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Printed  Dec 5 / 2006 

TeleWeb 101

What is TeleWeb

A web-application to view

costs of Telephony assets 

· TeleWeb provides the information that can help manage telecommunications costs 

· TelUS can then be used to make actual changes to assets and employees, if necessary

[image: image237.png]



A web-application runs on the Server and has front end Graphic User Interface on the clients’ browsers.

TelUS 101

What is TelUS

TelecomUpdateSystem

Front end to a database of Telephony Assets and Employees

· TelUS is a web-app that runs in the context of a browser
· TelUS provides us a graphic user interface (GUI) to maintain telephony data
[image: image1.jpg]




A web-app is an application that runs on the Server and has a front end – Graphic User Interface (GUI) on the client’s browser.

TeleWeb 101

TeleWeb and TelUS
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1. TelUs is a web application used to view and update Telephony asset and employee data in the AssetCenter database.

2. The TeleCenter database gets updated from the AssetCenter database. 

3. TeleWeb database gets updated from TeleCenter.
4. TeleWeb queries the TeleWeb database and receives results which, it displays.

TeleWeb 101

Four Different Perspectives

· CSSF Super Users - can view usage and costs for the entire city
· Department Super Users - Telecommunication Authorized Contacts and Finance People, who reconcile the phone bills, view their entire department
· Managers - anyone who supervises employees can view the usage and costs of all who report to them
· Employees - everyone can view the details of their own usage and related costs 
TeleWeb 101

Log In
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TeleWeb 101

Exercise - Login

· Enter http://teleweb/nms in the browser’s address box

· Login as a department super-user Robert.bodlak@sfgov.org is not case sensitive

· Password  ***** is case sensitive

TeleWeb 101

Navigation

· To return to previous screen use the browser’s [image: image4.png]


 button

· To go to a new topic use the TOC (table of contents)

· To drill down from the top menu (TOC) items click 
[image: image5.bmp]
to expand

TeleWeb 101

Hide / Show Menu

· Click [image: image6.png]> E——



 to get
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· Click [image: image8.png]


 to get
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· Hide the table of contents when running a query to gain more screen width to view the result set

 TeleWeb 101

Billed Call Detail

· Billed Call Detail displays usage which is also in Monthly Billing for: 

· Local toll, long distance, and toll free calls 

· Cellular calls

· Billing is usually 1-2 months behind the current month
· Expand [image: image10.png]#-{_] Billed Call Detzil



 
to see the last 13 months of telephony bills
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· Click on any month

TeleWeb 101

Basic Filter

· This appears after selecting either:

·  A month of Billed Calls Detail 

or 

· Current Call Detail / Calls for past 90 days
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· Click [image: image13.png]


for more filters

TeleWeb 101

Advanced Filter
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· Click [image: image15.png]<<<Basic



to let go of the advanced addition 

TeleWeb 101

Limit the Query to Select a Range of Information

· Click an operator button between the label and the input text-box [image: image16.png]
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· To get
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· Double Click on your selection

· Enter a value in the input text-box
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TeleWeb 101

Display Pop-up List 


Click to display a pop-up list of all names
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The pop-up list works in the same way for any query criteria.

TeleWeb 101

Run Query Using Filters

· Click[image: image21.png]


to see charges above $2.50 as of July, 13

[image: image22.png]July 2005

Phone # (ex: 415-555-1212): ==
Last Name, First Name: _stars w/ List
Year Mo
From Date: o7
To Date:
24bh  mm
From Time:
To Time:

24hh :mm:ss

i
[ —

Save Query

<<<Basic




TeleWeb 101

Results of Query
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Navigation icons
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Remember:  The billing hierarchy may change over time.  This result reflects the billing hierarchy as it was at that point in July 2006.

TeleWeb 101

Export Query Results 

[image: image27.png]Export to: & PDF Excel




· PDF lets you print  the result data, but not format or manipulate it

· CSV lets you import the data into another application, such as MS Access
· XLS lets you format and analyze data in a spreadsheet program, such as Excel
· Emailing a link is recommended over direct view in the browser for large results
TeleWeb 101

Monthly Billing Detail

Monthly Billing Detail displays Monthly Billing information for all charges in summary and detail (except local call charges, which appears as a single item):


Usage

· Same usage as Billed Calls Detail 

· Local detail which is summarized in a single line item 

Non- Usage
· Pagers 

· Equipment charges 

· Monthly service charges 

· Taxes

TeleWeb 101

Expand Monthly Billing Detail Menu Item

Click [image: image28.png]-{_1 Monthly Biling Detail



to get a list of 13 months of bills
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TeleWeb 101

Monthly Billing Detail - Query by Name

 

· Click on the desired month to get: 
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·  Run query by name, Org Hierarchy - Billing Hierarch or Organization which is CCSF 

· Click [image: image31.png]


 to get results

TeleWeb 101

Query by Name Monthly Billing Detail Results
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TeleWeb 101

Query by Name Monthly Billing Detail Drill-Down Options 

· Select the desired drill-down level 
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· Click on the link  [image: image37.png]ALBANO SOTERO



 first or last name, to drill down to the specified level in the drop-down box
TelUS 101

Employees, Assets and Shared Assets

· Employee information is the basis for all else in TelUS 

· Telephony assets are the numbers of: phones, pagers, cell phones, circuits etc.

· Assets cannot appear in TelUS without being linked to an employee
· Shared Assets are shared between employees 

· E.g., fax, conference room, elevator phone, TDD/TTD/TTY, an alarm signal device

· These assets are linked to an ‘invented’ employee with first & last names such as 
· 415-777-7878 FAX

· 415-241-9806 BBR ELEVATOR

·  Make names consistent with other names used for similar devices or rooms

TelUS 101

TelCode

· A Billing code established by DTIS 

· A six-digit Billing code DTIS (Department of Telecommunication and Information Services) created to track telephony costs to be billed back to a department’s various funding sources
· Telcode is the department’s three digit code + either one of: TEL, TE1, TE2 etc  

· Every department has a primary Telcode -  e.g., 956TEL
· Departments may have multiple TelCodes pointing to multiple funding sources - i.e.,  the Health department has a separate Telcode for each hospital

TelUS 101

Reasons for using TelUS

· Managing Telephony Costs 

Linking Assets to the correct employees and Telcodes will aid in managing the departmental telephony costs
· Availability of telephony data from a single database

· Makes creation of reports easy 

· Helps keep a variety of reports consistent
· Data can be uploaded to city web directory

· Cleanup of the telephony database for TeleWeb

· TeleWeb is a web-app used for reporting telephony usage and costs 

· All City employees can review their own usage and charges

· Managers can review usage and charges of those who ‘report’ to them in the hierarchy 

· TeleWeb produces reports based on the data maintained by TelUS 
TelUS 101

When to Update Department’s Data in TelUS

· Major reorganization is required 

· Staff joins or leaves a department or changes name (such as after marriage) 

· Staff takes over the phone numbers that are linked in TelUS to a different employee

· Phone numbers go out of service
Players to Know

1.  Telecommunications Authorized Contact 

· Each department has a Telecommunications Authorized Contact maintaining the department’s data on TelUS

· The Telecommunications Authorized Contact has special authorization from the department head, as s/he assigns new phones and orders phone disconnects, which effects the department’s budget

· TelUS Database has an Employee under each Telcode level with last name TELECOM-‘Telcode’  e.g., TELECOM-956TEL - and first name ADMIN
· A Telecommunications Authorized Contact can designate someone else in the department as an assistant, and it has to be approved by the head of the department, before they can log into TelUS

· One Telecommunications Authorized Contact may manage multiple telcodes

Players to Know

2.  DTIS Help Desk

· Provides help related to computers and systems, including TelUS
· TelUS issues may be related to: password, department billing hierarchy, content of drop down lists, or system malfunctions
DTIS Help Desk 

415-554-5700

DTIS Help Desk from the SFGOV Address Book in Lotus Notes

http://DTIS.HelpDesk@sfgov.org
3.  Telecom Service Desk (TSD)

· Provides help related to actual telephony assets
· Allows reporting problems with phone service, obtaining or canceling service, and requesting new assets 

Telecom Service Desk

415-550-2774

DTIS Telecom Service Desk from the SFGOV Address Book in Lotus Notes

http://DTIS.TelecomServiceDesk@sfgov.org

Players to Know

4.  DTIS Telecom Engineer (TE)

Each TE is responsible for multiple City departments.

