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About the Telecom Update System (TelUS)

What is TelUS?
The Telecom Update System (TelUS) is a window directly to the active data about telephone numbers that appear on your department’s phone bill and the employees that use those numbers.  You use TelUS to update that data.  

When you take charge of the updates, you can make sure that you pay only for the numbers you own and that the numbers you asked to be disconnected, really are disconnected.  You can reassign numbers from one employee to another.  

The data in TelUS also can be used to update the City’s Web-based directory so you need to maintain the data in only one system.

Telephone numbers are associated with desktop phones, modems, fax machines, pagers, cell phones, circuits, alarms, elevator phones, and other telecommunications equipment and devices at specific locations.  TelUS  links the phone numbers to individuals and to billing codes in departments.  As employees come and go, different employees take over phones, devices get lost, broken, or thrown onto a shelf, but phone numbers remain in service and on your bill unless you take action to remove them.  Your intervention will keep TelUS data (your billing data) accurate. 

The City contracts with many vendors for a variety of telephony services.  The vendors bill DTIS and DTIS passes those bills on to each department.  Charges for using a specific line appear on the bill for that line.  The charges that are not associated directly with a specific line appear as a monthly charge for active lines, system maintenance, and equipment maintenance.  These charges are like those on bills for your home phone or cell phone – some fees appear regardless of whether or how often you use the service. 

Inaccuracies in TelUS translate to inaccuracies in the phone bills sent to your department.  Your updates ensure the reliability of the data that is the basis for your department’s phone bills.  
You may update your departmental data in TelUS directly and immediately (in real time) when:

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

· Phone numbers are re-assigned from one employee to another
· Phone numbers go out of service  
NOTE:   You may access only information that relates to your department.

Using the System for the First Time
When you use TelUS for the very first time, you should identify and correct any inaccuracies that appear for your department’s data.  TelUS includes special features to help you clean up the data.  The steps you take to clean up existing data appear in the section called Cleaning up Data that was Generated before the TelUS Implementation on page 32.
Once you have corrected the existing data discrepancies in TelUS, you may update employee and asset information on an on-going basis to ensure that the data remains accurate.

Logging In and Out

About User Names and Passwords
You must be authorized in TelUS to use it.  You use an ID and password to access the system and data.  You should log off when you’ll be away from your desk to prevent mischief or the mistakes of the misinformed.  The system logs off automatically after 10 minutes of inactivity.
The DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov.org) is your primary contact for administering ID’s and passwords.  You contact them to:

· Add a user ID and password for new staff
· Inactivate ID’s for staff who has left your department
· Reset forgotten IDs and passwords
Signing onto the System

1. Open Internet Explorer.  (TelUS works only on Internet Explorer 5.0 or higher.)
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 Enter telus in the browser’s Address field, then press <Enter> or click Go to display the Login window. 

3. Enter your first name and last name, separated with a period as your Username.  
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BEWARE:  The login fields are case sensitive.  Enter your user name in lower case letters only.  Your password can be mixed case, but you must always enter it the same way.  If you have trouble logging on, make sure your Caps Lock key is turned off. 

4. Enter your Password.  (Remember that the password is case sensitive.)
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Press <Enter> or click Login to display either the Review queue, if your department has employee or asset records that require investigation or action, or the Search window. 
If your department has no outstanding issues or corrections for TelUS data, then the basic Search window appears first.  
Logging out

You log out of the Telecom Update System (TelUS) by closing Internet Explorer.  If you leave the system by going to another web site, you may return without logging in again.

TelUS logs off automatically after 10 minutes of inactivity.
Browser Buttons that Work within the System

Since TelUS is a browser-based system, the Internet Explorer browser buttons affect the system.  These are the same buttons you use when you display Internet sites or screens and windows in other browser-based systems.
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	The Back button returns to the previously displayed window.

NOTE:  The Back button does NOT return you to Search window you use to display the Employee Information window or the Asset Information window.   The Search window remains open as separate window you can access by clicking its icon  SHAPE  \* MERGEFORMAT 


 in the Task bar at the bottom of your screen.
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	The Printer button (or the File > Print command) prints the contents of the open window.
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	The Cancel button (or keyboard Esc key) stops the current search, display, or data update.
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	The Refresh button updates the data displayed in the window.
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	The Home button returns to the “Home” page set on your browser.  Going to another Web page does not log you off TelUS.  Your TelUS session remains active until you close your browser (unless you “time-out” of the system.)

	Underscored blue text
	This format indicates a hyperlink.  Clicking it takes you to another window, Web site, or display.

	Hand-shaped cursor 
	The cursor changes from an arrow (or your default cursor shape) to a hand when it passes over a hyperlink “hot spot.”  Clicking when the cursor has a hand shape takes you to another window, Web site, or display.


WebGrid Buttons

TelUS uses a WebGrid utility program to display the results of searches and the Discrepancy Reports.  
	[image: image7.bmp]
	Use filters to limit the amount of displayed data.  

Click the white space to the left of the filter icon to unlock the field for data entry.  Enter a string of characters in the unlocked field. Click the filter icon to display the arguments you can select to limit the amount or order of the displayed information.  Select an argument (usually you use the like or not like argument.)  Click the Apply All Filters option from the filter icon list to display only the rows that match your argument criteria.
The filter button   is especially useful to limit the amount of displayed data.  

