 2 File Name: (]
window where you want to add the [Constituent|Synonyms | Container] .
new row. In this example, you would (& e o e AR A S
click your cursor any where on the e —— e
ConStituent tab' 123-456 0 85.0 Test chemical 04/07/2008

Dropdown Lists of Data

Many of the EMFACT windows are designed so that data can be added and maintained in list form.

Standard Dropdowns
There are two types of dropdown lists.

User Defined List

EMFACT uses dropdown lists from which users select
a choice. Some lists were defined during the Define
process (e.g., Material ID, Production Unit/Equipment
ID, etc.).

Standard EMFACT List

Other lists are standard lists within EMFACT (e.g., .
Please refer to the separate document entitled, User
Guide, (Admin Setup module) for adding to this list.

User Defined List

Material 1D:
v
FUEL Sample Fuel Qil
OTHER Sample Other Material
[IPAINT Sample Paint
[[WATER ‘Water - Do Not Delete

Standard List

Copyright 2009 Sullivan International Group, Inc. 6
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Access to the Documentation
EMFACT offers a comprehensive Procedure Flows and Procedure Guides to help users utilize EMFACT to its fullest
potential.

Documentation
There are two types of EMFACT

. ede Bt Setup Defre Lnk (routs Cututs Reports Resinders  Window
documentation: I T = = L ) o S B OB ow B
Mty Doyt FronlUhit Prondets Dk Gy [P U bapst gt Wi B FTEQUENTY dsked Qustons = '
EMFACT Dashboard . . . . . . ... Welcome Jane Doe :‘:‘"‘ -
Procedure Flows outline the steps within a A E M FAC -I—
procedure and identify the required fields for V
. . Energy & Materials Flow and Cast Tracker
each step. Flows do not include optional output
steps, so consult the Procedure Guides for Setup = Define  Link Input Froduct
additional, optional details. ‘ R ” 5. G -
Armin Uateral Arlare S\lun::a Product
Procedure Guides provide the details steps —-> g —> Nem——
for completing a particular process. They will oot | | uiie '
sometimes include optional steps based on F o
the business process. s ;.
‘| Reminders  Reports | asemse
To access the documentation: o il 5
Reports Wasle
1> Select Help > Contents from the main Voo o - 2
menu. The EMFACT Help window will Facility Location: |FAST - Fastiury v Help
open.
[ EMFACT Help X
or ;
| Documentation |
2 > CIICk Help on the EMFACT D_aShboard' om[rnes the general rules and methods for using EMFACT.
The EMFACT Help W|ndOW WI“ Open O EMFACT fundamenials procedure guide O EMFACT initial install and setup
. . outlines the steps within a procedure, identifies the required fields for each step.
3 > Click on one of the links. The
d_ d t . PDF format O High Level EMFACT procedure flow O Define procedure flow O Outputs procedure flow
Correspon Ing ocument in O Setup procedure fiow O Inputs procedure flow O Reminders procedure flow

will display for you to either print or

save Procedure Guides:|provides detailed steps for completing a particular process. Procedure Guides are process-based.

O Setup procedure guide O Inputs procedure guide O Reminders procedure guide
V O Define procedure guide O Qutputs procedure guide

3 Report Guide: |describes the available reparts and includes the steps for running the reports.

) EMFAGT reports guide

S cvEacT User Guide -

Module 2. Define Master Data

1. Define Materials

This section cantains the faliowing

. Accessing the Materisls Cue Card (aptionsl)
. Adding Meterals
Adding Chemicals
Defining Constituents for the Msteris|
. Assosisting Synonyms
. Adding Cantainer Details

e

The steps i this guide are for mitis! setup of materisls: however, the ssme sEps are used to meintsin matensls once
they are st up.

Plesse review the Quick Start Guide section before aiarting.

1 Optional: Accessing the
Materials Cue Card

Using the Cue Card is optionsl, since EMFACT
every window svailsble through the S
Msaterisls Cue Card is slso scoessed é“ Selom Do
from the main menu (Define >

3
& @ e [5
Materials). Tosccess the cue cam B = 2 = s
for defining matenals: o :

Click the hsterisls bution (28

Copyright 2009 Sullivan International Group, Inc.
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Types of Windows

There are two types of windows used for adding and maintaining data in EMFACT: (1) the List Window and (2) the

Detail Window.