5.  TelUS System Administrator at DTIS

6.  Cell Phone/Pager Administrator

7.  TelUS Asset Center System Administrator at DTIS

The only one that can 

· Change TelUS’s billing hierarchy

· Establish and maintain login ID’s and passwords 
8.  DTIS Billing Group

Take care of telephony bills for the entire CCSF


DTIS Billing Group - Report problems with your phone bill
415-554-5299

DTIS Telecom Billing from the SFGOV Address Book in Lotus Notes

http://DTIS.TelecomBilling@sfgov.org
Players to Know

Scope within TelUS

· A Telecommunication Authorized Contact may access only information that relates to their department

· Some fields locked to Telecommunications Authorized Contacts are available to:

·  DTIS Telecom Engineers

· TelUS System Administrator at DTIS
· Cell Phone/Pager Administrator
· Asset Center System Administrator at DTIS

· DTIS Billing Group 
Players to Know

Who Contacts Who 

· Telecommunications Authorized Contacts contact:

· DTIS Help Desk

· Telecom Service Desk

· DTIS Telecom Engineers

· Cell Phone Administrator

· The Help and Service desks redirect the request to the appropriate personnel

· DTIS Telecom Engineers

· TelUS System Administrator at DTIS
· Cell Phone Administrator
· Asset Center System Administrator at DTIS

· DTIS Billing Group

· Ruven Hannah for question re: the use of TelUS 

· The Help and Service desks will monitor the progress and completion of the request

Navigation

How to navigate Browser Windows and their Content 
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Use the browser’s [image: image39.png]


  buttons to navigate within these 5 windows 


Search and Advanced Search have links to the same windows. I am not showing the links coming from the Advanced Search.

Navigation

Links - 1 of 2

· Login window has no links but forwards to

 
   
Review Queue window - appears if there is anything on the queues

or

Search  window - appears if there is nothing on the queues

· Review Queue window has links to


Refresh     

Continue            Search

· Search and Advanced Search windows have links to 

Search OR Advanced Search    

Generate List    

Generate Phonelist    

Review Queue   
 

Change Password

Discrepancy Reports

Log Out

After doing a Search or Advanced Search links appear to

Employee

Asset

Add Employee - link appears if employee searched for was not found
Add Asset - link appears if asset searched for was not found

Navigation

Links - 1 of 2

· Asset window has link to 

Add Employee  

· Add Employee window has a button to

Employee window


On any window - if an employee name or asset number appear as a hyperlink, click to display the Employee or Asset windows
Login Window

Log onto TelUS
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· Once logged in, the Search uses this IE window

· To return to login window in IE’s address bar enter http://telus/login.aspx
Login Window

Exercise - Login

· Log in as instructed
Search Window

Two Kinds of Search

· Basic Search 

· Advanced Search 

· Each has a link to the other

· The same IE window is used for both types of search

· The Search window remains open for the duration of the session


The Basic Search window appears:

 

After you login to TelUS

or 

After clicking continue on the Review Queue window.

Search Window

Basic Search Window Overview 
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Search Window

Basic Search Window Use 

· Enter 

· First and/or last names

· Asset tag
· Phone number - enter the area code and hyphens
· Circuit ID Number

· Soft number 

· *  also works as a wild card - find all

· Search Results - employees and/or assets that match the  single search criteria will appear after clicking [image: image42.png]



· If name entered - employee and asset records will be returned

· If asset entered - only asset records will be returned


Circuit IDs are maintained by Telecom Engineers and DTIS Billing Group. 

Search Window

Search Results

Both Basic and Advanced Searches, display results in the same window:
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The links are to 
Employee window 

or 

Asset window
Search Window

Advanced Search Window
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Search Window

Exercise – Basic Search and Advanced Search

· Use Basic Search to search for yourself (Remember you are Robert or Rachelle)
· Use Advanced Search to search for all EMPLOYEES in your department by setting Employee Type to EMPLOYEE
· Use Advanced Search to search for all Employees that have ACTIVE assets (Asset Status is set to ACTIVE)
Review Queues Window

Entire Browser Window

May appear before the Search window appears if you have issues or actions to resolve
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If Review Queues appear: 

Deal with them

 and/or 

                        Click Continue to go to Basic Search 

Employee Window

Entire Browser Window

· Employee data can be updated and/or linked to an asset

· Reached from a link displayed in the Search window

· Saved changes alter the information in the database 

· Some changes may prompt for further actions from outside the department
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Employee Information
Last Name: | BURNELL Employee Type:

First Name: | BRUCE Employee Status:

Title:
Billing Hierarchy: | /CCSF/TIS/956TEL/ CONTRACTORS/

Email Address: | BRUCE.BURNELL@SFGOV.ORG Active Date: |[2/5/2003

Listed Phone Number:|[415-553 5732 Usted Cell phoner| ]

875 STEVENSON ST [crrv HALL ANNEX | [sAN FRANCISCO

Street Address:
Building: [v]

Additional Location Info:

Remarks:

@pusLIC/CITY
Ocrry onLY
O UNPUBLISHED

[m]

Assigned Assets
Category| AssetTag |Class of Ser Asset status| _Asset Location

54-5732[DID AcTIvE /875 STEVENSON ST/

Assign Assets






Follow-up actions outside the department are taken by

· DTIS Telecommunications Engineers 

· DTIS Billing Group

· Other departments, in cases of transfers 

Employee Window

Employee Name, Assets & TelUS’s Unique ID

· When a new employee is added, TelUS sets up an internal unique identifier 

· Assets are associated with the employee’s unique identifier (not with the employee name) 

· This link asset and employee is retained until 

· Asset is reassigned

or

· Employee removed

· Regardless of employee name changes, the unique identifier remains unchanged

· Assets may be assigned, by Telecommunications Authorized Contacts and DTIS Telecom Engineers, to employees named “Private” or “Special Use”  for lines that need to be so confidential, that the real user should not be identified in TelUS at all

· The employee name that appears in TelUS is the same name that appears on phone bills for your department, in the City’s Web-based directory, and in reports you create using TelUS

For  “Private” or “Special Use” etc., audit trail lists that match these phone numbers with their users have to be maintained, by whomever makes these special name assignments.

Employee Window

Edit Employee Name - 1 of 3

· Used if employee changes a name or gets married or wishes to use a nick name etc.

· Click edit to change either the first or last name

· TelUS requires unique first and last name combinations
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The reason for the special pop-up window reached by the edit link, is to make sure the new name is still unique.

Employee Window 

Edit Employee Name - 2 of 3
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· Change first OR last name (only one at a time)

· Click [image: image49.png]


 after changing either one

Employee Window 

Edit Employee Name - 3 of 3
· Trying to change the last name (Hamilton to Kass) may create a situation where the combination of fist and last name is not unique because there is another employee with same fist and last name
· The result includes all employees with the same unchanged part of the name 
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Employee name must be unique, change at least the middle initial.

Existing Employees

Lastname _|Firstname | Status Hierarchy Loca
Kass JENNIFER |ACTIVE|/CCSF/PUC/726TEL/ /1155 MARKET ST/
MANEY JENNIFER |ACTIVE|/CCSF/DSS/169TEL/ /UNKNOWN/
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smrTH JENNIFER |ACTIVE|/CCSF/DSS/169TEL/ /875 STEVENSON ST/
PHUONG JENNIFER |ACTIVE|/CCSF/DSS/169TEL/ /1440 HARRISON ST/
ATKIN JENNIFER |ACTIVE|/CCSF/DSS/169TEL/ /1235 MISSION ST/
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To change both first and last names repeat the process.