1. Click the white space to the left of the filter icon to unlock the field for data entry.

2. Enter a string of characters in the unlocked field. 

3. Click the filter icon to display the arguments you can select to limit the amount or order of the displayed information.  

4. Select an argument (usually you use the like or not like argument.)  

5. Click the Apply All Filters option from the filter icon list to display only the rows that match your argument criteria.
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	The Refresh Grid button appears in the lower right corner of the Search results and the Discrepancy Reports.  You use it (or <F5> the Search button) to update the displayed data.
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	The Load More Data button appears in the lower right corner of the Search results and the Discrepancy Reports..   You click it to prompt the system to display more data than the minimum that loads when the system conserves resources.
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	The Export Grid button appears in the lower right corner of the Search results and the Discrepancy Reports.  You use it to save TelUS data into a format you can sort, format, and save as rosters, lists, and reports.
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	A processing status appears in the lower left corner of the Search results and the Discrepancy Reports. 


Making Sure Internet Explorer is Set up Properly

Internet Explorer (IE) settings may affect TelUS’s ability to display data properlyYou take the following steps to ensure that the IE settings can support TelUS:
Setting the Active X Controls

The Active X controls affect your ability to display your department’s hierarchy.  
10. Select Tools > Internet Options to display the Internet Options window.
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11. Select the Security tab, then click the Custom Level button to display the list of Security Settings window.
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Mark the Enable option for each of the following settings:
· Run components not signed with Authenticode
· Run components signed with Authenticode
· Download signed ActiveX controls

· [image: image38.jpg]


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

7. Leave or change all other settings as appropriate for your Internet use.
8. Click OK to save your settings and to close the Security Settings window.
9. Click OK to save your settings and to close the Internet Options window.
Allowing Pop-up Windows
Pop-up windows are required for exporting TelUS data to create lists and rosters.
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Do the following to from the menu bar of Internet Explorer:
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Click Tools > Pop-up Blocker. To display the sub menu.
13. Click Turn Off Pop-up Blocker to allow your system to accept pop-ups.
Glossary for Telephony 
	Term
	Explanation

	Asset 
	Assets  are resources that have economic value to owners.  In the context of TelUS, assets include only the following categories, all of which are identified by phone numbers:

Auth Code

Similar to a calling card, an authorization (auth) code allows long distance calls to be placed from any phone on the associated PBX.  The call is associated with the auth code instead of the phone on the monthly bill.
Cell Phones

Cell phones are wireless telephones and data devices (e.g., edge cards) that permit two-way communication.

Lines

Land lines connect desktop phones, modems, fax machines, and TDD/TTD/ TTY.  

Pagers

Pagers are wireless devices that accept one-way alpha-numeric communication signals. 



	Asset Tag
	Asset Tags are the phone numbers associated with the assets.

	DID
	Direct Inward Dial phone lines can accept incoming calls directly, instead of to be routed through a receptionist or similar service.

	Non-DID
	An internal number within the PBX that can be used to place, but not receive calls.

	PBX
	PBX stands for “Private Branch Exchange.”  It is a telephone routing switch box at a customer site.  Most intra-department and inter-department calls are routed through internal PBX’s, instead of routing through SBC’s “Centrex” switches, which are used for “outside”  (dial 9) calls. 


DTIS collects PBX data every day and stores it for billing and audit trail purposes. 


PBX’s are identified by a 3-digit ID.

	SBC BAN (Billing Account Number)
	An indicator that the SBC line is available for making long distance calls.  The BAN is associated with departments.

	Telcode
	Telcodes link telephony costs to budgetary funding sources.  Usually Telcodes are associated with segments of the hierarchy that appears on your department’s organization chart.

	TDD
	A Telecommunication Device for the Deaf allows a person to transmit typed messages over the phone lines to another person with a TDD. Most TDD's include a keyboard for typing messages to send and a display and/or printer to receive messages.  

	Telecommunications Authorized Contact  
	The individual(s) authorized to make decisions relating to the telephony devices and services in your department.  The authorization is recorded on a form signed by the head of the department and filed with the DTIS Telecommunications Engineers.  The Telecom Engineers must refuse requests that come from anyone other than the authorized individual, since requests usually have a financial impact on the department.

	TTD
	Another common term for TTY or TDD.

	TTY
	The preferred term for a TDD by the Deaf community.  The term originated with the Teletype Terminal, which was a loud mechanical printer with poor print quality used to transmit encoded text information over telephone lines.


Getting Help

While you work with TelUS you may need to contact the DTIS Help Desk, the Telecom Service Desk, or the DTIS Billing Group.
	If you want to …
	Then you contact 
the …
	At …

	Report a problem with the TelUS System, your password, department org chart in TelUS, content of drop down lists, or system malfunctions
	DTIS Help Desk
	415-554-5700 

or

DTIS Help Desk from the SFGOV Address Book in Lotus Notes  (DTIS.HelpDesk@sfgov.org)

	Report a problem with your phone service or to obtain or cancel service 
	Telecom Service Desk
	415-550-2774 

or

DTIS Telecom Service Desk from the SFGOV Address Book in Lotus Notes (DTIS.TelecomServiceDesk@sfgov.org)

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

or

DTIS Telecom Billing from the SFGOV Address Book in Lotus Notes (DTIS.TelecomBilling@sfgov.org)


Frequently Asked Questions (FAQ)

1. The Employee Information (or Asset Information) window does not appear when I click the hyperlink on the Search Results.   What’s wrong? 