Types of Windows

The “List” window displays a listing of
information for that category. When
opening this window, it will autopopulate
with the data from your facility location.

It also provides a Filter Data section if
you are searching for a particular set of

data.

A More Detail... button is available

i Maintain Air Sources List

Below: List Window

Filter Data
Find Air Source ID Air Source ID; Building: v More Detail... I
< Clear Filter Data
Category: ~ Permit:

Air Source State Air Source |Exhaust Flow Exit Permit Building | Air Source Air_
Source Id Category (ACFM) Direction No Code Height ]

123 [123A Air Intake 1Vertical 200 3.0

ABC ABC - Stack Tank Breather Vents 1Vertical 1.0

STACK1 2007-01 Air Intake 1Vertical 12345 100 1.0

STACK2 Tank Breather Vents 5Horizontal 5.0

, which

opens a Detail window for the selected item.

The “Detail” window provides additional fields

to help you maintain the item. Detall

windows will sometimes have tabs
where you can add rows of data.

-

[E Maintain Air Source Detail STACK2

Below: Detail Window without “tabs”

E Maintain Material Detail GLIDDEN1

Material ID: GLIDDEN1 Written Date:
Material Type: Paint

Trade \White Paint
Name

Mifr Name: [Gliden

Density: §.0000

Comments:

VOC Percent 80.00

—————————————— i oo
: Constituent ! Svnonvms | Container !

Chemical ID From %

L[] fesasn7

To% Avg %

[20.00000  140.0000C [30.000

Revision Date:

v Chemical Gjidden Eggshell Paint
Name

Hazardous Warnings:
Target Organs:

Last Update: 08/02/2007

Chemical Name:

Ammonia

Inactive: [

Air Source ID: STACK2 Category: Tank Breather Ver v | Status: [v] Active
State Source ID: Building: v
Permit No: “
Gas Infor ion: Property Line Information.
['Exhaust Flow: 5 (ACFM) ] [ Property Line Dist: 0.0 Units: o~ ]
Di Exit Information:
Diameter: 0.0 Width: 0.0 [ Direction: |Horizontal | ]
Area: 250 Depth: 0.0
i = ol ' Lining Information:
= : [ Lining: ;P\ast\c v ]

Last Update

10/09/2007

Above: Detail Window with “tabs”

Copyright 2009 Sullivan International Group, Inc.
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Changing Your User Permission Level

There are two permission levels in EMFACT: Basic and Advanced. The same windows are used for both permission
levels, however only the required fields will be enabled for the Basic user, while required and optional fields will be

available for the Advanced user.

Changing Your Permission
Each time a user logs on to EMFACT, he is

granted the permission level specified during [ Maintain A Sourco Detail STACK?

ADMIN setup.

There are two ways to change a permission
level.

Temporary Change

To temporarily change your permission level

on a window:

1> Click Enable Advanced Fields. The
optional fields will turn white to indicate
they they are enabled (editable).

Note: This change applies to the 1
current window only.

Air Source ID: |STACK2

Category: Tank Breather Ver» | Status: Active

State Source [D: Building: w
Permit No: v
Gas Information: Property Line Information-
[—Exhaum Flow: 5 (ACFM) ] ( Property Line Dist: 0.0 Units: v']
¢~ Di ions: Exit Information:
Diameter: 0.0 Width: 0.0 [’ Direction: :Honzonta\ | ]
Area: 25.0 Depth: 0.0
e =0 ' Lining Information:
eight: | i T
| [ Lining: :P\astic [ ]
- Q 2
Through Roof?: O Yes &) No  Rainhat?: O Yes @ No
Fugitive Emission?: O Yes ® No

%

D File Name:

Last Update: 08/23/2007

[T T | Conimaite: |

Enable Advanced Fields

=

S

Permanent Change

When EMFACT was installed, you provided a
User ID, User Name and User Type. That
information can be edited using the following
steps:

Select Setup > Users from the main
menu. The User List window will open.
Click the appropriate radio button next to
the User Type field.

Click Save.

) ==
Drop Down Lists quip  Link Prinit  Import  Input Waker
Fadility Locations
Buildings
Departments

come Jane Doe

ACT

Energy & Materials Flow and Cost Tracker

System Utilities

Define Link

Setup InpPY

User ID
[123456

User Name User Type

Jane Dae (&) Basic O Advanced

Copyright 2009 Sullivan International Group, Inc.