The Search button can be used to display all the same names and avoid duplicates.
Employee Window 

Exercise - Edit Employee Name

· Add an X to the first and last name of an employee - as instructed
· Restore this employee’s first and last manes to the previous values

Employee Window

Type

[image: image51.png]Employee Type:|[CONTRACTOR v





· EMPLOYEE
· CONTRACTOR
· SHARED
Employee Window

Status - 1 of 2
· ACTIVE - employee is associated with the department

· INACTIVE - makes the Leaving Date field appear
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You should enter the actual, accurate Leaving-Date

· REQUESTTRANSFER - makes the Transfer To and Effective Date fields appear
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Select a new department for the employee and enter an Effective Date


The Leaving Date does not effect billing, but helps reconcile bills and triggers database updates that take place after the leaving date.  You can enter any date in the past, but only 30 days into the future.

The Effective Date can be set up to 30 days into the past or future.  

The new department for the employee and the Effective Date trigger subsequent automatic processing and effect billing.  

The Telecomm Authorized Contact in the other department must take steps before the Transfer Request is complete. 

Employee Window

Status - 2 of 2
· DUPLICATENAME - lets you “remove” a name from the database.  

[image: image54.png]Employee Status:
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· Before changing the status for an “obsolete” name, you should make sure all the employee’s assets are assigned to the name you want to retain

· At the end of the cleanup period DTIS will remove all employees with a DUPLICATENAME status from the database

Employee Window

Title

[image: image55.png]Title:





· You may enter any information in this field or leave it blank

· The field holds up to 42 characters

· Entering information in the field allows you to search by this field


When counting characters include the spaces between the words.

Employee Window

Billing Hierarchy - 1 of 2
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· The billing hierarchy is an organizational chart for the purpose of billing telephony expenses to the proper funding source

· The billing hierarchy associates employees with Telcodes
· Each employee in TelUS is assigned a place in the billing hierarchy

· This hierarchy 
· Allows assets to be billed accurately
· Is used by TeleWeb to determine who has access to which employee’s telephony usage and cost information - a manager of a department has access to the employees within that level  

· The hierarchy can have up to 7 levels 

· DTIS uses the top 3 (CCSF, Department, Telcode) for billing purposes  

· The remaining 4 are used to define the telephony billing structure within the Telcode - for a department’s internal use 

· Each level can have several divisions, units, sections, functionality groups, projects, or teams 

Employee Window

Billing Hierarchy - 2 of 2
· TelUS and this hierarchy reflect how assets are funded and NOT how employees are funded 

· Phone Bills are associated with funding sources, which may differ between department sections

· When an employee changes roles in your department, you should use the Employee window to update the hierarchy to ensure the employee’s assets are billed correctly

· If your department re-organizes so that the displayed hierarchy is no longer accurate, you should contact the DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov.org) to initiate the change
· Caution:  Some employees may work in one part of the organizational structure, but use assets which should be funded by a different part of the hierarchy


Only the TelUS Asset Center System Administrator at DTIS can change the billing hierarchy that appears in TelUS

In TeleWeb, If a department uses matrix reporting, a decision will need to be made on how to use the hierarchy to best serve the department’s needs.  

DTIS can help figure this out.

Employee Window

Move Employee within the Billing Hierarchy 
· Click the billing hierarchy icon [image: image57.png]


 to open this window

· Notice the employee name is highlighted
· Select the new level in the hierarchy

· Click 
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Employee Window

Move Employee within the Hierarchy - 2 of 2

· Employee window re-appears with the new hierarchy
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Employee Window

E-mail Address

· If the field is blank, you can update it with the address that matches the one in the City’s e-mail address book

· Not all employees have a City e-mail address

· This field is required if the employee will have access to TeleWeb   

- note Authorization for TeleWeb access occurs during overnight batch processing; therefore, new TeleWeb users cannot access until the day after you add their e-mail address to TelUS

Employee Window

Active Date

· This field is populated automatically when you add a new employee

· It defaults to today’s date

·   Be sure to change it to the employee’s actual start date in your department


actual start date does not effect billing, but helps reconcile bills.   

Employee Window

Listed Phone, Fax, Cell & Pager Numbers
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· Use the field to store a number to be included in reports, lists, or the City’s Web-based directory, instead of the actual Asset Tag number which remains hidden

· You can enter any phone number in the appropriate field

· Enter the hyphens for the number in this field 
· These numbers are related to the employee only and not to the assets


For example, you might enter your department’s main numbers as the Listed Numbers for the head of your department.  

A listed Number can be a number of a personally owned device
Employee Window

Location Info
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· This is the physical location for the employee 

· This field is populated automatically when you add a new employee

· TelUS assumes that the new employee works where you work

· Be sure to change it if the employee works at a different site 

· The Location does not effect billing, but helps you reconcile bills

· If you have employees that work at an address that does not appear on the drop down list, please contact the DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov)


Location is NOT necessarily the same as the Asset Location (termination point) that appears on the Asset window.

The field in between the street address and the city is automatically populated if there is an alias for that street address – if it is it wil be displayed in the drop-down as well.

Employee Window

Remarks 

· Notes for oneself and/or colleagues to track anomalies and special activities associated with an employee or asset

· Enter a date first, then your name followed by the note

· Place the most recent note at the top of the window

· Use mixed case - this is a free-form field

· This will be part of the public record, so please - no inappropriate or unprofessional language

Employee Window

Publishing Choices for Phone, Cell, Fax & Pager Numbers

· Select one of three publishing options for phone, fax, cell, and pager numbers on the City’s web-based directory

· Public/City - list the employee’s Listed Numbers on both the Internet AND the City’s Intranet

· City only - list the employee’s Listed Numbers only on the City’s Intranet 

· Unpublished - DO NOT publish the employee’s Listed Numbers on either the Internet OR the City’s Intranet 

· The selected level of visibility effects all numbers of an employee 

· Numbers must appear in employee’s Listed Numbers fields to appear in the web-based directory

·  If a Listed Number field is blank, then the number does not appear in the Web-based directory, regardless of the option you select

·  If all the Listed Number fields are blank, then the employee does not appear in the Web-based directory, regardless of the option you select. 

Employee Windows 
Review Flag  

[image: image62.png]



· The check box works as a flag to identify an employee that requires further investigation or action
· Remarks can be added to indicate the reason for and/or the result of the review

· Flagged employees appear on the Review queues 
· This checkbox is accessible to:

· Any one in the department with access to TelUS

· Telecom Engineers 

· DTIS Billing Group

·  The Review flag remains active until it is un-checked
Employee Window

Save Button

Remember to click [image: image63.png]


if you want to effect the database and not only what you see on the screen!

Employee Window

View History

· Click [image: image64.png]


 to display all updates that have been made using this window

· The history log displays the old and new values, as well as the name of the person and date/time of the updates
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· Use the Browser’s Back button to return to Employee window

Employee Window

Exercise - View History

· View History to see changes you made to the name

Review Queues Window - Revisited

Review / Approval Lists - 1 of 2
· This window may appear at login time 

· Can also be reached from a link on the search window

· The window may contain a few of these lists

· If a transfer in or out of my department was initiated from outside the department it will appear on the queue
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Review Queues Window - Revisited

Review / Approval Lists - 2 of 2
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· If initiated from within a department approval is no
· If initiated from outside a department approval is yes
Employee Window Functions

Add a New Employee - 1 of 3
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· When the Search can not find a name the Add Employee link appears

· Employees must appear in TelUS and be associated with a department before assets can be assigned to them  

Employee Window Functions

Add a New Employee - 2 of 3
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· Clicking [image: image76.png]Add Employee



 brings up 
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Employee Window Functions

Add a New Employee - 2 of 3

· Search for new employee to update all desired editable fields and click [image: image78.png]
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Employee Window Functions

Exercise - Add an Employee

· Make up a name for a new employee

· Begin by using Basic Search to make sure the employee does not exist and follow onscreen instructions

· Enter values in ALL the editable fields

· Save!