The hyperlinks open a DIFFERENT window with its own button on the Task bar at the bottom of the screen.  The new window does not replace or close the Search window.  The Search window has its own separate button on the Task bar.
2. I can’t delete or erase a value that I selected from a drop down list.  What do I do? 

In some cases a valid value from a drop down list may be a “blank.”   You can select a “blank” from the drop down list to “erase” values displayed in a drop down list field.

3. The drop down list does not include the address (or other value) I need.   What do I do? 

Drop down lists display values that currently are valid in TelUS.  To add other choices to the drop down lists, you contact the DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov.org).   The Help Desk forwards the request to appropriate personnel, then monitors the progress and completion of the request.  After the change is complete, you can select the correct value from the drop down list.  (You can click the Review check box and enter a note in the Remarks field to remind yourself to update the record after the drop down list is updated.)

4. I changed an employee name and the system returned me to the Search window, but the new name does not appear there. 

Click the Refresh hyperlink, click the Search button, or press <F5> to update the displayed Search results. 

5. I cannot display the Hierarchy Tree pop-up window.

Check the Using the Telecom Update System (TelUS) user guide for instructions on setting the Active X Controls in Internet Explorer.  

6. My department has re-organized so that the displayed hierarchy is no longer accurate. What do I do? 

The hierarchy is important because it links phone bills to organizational billing structures.  TeleWeb phone usage reports use the same organizational structure to identify those who can view the usage of those below them in the hierarchy. 

Only the AssetCenter System Administrator can change the organizational structure that appears in TelUS.  You contact the DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov.org) to initiate the change.  The Help Desk forwards the request to appropriate personnel, then monitors the progress and notifies you when the work is complete.   After the change is complete, you must rearrange the employees to appear in the right place in the structure.  (You can click the Review check box and enter a note in the Remarks field to remind yourself to update the record after the hierarchy display is updated.)  

NOTE:  If you are deleting divisions from your structure, move the people to a different division first.  The AssetCenter System Administrator cannot delete organizational units if employees are associated with it.

7. What is the difference between the Asset Tag on the Asset Information screen and the Listed Phone Number on the Employee Information screen?  Both are associated with same employee.

The Listed Phone Number is not linked to any other data field.  It can have any information in it.  You use it to store a number to include in a report, list, or the City’s Web-based directory.  This field lets you publish a department switchboard phone number instead of the number of a desktop phone for individuals who need a “private” line.   For example, you might enter your department’s main number as the Listed Phone Number for the head of your department.  The Web-directory displays this number for the employee instead of the Asset Tag phone number.  

8. How does TelUS use the e-mail Address and the Listed Number fields from the Employee Information window?  

These fields are not in the billing database.  They appear in case you want to include them in lists or reports you can create using TelUS and, if desired, in the City’s Web-based directory.  In addition, the e-mail Address field is required for the employee to have access to TeleWeb.

You can update the e-mail address field with the address from the City’s e-mail address book.  You can type ahead to select the correct address from the drop-down list.  (NOTE:  not all employees have a City e-mail address.)

9. What happens when I click the Reassign to Admin button on the Asset Information screen?

The asset (device and/or phone line) remains in your department, but automatically is re-assigned to an employee called “Telecom Admin,” “Cell Admin,” or “Pager Admin” under the same Telcode.  “Telecom Admin,” “Cell Admin,” or “Pager Admin” is the product-specific Telecommunications Authorized Contact  in your department.  You can move the unassigned asset to other positions in your department’s hierarchy.  Doing so may change the Telcode associated with the asset. 

10. Another department and I worked together to complete all the steps to transfer an employee to my department, but I cannot see the employee record.

You cannot view the data for the transferring employee until on or after the Effective Date of the transfer.

Understanding the Billing Hierarchy

About the Hierarchy
Each employee in TelUS is assigned a place in the billing organizational hierarchy.  The billing hierarchy is very similar to an organizational chart.  It is used to bill assets accurately and to determine access to information in TeleWeb.  The hierarchy has seven (7) levels.  Following is a sample of how it might be used:
	City
	CCSF
	CCSF
	CCSF

	Department
	TIS
	TIS
	TIS

	Telcode
	956TEL
	956TEL
	956TE1

	User Level 1
	BRD
	TSD
	

	User Level 2
	Finance
	
	

	User Level 3
	Billing
	
	

	User Level 4
	Phone Billing
	
	

	Employee
	Jane Smith
	Rod Loucks
	TelAdmin 956TE1

	Phone
	415-555-1234
	415-554-0893
	TIS


You may use any of the remaining four hierarchy levels to define your organizational structure.  Please keep in mind that this structure will determine how records are viewed in TeleWeb and the funding source for the bills associated with each phone number.