Energy & Materials Flow and Cost Tracker (EMFACT)
¥ Procedure Guide

Fundamentals of EMFACT

Standard Toolbar
The EMFACT toolbar is similar to toolbars in other applications in that it provides shortcuts to common functions (e.g.,
save and delete). In addition, this toolbar provides shortcuts to commonly-used windows.

1 O Standard Toolbar Buttons

Below is a brief description of each button located on the toolbar (moving from left to right). Refer to the
module’s specific documentation for additional details.

M Energy & Materials Flow and Cost Tracker (EMFACT)

File Edit Setup Define Link Inputs Oulputs Reports C Jders Window Help E G
?A = o e o8 Hla[E &8 @B 5" = |F =& & "=
Save i

Materialz  Equipment  ProdUnit  Products || Link Equip  LinkPrUnit | Import | InputWater  Input Air  Input Iatl rOut water Dt Waste Dut o Dicleta atrieve

G o' —o-

Yellow Folder Buttons ( et caspmat_prosi_prosut ): Clicking one of the yellow folder icons will open the
corresponding List window (i.e., Materials List, Equipment List, Production Unit List, Product List) for that
item. The windows are used to maintain a list of materials, equipment, production units, and products at your
facility.

Link Buttons (| uwewe weews |): Clicking the Link Equip button or Link Pr Unit button opens the Equipment
Links window or Production Unit Links window. These windows are used to characterize your equipment
and production units by associating related materials, products, air sources, emission sources, pollutants and
waste types.

Import Button(): Clicking on the Import button opens the Import Data from a File window. This
window is used for importing electronic files of materials purchased data.

Input Buttons ( .p.w . « |): Clicking one of the Input buttons opens the corresponding data entry window
(i.e., Enter Water Usage, Enter Material Usage, Enter Material Usage with Air Emissions) for entering
usage.

Out Buttons ( ): Clicking one of the Out buttons opens the window for viewing/maintaining
output data for that item (air emissions, wastewater discharge, waste management activity).

New and Delete (): Clicking New allows you to make a new row when entering lists of data.
Clicking Delete allows you to delete a row of data.

7 i =
RH Eﬁq o [;k |): There are also standard buttons on the toolbar, which are

=2
AirOut water Dut Waste Dut

Typical Toolbar Buttons (
used for the following:

Retrieve is used to access data or records from the database.

Save is used to commit your changes to the database

Print is a shortcut used for printing data a report or window in EMFACT.

Exit button closes all open windows within the module. If you have made any changes, you will be prompted
to save your data.

Copyright 2009 Sullivan International Group, Inc.
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New and Delete Buttons

Almost every module contains New and Delete buttons. These buttons are located in the EMFACT toolbar and are
used to add and remove rows of user-defined data related to a record.

1 1 Using the New & Delete

Buttons

The New and Delete buttons are not
always enabled. Subsequently, if you click
on one of the buttons, it will not work. The
image to the right shows the buttons when
they are disabled and appear faded.

Activating the New & Delete Buttons
Follow these steps to activate the New and
Delete buttons:

1> Click anywhere in the window where
you will be adding or deleting the row.
The New and/or Delete buttons will
change to color, indicating that they
are enabled.

Adding a Row

Most modules allow you to add multiple
rows of data. To add a row:

2 > Click New. A blank row will display for
you to complete. New rows display

1V

= B = 8 B & E
s

Materiols  Equipment  FrodUnit  Products  LickEquip Lk PrlUnit  Import  Input 'ater  Input Air

4] Equipment Links for: 123-456

Equipment ID: 12345 ~ Name: iést_grmder
Building: | =
Location: Updated: 04/07/2008

F Materials ]r Products ’]rAir Snun:e’]r Emission ‘]rAh Famnrs}fDischarqe’]rWater Pnll}F Waste 1

tttttt

Material 1D

i .FUEL

|PAINT

Material Name

Waterial Type

» | |Sample Fuel Oil FUEL

+ | [Sample Paint PAINT Unknown

Manufacturer Name

2

above the row that is currently
selected.

Deleting a Row
You also have the option of deleting a row.
To delete an unwanted row:

3 > Select the row you want to delete
by clicking on it. The hand icon will
point to the row once it has been
selected.

4 > Click Delete.