· If you have no error messages in red for wrong formats, please create an error by entering an erroneous phone number format, save, fix and save again

· Which Review Queues are affected? - Write down the answer

Employee Window Functions

Transfer an Employee Into My Department

· Search for employee in another department that you wish to transfer

· Check to select employee from list
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· Click [image: image82.png]Request Transfer




· The ex-department and the ‘new’ department both play part in making the transfer happen.  One department initiated the transfer and the other accepts/rejects it

· If the other department is not yet on TelUS, then the transfer happens without input from the other department


DTIS is initiating a transfer of an Art Commission employee

Employee Window Functions

Exercise - Transfer Two Employees Into My Department

· Transfer two employees from the other department into your department  - as instructed 

· When done check to make sure the transferred employee is in all appropriate queues for approval - write down the queue names and which department sees them

· Which Review Queues are affected? - Write down the answer

Employee Window Functions

Transfer an Employee Out of My Department - 1 of 2
· Select  REQUESTTRANSFER in Status 

· If employee’s destination department is unknown, select INACTIVE
· Set the Effective Date to the employee’s actual departure date

-  The system prevents the other department from completing the transfer until on or after the Effective Date

· Select the Transfer to department 
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· In response TelUS will:

·  sends an e-mail to the Telecommunication Authorized Contact in the ‘new’ department

· Posts the employee in the Transfer Queue in the ‘new’ department

· Posts the employee in the Transfer Queue of the ex-department 


If the other department is not yet on TelUS, then the transfer happens without input from the other department.

Employee Window Functions

Transfer an Employee Out of My Department - 2 of 2
· The name remains in your own queue until the Telecommunication Authorized Contact in the ‘new’ department takes steps to complete the transfer

· If the Telecommunication Authorized Contact in the ‘new’ department takes no action within 15 days after the later of the two dates (Effective Date and Request Date), then TelUS 
· Rejects the transfer request

· Removes the name from both departments’ queues

· Sends the no-longer-ex-department an e-mail about the rejection

Employee Window Functions

Transfer an Employee’s Assets Out of My Department - a Hint

· DTIS bills a department for all assets linked to that department  

· If a transferring employee takes assets to the new department, remember to transfer the asset as well as the employee

· It takes fewer steps to transfer the assets before you transfer the employee

· Use links from the Assigned Asset list in the Employee window to locate the assets  

· Any asset not transferred when an employee is transferred out of a department is reassigned automatically to the Telecommunications Authorized Contact under the Telcode of the employee was transferred from


If you transfer the employee before the assets, then you must use the search tools to locate the assets to transfer, as you can no longer see them associated with the employee window.

Employee Window Functions

Exercise - Transfer Two Employees Out of My Department

· Transfer two employees from your department into another department  - as instructed - make sure the employees you choose have an asset or two AND for now we will ignore the assets

· Where will these assets end up? – write down the exact answer

· Which Review Queues are affected? - Write down the answer

Employee Window Functions

Accept / Reject Employee Transfer Into My Department - 1 of 3
· When the Employee window is reached via the Transfer In Queue (and not the Search)

· An employee not associated with my department can be displayed

· The window includes [image: image84.png]Accept Transfer Reject Transfer
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The data for the transferring employee can not be viewed by the new department until on or after the Effective Date of transfer, even though it shows up on the queue.

Employee Window Functions

Accept / Reject Employee Transfer Into My Department - 2 of 3
· Click [image: image86.png]Accept Transfer




In response TelUS will

· Change the Status filed to ACTIVE in this department

· Clear the Listed Number fields

· Display and make the Employee window editable

· Assign the employee to the primary Telcode in the ‘new’ department 

e.g., 956TEL
· Send a confirming e-mail to the ex-department

· Transfer the employee’s assets to the Telecommunications Authorized Contact in the ‘new’ department:

Last name: TELECOM- ‘primary Telcode’  e.g., TELECOM-956TEL,  First name: ADMIN 
· Update the Update Log for the employee record

· Update the employee record including the location, as if this is a brand new employee

As soon as an Employee is made ACTIVE in one department the record will not be available to the ex-department.  

Employee Window Functions

Accept / Reject Employee Transfer Into My Department - 3 of 3
· Click [image: image87.png]Reject Transfer



 to display the Reject Remarks field

· Update Reject Remarks field

· Click [image: image88.png]Reject Transfer



 again to return to the Transfer queue(s) 

In response TelUS will

· Change the Status back to ACTIVE in the no-longer-ex- department

· Move the Reject Remarks to the Remarks field, including the date and time

· Send an e-mail to the department that initiated the transfer notifying them that the transfer was not processed

· Update the Update Log for this employee record


The updated log for this employee record becomes part of History that can be viewed from the Employee window.  
Employee Window Functions

Exercise - Accept / Reject Employee Transfers Into My Department

· Accept Transfer from another department into yours of the first of the two employees

· Reject Transfer from another department into yours of the second of the two employees

· Which Review Queues are affected? - Write down the answer

Employee Window Functions

Accept / Reject Employee Transfer Out of My Department - 1 of 3
· When the Employee window is reached via the Transfer Queue (and not the Search)

· An employee not associated with your department can be displayed

· The window includes [image: image89.png]Accept Transfer Reject Transfer
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Employee Window Functions

Accept / Reject Employee Transfer Out of My Department - 2 of 3
· Click [image: image91.png]Accept Transfer




In response TelUS will

· Change the Status to ACTIVE
· Flag the employee for review 
· Update the Update Log for the employee record

Employee Window Functions

Accept / Reject Employee Transfer Out of My Department - 3 of 3
· Click [image: image92.png]Reject Transfer



 to display the Reject Remarks field

· Update Reject Remarks field

· Click [image: image93.png]Reject Transfer



 again to return to the Review Queues window
In response TelUS will

· Change the Status back to ACTIVE in the no-longer-ex- department

· Move the Reject Remarks to the Remarks field, including the date and time

· Send an e-mail to the department that initiated the transfer notifying them that the transfer was not processed

· Update the Update Log for this employee record

Employee Window Functions

Exercise - Accept / Reject Employee Transfers Out of My Department

· Accept Transfer out of my department of the first of the two employees staged to be transfers out

· Reject Transfer out of my department of the second of the two employees staged to be transfers out

· Which Review Queues are affected? - Write down the answer

Employee Window Functions 
Inactivate an Employee

· Same steps to inactivation regardless of the reason

· No need to inactivate an employee who was re-assigned to a position that doesn’t use telephony assets;  Employees without assets may remain in TelUS

·  When an employee is inactivated, all assigned assets are re-assigned automatically to the Telecommunication Authorized Contact in the same Telcode as the inactivated employee

· Select INACTIVE for Status
·  Enter (or update the default) Leaving Date - should be the actual departure date

· Before you click Save, you may choose to write down the Asset Tags in case you want to take further action on them, such as disconnecting them or re-assigning them to a different employee

Employee Window Functions

Exercise - Inactivate an Employee

· Inactivate an employee with assets and write down his assets - as instructed 
· What happens after you click Save – can you still view this employee? – write down the answer

· Reactivate this employee

· How many assets does he have? – write down the answer

· Which Review Queues are affected? - Write down the answer

Employee Window Functions
‘Delete’ an Employee 

· In reality Employees are not deleted from the databse but made obsolete

· Same employee appeared under multiple names, which you want to consolidate

· Reassign all assets from the “obsolete” name/s to the name that will remain in TelUS

· Change the Status of the “obsolete” name to DUPLICATENAME
· Name you entered contains a typo
· Do not delete this employee name, as it already has a unique ID

· Change it 

 Asset Window

Assets

· In the context of TelUS, assets, such as phone numbers or circuit ID numberss are identified by Asset Tags
· Asset expenses are charged to your department for as long as you ‘own’ them

· Asset data can be updated and/or linked to an employee

· Assets cannot appear in TelUS without an employee link

· Only certain fields can be edited by a Telecommunication  Authorized Contact
· All other fields are maintained by

· Telecom Engineers

· Telecom Billing Group

· TelUS System Administrator at DTIS

· If you need to change any of the ‘locked’ fields, contact the Telecom Service Desk (415-550-2774)  

Asset Window

Entire Browser Window 

· Reached from a link displayed by the Search utility 
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Asset Window

Asset Tag

· An asset tag is the number of a phone, pager, cell phone, soft number or circuit ID

Assigned To

· The name of the primary user of the asset

· Shared assets might be assigned to “Room, Conference” or “Fax, Rm 5012” or “Elevator East”  

· Used to move to another employee in the department

Effective Date

· The date the assignment or reassignment will occur

· Defaults to the date of the status change

· Can be 30 days in the past or future 

Asset Window

Default Listed Number

· This field is open and available ONLY when you are using the window to assign or re-assign a phone number to an employee

[image: image95.png]Default Listed Number:





· Use this flag to identify a number to automatically populate the appropriate Listed Number field 

· If this field is selected, then the phone number will override any number that already appears in the appropriate Listed Number fields 

·  Therefore, if you want to enter a special number into a Listed Number field do not select this flag  - enter the number in the Employee window

Asset Window

Billing Hierarchy

·  Only the path in the billing Hierarchy can be viewed in the Asset window

· Viewing the billing hierarchy and updating it can only be achieved in the Employee window

Asset Window

Status - 1 of 3
NEWLYCREATED

· The system generates the NEWLYCREATED status when an asset is added 

· DTIS will update:

· Master Summary Bill
· Billing Telephone Number
· PBX ID (if appropriate)

· Extension fields

· Changes the Status to ACTIVE 

ACTIVE

· The asset is in use and appears on department bills

Asset Window

Status - 2 of 3

REQUESTDISCONNECT

· A Telecommunication Authorized Contact can select this status from the drop down list 

· The asset should not be in use and should not appear on department bills

· The Telecom Service Desk or Telecom Engineers validate all assets with REQUESTDISCONNECT status before they break the billing link between the asset and the department

DISCONNECTED 

· Appears after DTIS (the Telecom Service Desk or TE) validates the request to disconnect 

Asset Window

Status - 3 of 3
REQUESTTRANSFER

· Requires a Transfer To department and an Effective Date
· An asset with REQUESTTRANSFER status is awaiting action by the Telecom Authorized Contact in the ‘new’ department

· This status can remain for up to 15 calendar days after the later of the Effective Date or the Request Date, at which time it reverts to Active In the ex-department 

Asset Window

Dispute
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· If an asset is in dispute - not clear who it belongs to 

- call the number and if still in dispute check [image: image97.png]Dispute:




· As soon as box is checked a drop-down appears on the left

· Once you have made a selection and saved, a Telecom Engineer will be notified by email and as long as it is in their hands the department does not get billed for the asset

Asset Window

Location

· An employee can have assigned assets at multiple addresses, since employees may officially work in more than one location

· This field is populated automatically when you assign the asset

· TelUS assumes that the asset is at the same location as the Telecommunication Authorized Contact updating the record

· If the employee does not work at the same location, only the TE, Telecom Support Desk or Billing Group can change the asset to be at a different location than the employee it is linked to

· For circuits, this field indicates the first point of the circuit

Additional Location Information

· Use this field to provide extra, free-form information about the location 

· No more than 65 characters

Asset Window

Category 

Auth Codes

· Similar to a calling card, an authorization (auth) code allows long distance calls to be placed from any telephone in the system and ensures that the call is billed to the auth code owner instead of the phone

Cell Phones

· Wireless telephones and personal communication devices that permit two-way communication   
Lines

· Connect desktop phones, modems, fax machines, TDD/TTD/ TTY, and alarm signal devices.   A line allows a single user to transmit voice or data signals

Pagers

· Wireless devices that accept one-way communication signals

Non-DID

· An internal number within the PBX that can be used to make internal calls
· E.g,  a phone outside an entrance door that can be used to call security

· It appears differently on phone bills

· Format example -  NDID-66775.897

Asset Window

Class of Service

· This telecommunications industry jargon helps service providers and DTIS categorize lines when placing orders and for billing 

· This information relates directly to purchasing, installing and/or billing information from AT&T or other service providers

· Maintained by DTIS

Asset Window

Type 

· Describes the telecom device associated with the brand

· Becomes editable after selecting Category
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Brand

· Service or product manufacturer;  e.g., Cingular, Motorola, etc. 
· This field is updated from the data that the City receives from the service providers, and gets filled by TelUS when selecting type

Asset Window

Billing Telephone Number - BTN

· The BTN groups phone lines that bill to the same Department, Project Code, Location, and Class of Service

· Maintained by DTIS
Master Summary Bill

· An ‘account’ number assigned by service providers to link BTNs or other billable assets or groups of assets at a summary level  

· Maintained by DTIS billing group
Asset Window

PBX ID

· PBX - Private Branch Exchange
· PBX is a telephone routing switch box located at a customer site
· CCSF’s PBXs are linked forming a PBX network
· Most intra-department and inter-department calls are routed through the PBX network, instead of routing through Public Telephone Network, which is used for ‘outside’  (dial 9) calls

· The PBX ID identifies the routing switch box that handles calls for specific phone numbers

· The 3-digit field is required in the billing database, regardless of whether the assets  are on the City PBX network or not - some fictitious codes are:

· Pagers have a PBX ID of PGR 

· Cell phones have a PBX ID of CEL 

· Circuits have a PBX ID of CKT
· Maintained by DTIS


PBX ID example - PBX ID 002 refers the routing switch box located at the Hall of Justice.  

Asset Window

Use

· Additional information to Category and Type
· An asset may have different uses
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· For some devices, the value in this field may be the same as the Class of Service

· To add items to list contact DTIS Help Desk

Asset Window

Extension

· Refers to an asset or line identifier of the PBX switch within the CCSF network 

· The extension format varies depending on the asset

· Cell phones, pagers and SBC lines use 10-digit numbers 
· e.g., 4155540000
· Circuits use an alpha-numeric format 

· e.g., 60HCQA982986-001PT 
· Assets/phones on the City Network use 3, 4 or 5 digit number

· Maintained by DTIS

Asset Window

Remarks

· Notes for oneself and/or colleagues to track anomalies and special activities associated with an employee or asset

· Enter a date first, then your name followed by the note

· Place the most recent note at the top of the window

· Use mixed case - this is a free-form field

· This will be part of the public record, so please - no inappropriate or unprofessional language

· DTIS also uses this field to retain important billing and/or descriptive information about assets that must not be deleted
Asset Window

Review Flag

· The check box works as a flag to identify an employee that requires further investigation or action
· Remarks can be added to indicate the reason for and/or the result of the review

· Flagged assets appear on the Review queues 
· This checkbox is accessible to:

· Any one in the department with access to TelUS

· Telecom Engineers 

· DTIS Billing Group

·  The Review flag remains active until it is un-checked
Asset Window

Reassign to Admin

· Click [image: image100.png]


 to re-assign the asset to the Telecommunications Authorized Contact 

· The asset is re-assigned to the Telecommunication Authorized Contact in the same Telcode as the ex-employee


Asset Window

View History Button

· Click [image: image101.png]


 to display all updates that have been made using this window

· The history log displays the old and new values, as well as the name of the person and date/time of the updates

· Use the Browser’s Back button to return to Assets window


Asset Window Functions

Update an Existing Asset

· While your department owns an asset, you may update information about the asset

· Enter updates where possible


Asset Window Functions

Exercise - Update an Existing Asset

· Update all possible fields in an existing Asset of type LINE - as instructed
· Update all possible fields in an existing Asset of type CELL - as instructed
· Which Review Queues are affected? - Write down the answer


Asset Window Functions 

Add Existing (but Previously Unrecorded) Asset - 1 of 5
· Some assets that belong to your department may not appear in TelUS under your department

· This may occur when your department first starts using TelUS

· Departments who manage their own PBX boxes also are likely to have valid assets appear on their phone bills that do not appear in TelUS

· If an asset does not appear on the drop down list of assets associated with your department, you can add it after you associate it with an employee
· After an asset is added to TelUS

· DTIS (Billing Group, Telecom Service Desk, or Cell Phone/Pager Administrator) will add the billing information to the asset record  


Before you add a previously unrecorded asset, call the number to validate that it is being used 

Who in DTIS approves newly added assets?

DID, (PBX line) - Billing group

Non DID (1mb, Centrex, T1, etc..) - Telecom Service desk

Auth Codes - Billing group

Fax and pager - Cell phone, pager administrator (Michael M.)