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

Caution:  If your department reorganizes so that the displayed hierarchy is no longer accurate, you must contact the DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov.org) to initiate the change.  The Help Desk forwards the request to appropriate personnel, then monitors the progress and completion of the request.  Only the system administrator at DTIS can change the organizational structure that appears in TelUS.

Role of the Hierarchy in Telephone Billing
DTIS uses the first three (3) levels for billing purposes.  Your department can use the last four (4) levels in whatever way your department is organized.  The Telcode is a 6 digit code DTIS created to track telephone costs to be billed back to a departments’ original funding sources.  Departments may have multiple Telcodes pointing to multiple funding sources.
The employee is assigned to a level of the hierarchy and the phone assets they own are attached to them in the hierarchy.  The assets are billed to the Telcode associated with the employee.   If an employee moves in the hierarchy, his assigned assets move with him.
Role of the Hierarchy in TeleWeb
TeleWeb uses the hierarchy to define the usage and cost records that employees can view.  

In the examples above, Jane works as an employee in the billing group and is not a supervisor.  She will see the call records only for her own phone number.  Rod is the division manager of the Technology Solutions Division.  He will be able to see his own phone bill plus the bills and call detail for all the employees who work in his division.  The Telecommunications Authorized Contact for 956TE1 will be able to see all the call detail for the employees and phones assigned to that Telcode. 

Using the Search Windows
The Search is the basis for all other tasks you perform in TelUS.  The search results have hyperlinks that let you display additional information about employees or about the assets associated with employees.  Search results also let you create lists, rosters, and reports.
Departments can access only their own departmental data, so searches display only staff and assets associated with the department. 

The Basic Search window appears when you log in to TelUS.  Review Queues may appear before the Search window appears if you have issues or questions to resolve.  Queues also appear if employees or assets are transferring in or out of your department.
If Review or Transfer Queues appear, you click the Continue hyperlink to display the Basic Search window.
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You can use either a Basic Search or an Advanced Search to display search results that lead to the Employee Information window or the Asset Information window.  The Advanced Search lets you narrow and refine your search. 
Hyperlinks on the Basic Search and Advanced Search windows let you toggle between them.

After entering the search criteria, click Search to display the results.
Your browser should display progress with a moving bar in the status bar at the bottom of the screen.  This is the same bar that moves as you wait for an Internet site to open. 

Searching can take several seconds to complete and may include far more records than you can use at once.  If too many results appear from your search, consider repeating the search with additional search criteria. 
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The fields in the list of search results are hyperlinks, which you can click to display additional information about the employee or the asset.  

NOTE:   The hyperlinks open a DIFFERENT window with its own button on the Task bar at the bottom of the screen.  The new window does not replace or close the Search window.  The Search window has its own button on the Task bar.

Using the Review and Transfer Queues
About the Queues
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When you log onto the TelUS system, the queue of the records needing attention appears first.  The queues do not appear if no employees or asset records need special attention; that is, if the queue would be blank it does not appear.   TelUS displays queues for employees or assets that have been:

· Flagged for review 

· Set up to transfer INTO your department

· Set up to transfer OUT of your department
NOTE:  YES in the Approval column means that you must take action to complete a transfer.  NO in the Approval column means that you initiated the transfer and are waiting for the other department to take action.

When you see the Review Queue lists, you can do one of the following:

·  Click the Continue hyperlink at the top or bottom of the screen to display the Search window.  Then continue working in TelUS as explained in this guide.

· Click on a hyperlinked name or phone number on the window to display the record awaiting attention.   When you have completed the required steps, the employee or asset disappears from the Review queue.

The Search windows have a hyperlink to the Review Queue for your convenience. 
Flagging Records for Review 

The Search window has a hyperlink to the Review Queue only if any entries appear on the list.  
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New entries may not appear until click the Refresh hyperlink at the top or bottom of the window.

You create the Flagged for Review queues by selecting the optional Review flag on the Employee Information or Asset Information window.  You set this optional flag for yourself or for colleagues in your department to identify an employee or asset that requires further investigation or action.   You could enter Remarks to indicate why you were reviewing or the result of your review.

The Review flag remains active until someone takes specific action to remove it.  
You must click the Save button on the Employee Information or Asset Information window after you set or un-set the Review flag. 

Updating Employee Information

DTIS maintains the data so that the assets and phone numbers you own are billed correctly to your department.  However, DTIS rarely knows of staff changes in your department, so cannot guarantee the accuracy of phone assignments to employees.  It is incumbent on each department to us TelUS to update and maintain that data.
Employee information is the basis for all else in the TelUS System.  You must identify an employee name before you can locate or assign an asset. 

In TelUS, every asset must be attached to an employee.  If the asset is to be “shared,” (that is, not owned by an individual employee) you can either create an employee record to identify it, such as Conference Room 100, or you can assign it to the Telecom Admin.

Keeping the employee and hierarchy information updated is important to ensure accurate and beneficial information in TeleWeb, where you can view the monthly call detail.