E B B B §& H&

InputPatl  AirOut Water Dub  Wazte Out Hew

=2 =] =] = = = [T

Materisls  Equipment  Prod Unit  Products  LinkEquip  LinkPrinit  Import  Input Sater  Input Air

4] Equipment Links for: 123-456

Equipment ID: |123-456 ha Name: test grinder
Building: w
Location: Updated: 04/07/2008

(Materials Wr Products WrAir Source]( Emission WAir FadorsWDischarqe]rWﬂter Polﬂr Waste 1

Material ID Material Name Material Type Manufacturer Name
hd
FUEL w | Sample Fuel Oil FUEL
1 PAIN v | [Sample Paint PAINT Unknown

5> Click Yes. The row will disappear from
the tab.

Equipment Links for: 123-456

‘You are about to delete record: Sample Paint
Are you sure?

Copyright 2009 Sullivan International Group, Inc.
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Yellow Binoculars
The Yellow Binoculars icon is found throughout EMFACT. It allows you to search for a material or piece of equipment.

Fields that are “searchable” will

them.

To launch the search process:

1 > Click the Yellow Binoculars icon. The
appropriate Search window will open.

In this example, the Search For
Materials window is launched.

Complete at least one of the filter fields.
Filter fields will vary depending on the

uide

e &= &= = BH B w B B B B @ # = 0

Materislz  Equipment  ProdUnit  Product:  LinkEquip LinkPrinit  Import  lnputater  Inputéir  lputMatl  AirDut  SaterOumt  askeOwb Hew

H Equipment Links for: TEST

Equipment ID: |TEST hd Name: [Test Equipment
Building: v
Location: Updated: 05/30/2008

[Materials ]r Products ]rAir Suurce]r Emission ]rAir Fadnrs]rDischarqe]rWater Pull]r Waste ]

w | Sample Paint PAINT Unknown

Material ID Material Name Material Type Manufacturer Name

type of search. Completing more fields

will narrow your search, while fewer
fields will broaden your search.

Click the appropriate Search button. In
this case, it is the Search for Materials
button. The window will refresh listing
the data within the search parameters. .

Click on and highlight the
appropriate selection.

Click the appropriate Select
button. In this case, it is the Select
this Material button. The Search
window will close.

Search For Materials

Material ID:: Material Name: Ipai.m
CAS No.:| Chemical Name:
Mir. Name:: | Trade Name:|

Unknown

PAINT
Trade Name:

: ! Sample Paint

Don't Show Inactive Materials Number of Material Retrieved: 1

Material ID Material Name Manufacturer Name Inactive?

EHE100

Copyright 2009 Sullivan International Group, Inc.
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Searching

EMFACT allows you to perform searches on your data. A flexible set of search criteria is available to help narrow the

search results.

1 3 Searching

Windows that have a Filter
Data section at the top indicate that
you can perform a search.

1> Complete at least one field in the
Filter Data section. More fields
will narrow your search, while
fewer fields will broaden it.

2 > Click Refresh Data or Retrieve.
A list matching the search
parameters with display.

3 > To perform another search, click
Clear Filters.

e & & & B OH oM

Refredif Data

Material ID: Synonym:
Material Name: paint Manufacturer Name: | Clear Filter
Material Type: v_‘ CAS Number: v More Detail
Material 1D aterial Name Material Type Manufacturer Name Density ‘ VO T Written [J
PAINT Paint

Unknown 10.84 03 /00/0000

Copyright 2009 Sullivan International Group, Inc.
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Sorting
The ability to sort your search results is located throughout EMFACT. Data can be sorted on only one field
or multiple fields.

1 I Sorting Data

To use this feature you must have already performed a search
and there must be search results in the bottom half of the window.

A. Sorting on One Field
This method is used when needing to

2
ﬂ Material List

sort on only one field (e.g., date, ID, Fitter Data ) 7
Material ID: | Synonym:
etc ) . 1 \ Material Name: Manufacturer Name:
i 5 il CAS Mumber: | [ more Detan |
1 > CI'Ck the head'ng Of the Column you WMaterial ID Material Name Material Type Manufacturer Name Density |VOC% |MfrWritten Date

WISh to Sort by' The SearCh resu”s OTHER Sam;le Other Material Composite Unknown 19.0 U:UU 00/00/0000
data Wl” Sort on that Column In PAINT Sample Paint Paint Unknown 10.84 0.00 00/00/0000
WATER Water - Do Not Delete Water 83 0.00 00/00/0000

ascending order. Click the column
heading again to sort in descending
order.