Asset Window Functions

Add Existing (but Previously Unrecorded) Asset - 2 of 5
· Enter a number that is not in the TelUS
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· Click the link to add this number

· Add Asset window will appear

Asset Window Functions

Add Existing (but Previously Unrecorded) Asset - 3 of 5
· Select an employee from the list to link to the asset 
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· Or click Add Employee to add a new employee

[image: image104.png]Add Employee
Lastname: [BASSDOSH
Firstname: JOSHUA





This will bring up an Employee window
Asset Window Functions

Add Existing (but Previously Unrecorded) Asset - 4 of 5
· Fill in editable fields
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· Click [image: image106.png]



· An Employee window appears and the new asset is listed
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Asset Window - Add Existing (but Previously Unrecorded) Asset

Add Existing (but Previously Unrecorded) Asset - 5 of 5
· The status of the new asset is NEWLYCREATED
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· DTIS reviews all assets with NEWLYCREATED status and updates the

·  Master Summary Bill
· Billing Telephone Number
· PBX ID (if appropriate)

· Extension fields

· Then changes the status to ACTIVE

DTIS may, on occasion, reject the added asset.  If this occurs, the system sends you an e-mail.  DTIS enters an explanation for the rejection in Remarks field of the Asset window.  

Asset Window Functions

Exercise - Add Existing (but Previously Unrecorded) Asset

· Add Existing (but Previously Unrecorded) Asset - as instructed
· Which Review Queues are affected? - Write down the answer

Asset Window Functions 

Transfer an Asset Into My Department - 1 of 2
· Search for a number that belongs to a different department

[image: image109.png]ENABLE Smart Search

Advanced Search Generate List Review Queus Change Passvord  Discrepancy Reorts
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· Click [image: image111.png]Request Transfer




· This process triggers an automatic e-mail to the Telecommunications Authorized Contact in the other department

Asset Window Functions

Transfer an Asset Into My Department - 2 of 2 
· After the transfer has been requested, the other Telecommunication Authorized Contact in the ex-department takes steps to ‘complete’ the transfer

· The asset remains associated with the other department until its Telecommunications Authorized Contact approves the transfer 

· If the Telecommunication Authorized Contact in the ex-department takes no action within 15 days after the later of the two dates (Effective Date and Request Date), then TelUS 
· Rejects the transfer request

· Removes the name from both departments’ queues

· Sends the no-longer-ex-department an e-mail about the rejection


If the other department is not yet on TelUS, then the transfer happens without input from the other department.

Asset Window Functions

Exercise - Transfer Two Assets Into My Department

· Transfer Two Assets into my department - as instructed
· Transfer the first asset to the primary Telcode of my department

· Transfer the second asset to another employee in my department

· Which Review Queues are affected? - Write down the answer

Asset Window Functions

Transfer an Asset Out of My Department

· Select  REQUESTTRANSFER in Status 

· Set the Effective Date to the asset’s actual transfer date

-  The system prevents the other department from completing the transfer until on or after the Effective Date

· Select the Transfer to department 
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· Then the other Telecommunication Authorized Contact in the ‘new’ department takes steps to ‘complete’ the transfer request that appears in the queue
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If the other department is not yet on TelUS, then the transfer happens without input from the other department.

Asset Window Functions

Exercise - Transfer Two Assets Out of My Department

· Transfer two Assets out of my department - as instructed
· Transfer the first  asset to the primary Telcode of another department
· Transfer the second asset to an employee in another department - as instructed

· Which Review Queues are affected? - Write down the answer
Asset Window Functions

Accept / Reject Asset Transfer Into My Department - 1 of 3

· When the Asset window is reached via the Transfer Queue (and not the Search)

· An asset not associated with my department can be displayed

· The window includes [image: image114.png]Accept Transfer Reject Transfer
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Asset Window Functions

Accept / Reject Asset Transfer Into My Department - 2 of 3

· Click [image: image116.png]Accept Transfer




· Window reappears with new ACTIVE status and the asset assigned to Telecommunication Authorized Contact of the primary Telcode of my department 

[image: image117.png]Asset Informati

415-557-5490

TELECOM 956TEL, ADMITY]

:|[a/3/2006 Default Listed Number:| ||

:| /CCSF/TIS/956TEL/ TELECOM-956TEL, ADMIN, TA-956TEL/

ACTIVE [v]





Asset Window Functions

Accept / Reject Asset Transfer Into My Department - 3 of 3

· Click [image: image118.png]Reject Transfer



 to display the Reject Remarks field

· Update Reject Remarks field

· Click [image: image119.png]Reject Transfer



 again to return to the Transfer Queue(s) 

In response TelUS will

· Change the Status back to ACTIVE in the no-longer-ex-department

· Move the Reject Remarks to the Remarks field, including the date and time

· Send an e-mail to the department that initiated the transfer notifying them that the transfer was not processed

· Update the Update Log for this asset record


The updated log for this asset record becomes part of history that can be viewed from the Asset  window.  
Asset Window Functions

Exercise - Accept / Reject Assets Transfered Into My Department

· Accept the first asset transferred into my department

· Reject the second asset transferred into my department

· Which Review Queues are affected? - Write down the answer

Asset Window Functions

Accept / Reject Asset Transfer Out of My Department - 1 of 3

· This Asset window is reached via the Asset Request Transfer Out queue 

· The window includes [image: image120.png]Accept Transfer Reject Transfer
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Asset Window Functions

Accept / Reject Asset Transfer Out of My Department - 2 of 3

· Click [image: image122.png]Accept Transfer




· Window reappears with new ACTIVE status and the asset assigned to Telecommunication Authorized Contact of the primary Telcode of the ‘new’ department 
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Asset Window Functions

Accept / Reject Asset Transfer Out of My Department - 3 of 3

· Click [image: image124.png]Reject Transfer



 to display the Reject Remarks field

· Update Reject Remarks field

· Click [image: image125.png]Reject Transfer



 again to return to the Transfer Queue(s) 

In response TelUS will

· Change the Status back to ACTIVE in the no-longer-ex-department

· Move the Reject Remarks to the Remarks field, including the date and time

· Send an e-mail to the department that initiated the transfer notifying them that the transfer was not processed

· Update the Update Log for this asset record


The updated log for this asset record becomes part of history that can be viewed from the Asset  window.  
Asset Window Functions

Exercise - Accept / Reject Assets Transfers Out of My Department

· Accept the first asset transferred out of my department

· Reject the second asset transferred out of my department

· Which Review Queues are affected? - Write down the answer

 Asset Window Functions  

Disconnect an Asset - 1 of 2

· When an asset appears on your telephone bill that is not in use and should not appear, you can change the Status to REQUESTDISCONNECT  

· Assets with a status of REQUESTDISCONNECT automatically generate a Service Request to the Telecom Service Desk or Telecom Engineers 

NOTE:    

· An asset with a REQUESTDISCONNECT status goes into an automated process; therefore, you cannot change the status back to ACTIVE from within TelUS

· If you realize that the REQUESTDISCONNECT status is inappropriate, contact the Telecom Service Desk (550-2774).  


Telecom Service Desk can monitor the progress of the steps to disconnect an asset from your department - they know who to contact to stop or reverse the process. 

Do not use TelUS to disconnect pagers!
· Work directly with a pager vendor to maintain accounts for pagers

· TelUS displays pager data that is refreshed each month from the vendor CD's

· Golden Gate Pager provides a paper bill instead of a CD; therefore, their pagers do not appear in TelUS unless specifically added

Asset Window Functions  

Disconnect an Asset - 2 of 2

· Appears after Status changed to REQUESTDISCONNECT
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· Click [image: image127.png]


 

· If you check [image: image128.png][ oon't show me this reminder again



, you can save the subsequent request without needing to confirm, for the current working session

· [image: image129.png]Request Disconnect Date:




appears

· You can enter a date up to 30 days in the future  

· Each vendor needs a different number of days to disconnect, but will not do so before the Disconnect Request Date.

· When the disconnection is complete, the Status changes to DISCCONECTED and is no longer associated with its ex-department

· You can view the asset in TelUS while it has REQUESTDISCONNECT status

Disconnected assets are associated with a fictitious department called ZZZ  

The DTIS Billing Group, Telecommunications Engineers, and the Telecom Service Desk can view and update these assets

The assets can be transferred from department ZZZ just as you would from any other department.