Employee Information Field Descriptions

You can update all the fields in the Employee Information window.  Some fields relate to billing; some relate to your ability to create rosters, lists, and reports; some relate to maintaining a phone directory on the Internet or the Intranet.  All the fields should help you identify the employee.
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	Field
	Purpose of the Field / Result of Changing the Value in the Field

	Name
	The employee name.  The name that appears in TelUS is the name that appears on phone bills for your department, the City-s Web-based directory, and in lists and reports you can create using TelUS.

This name also appears in TeleWeb, the web-based telephone usage reporting system.

	Employee Type
	Allows you to search or create lists of employees or contractors/consultants who use departmental resources or lists of shared assets, such as conference room phones or fax machines.

	[image: image45.png]V' EnABLE Smart Search

Search

Aduanced Search Ganerate List Review Queue Ghange Passvord

CHAN PEARL does not exist in your department

Add Employee
[~ [employee. Status Effective Date Current Department.
> [_cran, pearL ACTIVE I ~ CONTROLLER
Ready Loaded 1of 153 @)

Reguest Transfer




Employee Status
	Active indicates that the employee is associated with the department. 

Inactive and Request Transfer  indicate that the employee is no longer associated with the department.  

Inactive makes the Leaving Date field appear.  You should enter the actual, accurate Leaving Date.  The date does not affect billing, but helps you reconcile bills and triggers automatic follow-up actions in the DTIS database.  

Request Transfer makes the Transfer To and the Effective Date fields appear.  You select a new department for the employee and enter an Effective Date.  These fields trigger subsequent automatic processing and affect billing.  The Telecomm Authorized Contact in the other department must take steps before the Transfer Request is complete. 

Duplicate Name lets you “remove” a name from the database.  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. 

	Title
	You may enter any information in this field or leave it blank.  The field holds up to 42 characters.  (Spaces between words count as a character.)

Entering information in the field lets you search by this field.

	Hierarchy
	The hierarchy associates telephony assets with billing codes (funding sources or cost centers) in your department’s organizational chart.   Departments may have multiple billing codes (Telcodes), which relate to different budgetary divisions or funding sources.

The hierarchy can show down to 7 levels of organizational structure.  DTIS uses the top three (CCSF, Department, Telcode) to manage the bills.  You may use any of the remaining four levels of hierarchy to define your organizational structure.  You can have several divisions, programs, sections, units, functionality groups, projects, or teams at each level. You need NOT use every level.  

 Click the org chart icon in the Hierarchy field of the Employee Information window to open a window where you can change the employee’s position in the department’s hierarchy or organization chart.   
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When an employee changes roles in your department, you should use TelUS Employee Information window to update TelUS to ensure that the employee’s phone assets are billed accurately.

If your department re-organizes so that the hierarchy structure is no longer accurate, you should contact the DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov.org) to initiate the change.  The Help Desk forwards the request to appropriate personnel, then monitors the progress and completion of the request.  Only the AssetCenter System Administrator at DTIS can change the organizational structure that appears in TelUS.

Caution:  Some employees may work in one part of the organizational structure, but use assets which should be billed to a different part of the hierarchy.  In TelUS, the hierarchy reflects where the asset should be billed and doesn’t relate to how the employee should be billed.  It also defines which managers can view usage records for which employees via TeleWeb.  You should consider both uses when you decide how to structure your hierarchy in TelUS.

	E-mail Address
	You can update the e-mail address field with the address from the City’s e-mail address book.  You can type ahead to select the correct address from the drop-down list.  (NOTE:  Not all employees have a City e-mail address.)

Data in this field is available to include in lists and reports you can create using TelUS; it is not used in telephone billing. 

This field is required for the employee to have access to TeleWeb.   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.

	Active Date
	This field is populated automatically when you add a new employee.  The Active Date defaults to today’s date.  

Be sure to change the Active Date to the employee’s actual start date in your department.  The date does not affect billing, but helps you reconcile bills.   

	Listed Phone Number
	You can enter any phone number in this field.  
This field lets you choose what number to publish in reports, lists, or the City’s Web-based directory.  You can enter the employee’s Asset Tag phone number or a different number, such as the department switchboard number or an assistant’s number instead of the number of a desktop phone for individuals who need a “private” line.

You must enter the hyphens for the number in this field.
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Listed Fax Number
	You can enter any fax number in this field.   Use the field to store a number to include in reports, lists, or the City’s Web-based directory.   You must enter the hyphens for the number in this field.

	Listed Cell Number
	You can enter any cell phone number in this field.   Use this field to store a number to include in reports, lists, or the City’s Web-based directory.   You must enter the hyphens for the number in this field.

	Listed Pager Number
	You can enter any pager number in this field.   Use this field to store a number to include in reports, lists, or the City’s Web-based directory.   You must enter the hyphens for the number in this field.

	Leaving Date
	This field is populated automatically when you inactivate an employee by changing the Employee Status to Inactive or RequestTransfer.  The Leaving Date defaults to today’s date.  

Be sure to change the Leaving Date to the employee’s actual departure date.  The date does not affect billing, but helps you reconcile bills and triggers automatic follow-up actions in the database after the Leaving Date.  
You can enter any date in the past, but only 30 days into the future, and no date before the Active Date.  HIDDEN TEXT:  Confirmed date range with Ari and his code on 4/12/06.
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Employee Location
	This is the physical location for the employee.   It is NOT necessarily the same as the Asset Location (termination point) that appears on the Asset Information window.