B. Sorting on Multiple Fields

This method is used when needing {,.

to sort first on one field and then on - el
%| [JEnable Advanced Fields

another, and so on.

2 > Click the Sort button ([I%Z)). The Specify Sort

Specify Sort Columns

window will display.
Columns windo display A ks b @ .
A. The Source Data section displays every field on [ e "“”j'l
which the data can be sorted. e

lactive_ind

B. The Columns section displays the field(s) on et
which the data is currently sorted and defaults to o
ascending order. When there are multiple rows in this [|="" v
column, the sort order is first on the first row, i

secondarily on the second row, etc.

3 > Find the field you want to sort by. Click on, drag and drop the field
into the Columns section.

4 > Click OK. The window will close and the data on the search window
will display in the selected order.

Copyright 2009 Sullivan International Group, Inc.
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Comments Button

The Comments feature is located throughout the EMFACT application. It allows users to store large amounts of

freeform text related a record.

1 5 Adding Comments

The Comments button is
generally located at the bottom of the
window. To use this feature:

1> If you are not an Advanced User,
click the Enable Advanced
Fields button.

2 > Click the Comments button. The
Enter Comments popup will
display.

3 > Enter freeform text into the
window.

4 > Click the X. The popup will close.

5> Click Save.

=
Materials

=
Equipment

=
Prod Unit

=

Products

]
Impart ® Water

Link Equip  Link PrUnie | Inpu

v
3 Equipment Detail 101010

Equipment ID: [[TFTED + AKA No: Status: [v] Active
Name: test lathe Category: |Lathe
Building: | 1A + Building 1A Production Unit ID: [100-ABC
Location:

Update Date: 08/05/2003

Department: | TEST + Sample Department

Installation Date: 00/00/0000

Model: Permit/Reg. No:

“\E‘h
Cost€

Manufacturer:
Annual Operation Hours: 0

File Name: C-\Equipment Specs\101010 lathe spec doc

v

L

DEF00S

LV Enable Advanced Fields

ﬂ Enter Comments @

Enter related comments here...

v

EMFO00

44j

Copyright 2009 Sullivan International Group, Inc.
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Attaching Files

Some windows offer the option of identifying and linking electronic files (e.g., documents or pictures) to the record.
When using this feature, files are not actually attached to the EMFACT record, rather the path is identified and there is a

dynamic link to the file(s).

Attaching Files

You have two choices when
attaching files. You can attach one file or you
can attach a folder containing several files.
Before starting, ensure that the file (or folder)
is located on a shared network drive.

1> If you are not an Advanced User, click
the Enable Advanced Fields button.
Click the yellow folder icon (=) next to
the File Name field. The Select File
Name popup will open.

Navigate to and select the correct

file, then click Open. The File

Name field will fill with the file path.
Click Save.

To open an attached file, click GO.

2>

4>
5>

1

Copyright 2009 Sullivan International Group, Inc.

= = =l =]

[= [ & =]
Materials  Equipment  ProdUnit  Produsts  LinkEquip  LinkPrinit  Import

Inp

Equipment Detail 101010

Equipment 1D: [T ~ AKA No:
Name: test lathe
Building: | 1A + | Building 1A

Location:

Department: TEST + | [Sample Department

t[m

Status: [v| Active

Category: |Lathe
Production Unit ID: | 100-ABC ™|

Update Date: 0810572008

Manufacturer: |
Model: |
Annual Operation Hours: CI

File Name: |C-\Equipment Specs\101010 lathe spec.doc

Enable Advanced Fields

Installation Date: 00/00/0000 |w|

Permit/Reg. No: | v
Cost§

DEF005

r
Select File Name

L% 101010 [athe spec

File name:

Files of type

| Fies (9

Look in: | [ Equipment Specs

TD1D1 D Iélhe spec
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Printing and Saving
EMFACT offers a few options for printing and saving your data.