Asset Window Functions

Exercise - Disconnect an Asset

· Disconnect an Asset - as instructed
· Reject the second asset transferred out of my department

· Which Review Queues are affected? - Write down the answer

· Which Review Queues are affected? - Write down the answer

Linking Asset & Employee  

Overview

· You can use either the Employee or Asset window to link assets and employees

· Employee window is usually used to assign an asset to an employee
· Asset window is usually used to re-assign an asset to a different employee 

Linking Asset & Employee  

Assign Asset to Employee from Employee Window 
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· Click [image: image131.png]


 to display
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· Start entering the phone number in the Asset Tag field, if you know it, or click the down arrow in the field to display the list of phone numbers associated with the department in TelUS

· You MUST click the number on the list

· Enter Effective Date 
· Check  [image: image133.png]Default Listed Number:




 to make the asset tag the listed number 

· Click [image: image134.png]


 to update TelUS and to return to the Employee window
- The newly assigned asset is now in the list at the bottom of the window


The Asset Tags list displayed is partial and you can get more by clicking the v at the bottom of the screen.

Linking Asset & Employee  

Exercise - Assign Asset to Employee from Employee Window

· Assign Asset to Employee from Employee Window - as instructed
· Which Review Queues are affected? - Write down the answer

Linking Asset & Employee
Re-assign an Asset  to an Employee, From the Asset Window

· Select a different name from the drop down list in Assigned To field

·  The names in the drop down list are those associated with your department in TelUS

· You can highlight the Assigned To field, then begin entering the new user’s last name to limit the number of names displayed on the drop down list

· Update the Effective Date - 30 days before or after the current date

· If desired, check [image: image135.png]Default Listed Number.




  to make this phone the Listed Number 

· Make sure that the re-assigned number no longer appears as a Listed Number for the employee that used to be the asset’s ‘owner’ 

· Maintain the Listed Number in the Employee window of the ex-owner

Linking Asset & Employee  

Exercise - Re-Assign an Asset  to an Employee, From the Asset Window

· Re-assign an asset  to an employee, from the Asset window - as instructed
· Which Review Queues are affected? - Write down the answer

List Window

Generate Employee List 

· Hit 
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 to see the data
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· To get
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List Window

Export Data

· Data can be exported to a variety of output formats

· The Data can be Assets or Employees

· Some uses of the exported data

· Inclusion in a request to a manager for validation

· Generation of 

-  Internal phone/fax/conference-room lists

-  Employee/location lists 

-  Department employees or contractors lists
List Window

Export Employee Data

[image: image140.png]Generate List
List Type: |[EMPLOYEES v,

PORTRAIT

Export:





Click



to get a choice of Save or Open
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List Window

Employee Data Output
Excel  output example
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List Window

Exercise - Generate a List and Export Employee Data 

· Search for all employees that have Category of LINES and Use is FAX

· Generate a list and export it first as an Excel file (xls) and than open it as an Acrobat  file(pdf)
List Window

Generate Asset List 

· Change The List Type to ASSETS
· Hit 
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 to see the data
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List Window

Export Asset Data
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to get a choice of Save or Open
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List Window

Asset Data Output
Excel output example
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List Window

Exercise - Export Asset Data

· Use the same Search criteria and results (all employees that have Category of LINES and Use is FAX)

· Generate a list and export it first as an Excel file (xls) and than open it as an Acrobat  file(pdf)
Phonelist Window

Generate Department Phone List 
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Discrepancy Reports Window

Functional Overview
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The department’s phone list is imported into TelUS for comparison with the database and creation of discrepancy reports.

Discrepancy Reports Window

Links to Uploading Excel Spreadsheet and Discrepancy Reports 

Create the Discrepancy Reports by importing your Excel-based phone list into the discrepancy-seeking process reached by clicking Upload Spreadsheet
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Discrepancy Reports Window

Upload Excel Spreadsheet

· Click [image: image158.png]


 and find the Excel file

· Click [image: image159.png]


 to generate reports of the discrepancy between the uploaded Excel spreadsheet and the department’s data used by TelUS 
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· If successful you will get
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Discrepancy Reports Window

An Excel Spreadsheet Example

· The accuracy of the spreadsheet phone list is essential for productive results

· It desired, update the phone list and upload it again to generate new discrepancy reports 
· Only the columns with the highlighted names are used for the discrepancy reports

· The column names are not case sensitive
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Discrepancy Reports Window

Exercise - Upload an Excel Spread Sheet 

· Upload an Excel Spread Sheet provided by the instructor - as instructed
Discrepancy Reports Window

Overview of Reports by Content 

· Reports 1, 2, and 3 address employee names discrepancies 

· Reports 4, 5, and 6 address asset tag discrepancies  

· Report 7 addresses discrepancies in employees and their associated phone numbers
· Discrepancies you resolve on one report may resolve related discrepancies on other reports

· Discrepancies resolved on Report 1 should also resolve and remove discrepancies from Reports 3 and 7

-
  Therefore, work Report 1 first and work Report 7 last

· Once all the discrepancies are corrected, the reports will be blank

Discrepancy Reports Window

Tips for Working with the Discrepancy Reports

· Select multiples to process at the same time -  e.g., you may select several records, then click [image: image164.png]


to effect all the selected items

· Do all the [image: image165.png]


s first to reduce the list to records requiring research / change

· Use the WebGrid feature Drag column header to group to cluster employees or assets that you can process at the same time

· Correct the unusual discrepancies first, then use the Select all to deal with the rest

· Click in blank fields to see if a drop down list of options to choose from appears
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Discrepancy Reports Window

Report 1 - Employee on Phone List, but not in TelUS
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Discrepancy Reports Window

Report 1 -  Four Buttons
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Discrepancy Reports Window

Report 1 - Add Employee from Phone List to TelUS

· Check the Box of an employee that has no Employee Match (in TelUS)

· Select a location from the list
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· Select a billing hierarchy from the list
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· Click [image: image171.png]Add Employees
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· The employee has been taken off discrepancy reports 1, 3 & 7
· TelUS will 

· Create a record for the employee using the phone list name

· Use numbers from the phone list for the Listed Number fields
· Activate the Employee Review flag
· Go to the Employee window and assign the assets to my department 
Discrepancy Reports Window

Report 1 - Update Employee Name to Match Phone List 

· Check the Box of an employee whose name you wish to change in the database

· If the TelUS Employee Match field is blank
· Click in the field to bring up the drop-down box

· Begin typing the last name to display existing options

· Click to select a name from the drop down list
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· Click [image: image174.png]Update TelUS Name




· Click
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· The employee has been taken off discrepancy reports 1, 3 & 7
Discrepancy Reports Window

Report 1 - Accept Employee Name In TelUS 

· Check the Box of an employee if the discrepancy does not matter or when the TelUS version of the name is the desired version 

· [image: image176.png]/956TEL/
O aTencio TONOMAS R. ATENCIO, REY
/400 VAN NESS AVE/

BAUTISTA EMELDA BAUTISTA, IMELDA

O casTiio ROD (CASTILLO, RODRIGO





· Click [image: image177.png]Accept TelUS Name




· Click 
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· The employee has been taken off discrepancy reports 1, 3 & 7
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· No changes made to the database

Discrepancy Reports Window

Report 1 - Ignore 

· Check the Box of an employee to ignore them 
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· Click             
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· The employee has been taken off the discrepancy report

You ignore those that appear for a valid reason on the phone list and should be ignored, as they belong in the database.  

The ignored entries will still appear on other discrepancy reports.