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 the Employee Location if the employee works at a different site.  The Location does not affect billing, but helps you reconcile bills and lets you create lists, rosters, and reports.

If employees from your department 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.)
Street Address

Select the Street Address from the drop down list.  The Location Alias and City (the other two fields in this row) appear automatically, based on the street address you select.

Building

Free form field.   Designates which building at a multi-building street address, such as the name of a shed, power house, or out-building.  
[Floor]
Select the floor from the drop down list.

[Compartment Type]
Select Room or Cube from the drop down list to identify the compartment type.
[Number or ID] 
Free form field.  Enter the room number or cubicle number or other identifier of the “compartment.”  You must enter information in this field if you select a room or cube in the compartment type field.
Additional Location Information
Free form field.  Enter any location notes that may be useful.
You can enter only 65 characters and blanks into this field.


	Remarks
	Leave notes for yourself and for your colleagues to track anomalies and special activities associated with the employee or asset.  

Enter a date first, followed by your name, then the note.  Put the most recent note at the top of the window.  Used mixed case (lower case letters, with initial capitals.) This is a free-form field; the system does not reinforce this convention.

TelUS automatically enters notes for actions related to transfers and initiated from the Discrepancy Reports.

REMEMBER THAT INFORMATION YOU ENTER HERE IS PART OF THE PUBLIC RECORD, so should include no inappropriate or unprofessional language.

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

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

· City only (to list the employee’s Listed Numbers only on the City’s Intranet – NOT on the public Internet)

· Unpublished (to NOT publish the employee’s Listed Numbers on either the Internet OR the City’s Intranet)

Numbers must appear in employee’s Listed Number 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.
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Review 
	The check box works as a flag to identify an employee or asset that requires further investigation or action.   You could enter Remarks on either the Employee or the Asset window to indicate why you were reviewing or the result of your review.

Flagged employees and assets appear on the Flagged for Review queue that appears when you log into the system.  (The list does not appear if no employees or assets have been flagged; that is, if the list is blank or empty.)

You, your departmental colleagues who have access to the system, the Telecom Engineers (TE’s), and the DTIS Billing Group all have access to this review flag.  The TE’s or Billing Group may flag a record that you, in the departments, should resolve or know about.  

The Review flag remains active until someone specifically removes (un-clicks) it and then clicks the Save button.

	Save
[button]
	You click this button to update the database with any changes you make to this window.  After you click Save, TelUS closes the Employee Information window and returns to the previously displayed window.

	View History [button]
	You click this button 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 who updated the record and the date/time of the updates.  

You use the browser’s Back button to return to the  Employee Information window.


Change an Employee Name

The name that appears in TelUS is the name that appears on phone bills for your department, in the City’s Web-based directory, and in lists and reports you can create using TelUS (see the section called Creating Lists, Rosters, and Reports from TelUS on page 32.).  
This name also appears in TeleWeb, the web-based telephone usage reporting system.

BEWARE:   You do not use this feature to reassign an asset.  TelUS does not use names to recognize employees; it uses a unique identifier that it creates whenever a new employee is added.  Regardless of how you change the name, the unique identifier remains unchanged. 
Assets are associated with the employee’s unique identifier (not the name) and retain that link until you change it using the steps explained the section called Re-assign an Asset  -  From the Asset Information Window on page 32.
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Use either the Basic or Advanced Search tool as explained in Using the Search Windows  on page 9 to display the Employee Information window for the employee you want to update.

2. Click the Edit hyperlink that appears in the Lastname field to display the Update Employee Name window.
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 Enter either the new first or last name.   (You cannot change both at the same time.)
4.  Click Search to display a list of employee names that may match the name you are creating and to display an Update button.
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5. Review the list to make sure you are not creating a duplicate name.  (Change it if necessary to avoid duplications.)
6.  Click Save to initiate the update and to return to the Employee Information window, which now displays the new name. 
NOTE:   If you need to change both the first name and the last name, you take all the steps to change one, then repeat the steps to change the other.  This retains the unique identifier for the employee who is changing names, but does not create a new employee in the database. 
Change Employee Information, including Listed Numbers for the Web-Based Directory
You can change information about the employee.  Some changes merely alter the information in TelUS and the window display.  Other changes prompt TelUS or the DTIS Telecommunications Engineers (TEs) and DTIS Billing Group to take follow-up action. 
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Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Employee Information window for the employee you want to update.
2. Enter updates in any field you want to change.

3. Click Save to update TelUS and to return to the Search window.

Move an Employee in Your Department’s Org Chart

Phone bills are associated with funding sources, which may be different for different sections of your department.  When an employee changes roles in your department, you should update TelUS to ensure that the employee’s phone assets are billed accurately.

BEWARE:  Occasionally employees work in one part of a department’s organization structure, but are assigned assets from a different part of the structure – a different funding source.   TelUS reflects how assets are billed, not how employees are funded.  Therefore, you should use the hierarchy to indicate the asset’s position, not the employee’s, to ensure accurate billing.