Saving & Printing AT
=W Edit Setup Define Link Inputs Outputs Reports Reminders Window Help
MNew Alt+Ins = . & = = 2 2] X
Close Ctrl+F4 ikEquip LinkPrUnit  Import  InputWater lput Air  Input Mot AirOumt  aterOut  WastcOut  New Delete  Retriere Save
Saving S
Most List windows allow you save your data | &=« e
to another format such as PDF*, Excel™ or a |[BEES CEENS — o Production Unit i0:
Text file. While on the List window: — e e
. . Print Setup...
1 > Select File > Save As from the main — 1 — —
) Close Al Windows ame Building Building Name
menu. The Save As popup will open. Ext At " Building 1A Lathe
2 > Complete the Filename field and make | 12345 test grinder Grinding
H TEST Test Equipmg A f
a selection from the Save as type _ B = ceess
dropdown. The most common choices Save [ 3 Expment Soecs Boa o
are PDF, CSV (comma separated
values), Excel with headers, and Text
with headers.
3 > Click Save. The file will save in the
designated directory. 2
File name: ié:n{iqmaﬁt List as of 050108 Save
. . . . T
PDF is an option _only if you h_ave foIIowe_d the s p——— g
steps in the Admin Setup Guide for configuring the

Save-As-PDF feature.

M Energy & Materials Flow and Cost Tracker (EMFACT)

Edt Seno

Printing
Some windows have summary reports that you

can print.

Windows offering summary reports

are:

- Material Detail

Defne Lk lrputs Outpuls Reportt Remnders Window Helo

5 = ) 2 = = = | - > 5] ] =) [ 3
Curlef4 UmkCywp Lmbfrlnh  impon  Bpwae  Bpw Al bpwMa ArOw  WawOw  WaeOw Bores v Fra e
Arel

o E) aterial Detail: FUEL

azaa 7 -

Moteriol \D: N -  Written Date: 00/00:0000 Revision Date: 00/00:0000 Active?
Matecial Type; Fuoel - Samphe Fusl Ol

Material
Home;

- Equipment Links i Hexardons Watnioge
. . . Wt Nargo: Target Organs:
- Production Unit Links n;,” vocx: 08 TS
(2] Fite Hame:
[i I 1 1
1 > Select File > Print from the main menu. A
Print Preview window will display. Click the
Print button . s 208 Matarial Summary Report: FUEL Page for
2 = Click Print. The report will print to your default Matedial 1D: EUEL Wiristen Date: 00/00/0000  Revision Date; 00/000000  Aciive? [
. Maoteriol Type; Fusl Materlal Sample Fuel Oil
printer. Trade Hacnhi
Nama:
e Name: Target Organs:
Density: 71 VOC %; 0.00 Update Dabe: S4042000
Flle Hame
Material Constituents
CAS Humber From % Tos Ay Chemnical Name,
5847 0-2 900 1000 $50 L
| 123454 o o 850 Tes! chemical
Material Synonyms
Sy Hamg Lipaated
Test Synanym 040772008

=

Copyright 2009 Sullivan International Group, Inc.

17



A Energy & Materials Flow and Cost Tracker (EMFACT)

Procedure Guide

Fundamentals of EMFACT

Backing Up and Restoring the Database

As with any software, there is a small possibility that the EMFACT program becomes corrupt, causing loss of data. To
keep the amount of data loss to a minimum, backing up your data is recommended at least weekly and maybe even
daily, depending on the amount of data entered in a particular day.

1 8 Backing Up/Restoring

Backing up your data involves making a copy of your
database and storing it on another computer or storage

medium.

Note: When using this feature, it backs up and restores data
for all Facility Locations. It is, therefore, not necessary to back

up each Facility Location individually.

Part 1: Backing Up Data

Use the following steps to back up your database:

1 > Select Setup > System Utilities from the main menu.
The Run System Utilities window will open.

K Energy & Materials Flow and Cost Tracker (EMFACT)
File Edit 508 Define Link Inputs Outputs Reports Reminde

(= Users E E ey

Materinls Drop Down Lists Link Equip  LinkPrinit  Impart

Facility Locations
Buildings
Departments

Welcome Jane Doe

Facility Location Copy

and Cost Tracker

Setup De Link
e = & =2 BH BH i
Materials  Equipment  ProdUnit  Productz  Link Equip  LinkPridnit  Import  Input'Water  Input & Inpul

Backup Database ]