Discrepancy Reports Window

Exercise – 1.  Employee on Phone List, but not in TelUS 

· Add Employee from Phone List to TelUS - as instructed
· Update Employee Name to Match Phone List - as instructed
· Accept Employee Name In TelUS - as instructed
· Ignore - as instructed
Discrepancy Reports Window

Report 2 - TelUS Shows a Different Department 
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Discrepancy Reports Window

Report 2 - Request Transfer Into Department

· Select desired entry
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· Click [image: image184.png]Request Transfer In



 

· Click    
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· Transferred employee will appear on review queue and is off this report

· TelUS will 

· Change the Employee Status to REQUESTTRANSFER

· Send an e-mail to the Telecommunications Authorized Contact in the other department 

· Post the employee in the Transfer Out queue in the other department

· Post the employee in the Transfer In queue in my department

- remains in queue until the other department approves the transfer

Discrepancy Reports Window

Exercise -  2.  TelUS Shows a Different Department
· Find the record where TelUS show a different department 

· Request Transfer into your department

Discrepancy Reports Window

Report 3 - Employee not on Phone List 
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Discrepancy Reports Window

Report 3 - Request Transfer Out of Department
· Select desired employee for transfer out 
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· Select a transfer to department
[image: image188.png]65 of 65 retrieved.
AAM  ASIAN ART MUSEUM -
ADM  ADMINISTRATIVE SERVICES |
ADP  ADULT PROBATION

ANC  ANIMAL CARE & CONTROL
ART  ART COMMISSION





· Click  [image: image189.png]Request Transfer Out



 to remove an employee from the department

· Click 
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· TelUS will 

· Change the Employee Status to REQUESTTRANSFER

· Send an e-mail to the Telecommunications Authorized Contact in the other department 

· Post the employee in the Transfer In queue in the other department

· Post the employee in the Transfer Out queue in my department

· remains in queue until the other department approves the transfer

Discrepancy Reports Window

Report 3 - Inactivate an Employee
· Select desired employee for inactivation - no more in city service
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· Click [image: image192.png]



· Click 
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· TelUS will 

· Change the Employee Status to INACTIVE

· Reassign all the employee’s  assets to the Telecommunication Authorized Contact under the same Telcode
· Remove the entry from the discrepancy report

Discrepancy Reports Window

Exercise -  3.  Employee not on Phone List 
· Find three records where TelUS shows an association with department but employee not on phone list

· For first one, request transfer out of department

· For second one, inactivate an employee

· For third one, add to phone list and try again

Discrepancy Reports Window

Report 4 - Assets in Different Department 
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Discrepancy Reports Window

Report 4 - Request Transfer into Department
· Select desired asset

[image: image195.png]415-210-5140 ACTIVE BUILDING INSPECTION COMMIS

415-210-5570 ACTIVE 'COMMUNITY HEALTH NETWORK.

T CELL PHONES 415-218-0154 DISCONNECTED PUC - GENERAL OFFICE




· Click [image: image196.png]Request Transfer In



 

· Click    
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· Transferred employee will appear on review queue and is off this report

· TelUS will 

· Change the Asset Status to REQUESTTRANSFER

· Send an e-mail to the Telecommunications Authorized Contact in the other department 

· Post the employee in the Asset Transfer Out queue in the other department

· Post the employee in the Asset Transfer In queue in my department

· remains in queue until the other department approves the transfer
· Remove the entry from the discrepancy report

Discrepancy Reports Window

Exercise -  4   Assets in Different Department 
· Find a record where TelUS shows an asset in a different department 

· Request transfer of asset into department


Discrepancy Reports Window

Report 5 - Phone List Assets Not In TelUS
Before you begin, find out which vendors provide the cell phones and pagers
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Discrepancy Reports Window

Report 5 - Add City-Owned Assets
· Select desired asset
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· Click [image: image200.png]Add City-owned Assets



 

· Click type/brand column to make drop-down box appear and select one  
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· Click    
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· TelUS will 

· Add the asset to the database, assigned to the employee whose name appears in the Assigned to column of the report

· Send an e-mail to the Telecommunications Authorized Contact in the other department 

· Remove the displayed asset from this report


Discrepancy Reports Window

Exercise -  5   Phone List Assets Not In TelUS

· Find a record where phone list has assets that are not in TelUS - as instructed
· Add City-Owned Assets - as instructed
Discrepancy Reports Window

Report 6 - Department Database Assets are Not in Phone List
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Discrepancy Reports Window

Report 6 - Transfer Asset Out of Department

· Select desired asset to transfer out
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· Click to make pull-down appear and then click arrow 

· Select a transfer-to department
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· Click  [image: image206.png]Request Transfer Out



 to remove asset from the department

· Click 
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· TelUS will 

· Change the Asset Status to REQUESTTRANSFER

· Send an e-mail to the Telecommunications Authorized Contact in the other department 

· Post the employee in the Transfer In queue in the other department

· Post the employee in the Transfer Out queue in my department

· remains in queue until the other department approves the transfer

· Remove the displayed asset from this report

Discrepancy Reports Window

Report 6 - Disconnect an Asset

· Select desired asset to disconnect
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· Click [image: image209.png]Request Disconnect






· Click 
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· TelUS will 

· Change the Asset Status to REQUESTDISCONNECT

· Trigger a Service Request to the Telecom Engineers
·  Remove the displayed asset from this report

Discrepancy Reports Window

Exercise -  6   Department Database Assets are Not in Phone List

· Find two records where phone list is missing assets that are in TelUS - as instructed
· Transfer the first asset out of the department 

· Disconnect the second asset

Discrepancy Reports Window

Report 7 - Assets show up in TelUS with a Different Employee 
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Discrepancy Reports Window

Report 7 - Accept TelUS Owner OR Change it

· Select desired asset to accept new owner
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OR
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· Change the employee name 

· Select the name in the Owner column

· Begin typing the desired last name and this will appear [image: image214.png]SADLER, OLIANA]
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· Select name and click   
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· Click [image: image216.png]Accept TelUS Owner




· TelUS will remove the entry

Discrepancy Reports Window

Exercise -  7   Assets show up in TelUS with a Different Employee

· Find two record where phone list associates assets differently then TelUS - as instructed
· Accept TelUS owner for the first asset 

· Modify the owner for the second asset

Password-Change Window

Entire Browser Window
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Password-Change Window

Change Password 

· The standard Login ID format is <first name> . <last name>

· The default password for TelUS is set by the System to CCSF, and must be changed at first login to a password chosen by the user

· The password is freeform - no min or max length

· If a user forgets his/her password, they will contact the DTIS Help desk to request a password reset

· The initial request from the Telecommunication Authorized Contact must be done via email for authentication purposes

· DTIS Help desk will contact TelUS Asset Center System Administrator at DTIS

· TelUS Asset Center System Administrator at DTIS resets the password to CCSF and notifies the user via email

· Upon initial login to TelUS, the user will once again be forced to change the password to one of his/her choosing

Set up Internet Explorer

Allow Pop-up Windows  

· This may vary between different versions of Windows and Internet Explorer - IE

· From the main menu bar of Internet Explorer click
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· To unblock pop-ups click

· DO NOT CLICK – leave as is
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TelUs uses pop-up windows.

Set up Internet Explorer

Enable Security Options - 1 of 2
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Enabling security options is in order to allow the display of the Billing Hierarchy.

Set up Internet Explorer

Enable Security Options - 2 of 2 

	Select the Enable option for all of these:

· Run components not signed with Authenticode

· Run components signed with Authenticode

· Download signed ActiveX controls

· Download unsigned ActiveX controls

· Initialize and script ActiveX controls not marked as safe

· Run ActiveX controls and plugs-ins

· Script ActiveX marked safe for scripting
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Using WebGrid

WebGrid Buttons - 1 of 2
	[image: image226.bmp]
	Refresh Grid button 
· Refreshes the displayed data

· Appears in the lower right corner of the Search results and the Discrepancy Reports

· <F5> is the keyboard equivalent
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	Load More Data button 

· Prompts the system to display more data 

· Appears in the lower right corner of the Search results



	[image: image228.bmp]
	Export Grid button 

· Exports TelUS data into a variety of formats 

· Appears in the lower right corner of the Search results and the Discrepancy Reports





TelUS uses WebGrid utility program to display the results of searches and the Discrepancy Reports.

Using WebGrid

WebGrid Buttons - 2 of 2
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	Filter button 

· Displays a list of the filters that can be selected to limit the amount of the data displayed

· Appears at the head of each column

· Type letter ‘g’ for instance in white space to the side of this icon

· Select Greater Than
· Select Apply All Filters
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Using WebGrid

Manipulating the Grid - 1 of 2
· Manipulating the grid formats the data for the desired report

· Re-structure / Group elements together  - by dragging a column header

· Sort by clicking column header [image: image231.png]


 

· Click triangle that appears to reverse the sort order [image: image232.png]Lastname




· Look for processing status at the lower left corner - e.g., 
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  will appear first and after a while [image: image234.png]



· Rearrange sequence of columns - drag entire column

· Select all by checking the box in the header [image: image235.png]Phone List
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Using WebGrid

Manipulating the Grid - 2 of 2
Right Click on a selected column header to get this:
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