The hierarchy is important because it links phone bills to organizational billing structures.  TeleWeb web-based phone usage reports use the same organizational structure to identify those who can view the usage of those below them in the hierarchy.

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.  The Help Desk forwards the request to appropriate personnel, then monitors the progress and completion of the request.  Only the AssetCenter System Administrator at DTIS can change the organizational structure that appears in TelUS.  

To move an employee within the organization chart, you identify the person to move, then identify the person’s new position in your department’s reporting structure.  After you click Save, the employee and all assigned assets move to the new position in the org structure.

NOTE:  TeleWeb, the web-based system that reports asset usage and charges, uses the hierarchy to define which assets managers can review.  In TeleWeb, all staff can review their own usage and charges.  Managers can review usage and charges of those who “report” to them in the hierarchy.  If your department uses matrix reporting, you’ll need to decide how to use the hierarchy to best serve your department’s needs.  DTIS can help you figure this out.
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Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Employee Information window.
2. Click the [image: image13.png]


 Show Hierarchy button  to display the Hierarchy Tree window.
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 The employee’s name appears in a bold face font in the Hierarchy Tree window.
NOTE:  If you are adding a new employee, the name does not appear , but you may still select a location in the hierarchy for the new employee.  

3. Click to highlight the new division or section in the departmental organization where the employee is (or will be) associated.

4. Click Select to update TelUS and to return to the Employee Information window. 

5. On the Employee Information window, review the displayed hierarchy to make sure that it is correct.
6. Click Save on the Employee Information window to save the updated hierarchy with the employee record and to return to the Search window. 
TIP:  If a name does not appear next to a folder in the Hierarchy Tree, click the blank space to the right of the folder icon (where the name should appear) to make the name appear.

Add an Employee

If an employee name does not appear on the drop down list of names in TelUS, you can add it.  Employees must appear in TelUS and be associated with your department before you can assign assets to them.  Assets cannot appear in TelUS without an employee link.

You add employees when you hire new staff, consultants, or interns as explained below.  

You also may add a new “employee” to associate with a conference room phone, a fax machine, a TDD/TTD/ TTY, or an alarm signal device.  Naming conventions for the “employee” associated with shared assets, are discussed in the section called Share Assets on page 32. 

After you add the employee, you can assign assets to the employee.

When you are adding an employee, you may find that the employee already appears in the TelUS database associated with a different department.  When this occurs, you request that the employee record be transferred to your department rather than adding the person to the database a second time.  See the TelUS How To called Transferring an Employee INTO your Department for a more detailed discussion.
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Use either the Basic or Advanced Search tool to locate the name of the employee to add.
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BEWARE:   If the employee name appears during your search, it is already in TelUS.  Your new employee may have transferred from another department or multiple people may have the same name.  
2. Avoid creating a new record for someone who already appears in TelUS.

3. Make sure the employee you are adding is not associated with another department.
4. If the employee IS associated with another department, you may transfer instead of adding the employee.
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5. Click the Add Employee button to display the Add Employee window. 
6. Enter any portion of the name that does not appear automatically.   

If you use the employee’s middle name or initial, then you enter it in the First Name field, separated from the first name with just one space. 

7.  Click the Add Employee button to display confirmation message.
8. [image: image60.png]Employees Flagged For Review

Lastname |Firstname [Employee Status Flagged On

ZEBRA  |STRIPED |ACTIVE 6/28/2004 1114236 AM




Click OK on the confirmation message to return to the Basic Search screen, which still displays the name you sought..

Warning:  The new employee may not appear for a couple of minutes.

9. Click Search to locate the name of the employee you added.
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Click the name in the Search Results to display the Employee Information window.  

The Employee Information window displays default information for the employee.

The Hierarchy and Location default to  match YOUR hierarchy and location.  The Active Date defaults to today’s date. 

11. Correct or add to the displayed default information about the employee, including the employee’s title, position in your department’s Hierarchy, e-mail Address, and phone numbers to publish.
· E-mail address must match the e-mail address in the City’s e-mail system address book.  You can type ahead to select the correct address from the drop-down list.  You use the field to store information to include in a report or list.

· Be sure to change the Active Date to the employee’s actual start date in your department.  The date does not affect billing, but helps you reconcile the bills.  Enter dates in the mm/dd/yyyy format. 

12. Click the Review flag if you want the new employee to appear on the Review Queue you see when  you log in.   

You might choose to do this if you have follow-up activities related to new employees.

13. Click Save to update TelUS. 

14. Assign assets as needed to the newly added employee.  See Assign an Asset  on page 32.

Transfer an Employee between Departments
An employee who moves to another department may already appear in TelUS.  The “transfer out” department and the “transfer in” department both have roles in updating the transfer in TelUS.   After you flag an employee for transfer, then the Telecommunications Authorized Contact in the department that is either accepting or releasing the employee takes steps to “complete” the transfer.  
DTIS bills your department for all assets linked to your department.  If a transferring employee takes a pager or cell phone to the new department, remember to transfer the asset as well as the employee so that your department does not continue to receive bills for the devices.  Any asset not transferred is reassigned automatically to the Telecommunications Authorized Contact (Telecom Admin) in your department.
TIP:  If the transferring employee is taking assets with him, you need fewer steps if you transfer the assets before you transfer the employee.  You can use links from the employee’s Employee Information window to locate the assets.  If you transfer the employee before the assets, then you must use the search tools to locate the assets to transfer.  