2 > Click Backup Database. The Database Backup popup %eraﬁse&ai@p el e
. . . . . . . iles\Sullivan! er
will display the file name. The file naming convention is 2
“emfact” followed by the date of the backup [ e s
year__month__date.
3 > Click OK. A black window will display (shown below). It o
may take several minutes, but this window will close on
its own when the backup is complete.
Database Backup
jJ Backing up database to emfact_2010_06_21.sql,
4 > Using Windows Explorer, navigate to the
correct file. Backup files are stored in
the f0||OWing directory: File Edit View Favoritess Tools Help _
O Back ~ ? ! Search || Folders =0 C:\Program Files\Sullivan‘\EMFACT
c:\Program Files\Sullivan\EMFACT LEXMJRK - [k (s bhoto to pakder
Folders X _Mame Size . Tvpe Date Modified
. H [3) Mortonlnstaller |4 mead_lﬂ 10_06_21 4,74... SQLFile 6/21f2010 3:18 PM
5 > Copy the file onto another storage 5 Orine Services  -EHegl SHE—FextBecment /201931 15-P0
. . ) Outlook Express :_bemfan 1KB Configuration Settings  6/21/2010 3:14PM
medium such as an external hard drive B ) Finnade ] emfact backup 4,75.. SQLFie 6/18/2010 11:33 AM 4
. & & Quar [Hinputs.pbd 1,4... PBDFie 6/18/2010 11:37 AM
or rewrltable CD or DVD [l (Oiuld:flime je:s_dezk.phd 1,40... PBDFie Gj'LS,"ZIJID 11:37 AM
® ) Real & emfact 5,3L.. Application 6/18/2010 11:37 AM
% ) Reference Assem grestorefscriptjupv 1KB M5-DOS Batch File 6/17/2010 1:53 PM
& |53 Roxio E]resture?sr.ript 1KB MS5-DOS Batch File 6/17/2010 1:53PM
B () SeanSoft [Flbackup_script_Copy 1KB Ms-DOS Batch File 6/14/2010 4:26 PM
| Sigmatel _E'j]hackup_smpt 1KB MS-DOS Batch File 6/14/2010 4:26 PM
) Snaglt ﬂreuorm.pbd 2,13... PBDFile 6/14/2010 4:15PM
& () SonicWALL _ﬂ reminders.pbd S04KE PBD File 6/14/2010 4:15PM
= [ Sulivan j outputs.pbd 932KB PBD File 6/14/2010 4:15 PM
= £ EMFACT j setup.pbd 1,85... PBDFie 6/14/2010 4:15PM
H ) os g emfact.pbd 645KB  PBD File 6/14f2010 4:15PM
B £ Symantec = frame.pbd 217K8 PBD File 6/14/2010 4:15PM
® () Synaptics _ﬂ ancestor.pbd 978KB PED File 6/14/2010 4:15PM
NI nayn M £ OEfce 4 £L1400010 £oos AN

Copyright 2009 Sullivan International Group, Inc.
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== CNEergy & Marerials riow ana Lost 1 racker (CLmrAL

Backing Up/Restoring, continued

File Edit {2l Define Link Inputs Outputs Reporis R

! Users . EI EI i

Materinks Drop Down Lists ducts  LinkEquip  LinkPrUnit I

Fadility Locations Welcome Jane Doe
Buildings
Departments - ‘ C —|—

Part 2: Restoring the Database:
Use the following steps to restore the database.

Ensure that the backup file (SQL file) is in the c:\Program
Files\Sullivan\EMFACT directory.

1 > Select Setup > System Utilities from the main menu.
The Run System Utilities window will open. —_——

2 > Click Restore Database. The Select Import File popup i sovna ot et s ik B iR A9
will open directly to the EMFACT directory. K Run System Utilities

3 > Click on the restore file and click Open. A black window
will display. The window will close on its own when the
restore is complete.

[ Backup Database ]

Database backup will be in G:\Program
Fites\Sullivan\EMFACT folder

Restore Database

SETO06

Select Import File

Look in: | (23 EMFACT v ¥
4 > Click Close on the Run System Utilities window. Ds [l ehs_seskpod ] emfact backup
ﬂ ancestor.pbd ‘0 emfact ;l] frame.pbd
2 ati71.dl ~Wemfact g inputs.pbd
[Fhackup_script I Emfact [Z] Inserts
[Fbackup_script_Copy =) emfact.pbd A libjec.dl
[£) Creates B [ tibjutis. il
& i 5
Filz name: |emfact_2010_06_21 Open
Files of type: | All Files (=4 q Cancel
A
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