NOTE:  Not all departments are receiving access to TelUS on the same schedule.  If you are transferring an employee to or from a department that does not have access to TelUS yet, then the transfer occurs without the participation of the Telecommunications Authorized Contact in the other department.  When that other department has access to TelUS, the transfer may appear as a discrepancy in their records.

Initiating an Employee Transfer Out of your Department
17. Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Employee Information window for the employee you want to transfer.
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If needed, use the Asset Tag (phone number) hyperlinks in the Assigned Assets panel to display the Asset Information window, where you can transfer assets with the employee.  Transferring assets is explained in more detail in the section called Transfer an Asset between Departments on page 32.
3.  Change the Employee Status to RequestTransfer to make the Transfer To and the Effective Date fields appear.

4. Select a new department for the employee from the drop down list in the Transfer To field.
NOTE:  If you do not know the employee’s destination department or you cannot obtain the information from the Human Resources staff in your department, then you should select Inactive as the Employee Status. 

5. Enter (or update the default) Effective Date in the mm/dd/yyyy format. 

Be sure to change the Effective Date to the employee’s actual departure date. You can enter up to 30 days into the past or future.  The system prevents the other department from completing the transfer until on or after the Effective Date.

6. Make other field changes as needed and provide Remarks that may help the Telecommunications Authorized Contact in the “receiving” department.  
REMEMBER THAT INFORMATION YOU ENTER IN THE REMARKS FIELD  IS PART OF THE PUBLIC RECORD, so should include no inappropriate or unprofessional language.

7. Click Save to update TelUS and to trigger the following automatic actions:

· Send an e-mail to the Telecommunications Authorized Contact (Telecom Admin) in the other department
· Post the employee in the Transfer queue in the other department 

· Post the employee in the Transfer queue in your own department 

The name remains in your own queue until the Telecommunications Authorized Contact in the other department takes steps to complete the transfer.  
Names and phone numbers of the Telecommunications Authorized Contacts in all departments appears on the Intranet from within the TeleWeb application.  (Log onto TeleWeb, then click the Contact Us link at the top of the screen.  Instructions for logging into TeleWeb appear in the training materials you received - or will receive - during the training session.) 

The Telecommunications Authorized Contact (Telecom Admin) takes steps as explained below to authorize the transfer before the transfer is completed.  

If the Telecom Admin in the other department takes no action within 15 days after the later of the Effective Date or the Request Date, then TelUS automatically rejects the transfer request, removes the name from both departments’ queues, and sends you an e-mail about the rejection.

Initiating an Employee Transfer into your Department

When you are adding an employee, you may find that the employee already appears in the TelUS database associated with a different department.   When this occurs, you request that the employee record be transferred to your department rather than adding the person to the database a second time.
18. Use either the Basic or Advanced Search tool to locate the name of the employee to transfer.
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If the Search cannot locate the name in your own department, then TelUS displays those who are associated with other departments.

3. Click the box next to the employee name to identify it.
4. Double click the Effective Date column to open a field to accept an Effective Date you can enter.

5. Enter an Effective Date in the mm/dd/yyyy format. (The system defaults to today’s date.)
The Effective Date can be no more than 30 days into the past or future. 

6. Click the Request Transfer button to

 add the employee to the Request Transfer In queue in your department and the Request Transfer Out queue in the other department.  
The name remains in both departments’  queues until the Telecommunications Authorized Contact in the other department takes steps to complete the transfer. 
The Telecommunications Authorized Contact (Telecom Admin) takes steps as explained below to authorize the transfer before the transfer is completed.  

If the Telecom Admin in the other department takes no action within 15 days after the later of the Effective Date or the Request Date, then TelUS automatically rejects the transfer request, removes the name from both departments’ queues, and sends you an e-mail about the rejection.  

Authorizing a Requested Employee Transfer  (In or Out)

You must take steps to accept or reject a transfer request before TelUS can recognize the transfer as valid and complete.  

The system sends you an e-mail notifying you of requested transfers and also posts the transferring employees to your TelUS Transfer Queue.  If names or assets are in your Transfer Queue, the queue appears when you log onto TelUS, before the Search window appears.
If you take no action within 15 days after the later of the Effective Date or the Request Date, then TelUS automatically rejects the transfer request, removes the name from both departments’ queues, and sends the Telecommunications Authorized Contact in the requesting department an e-mail about the rejection.  
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Display the Transfer queue(s).
The queue(s) appear automatically when you log into TelUS.  You also can display the queue(s) by clicking the Review Queue link on either the Basic or Advanced Search windows.

The transfer queues include an Approval column.  Yes in the Approval column indicates a transfer that awaits YOUR action.  No on the Approval column indicates action is required by someone else – it is a transfer that you initiated and requires an acceptance or rejection by the other department.
2. [image: image65.png]Info

=

Lastname. Firstname Employ

ABU-0SBA Loual EMPLO'
ADRIASOLA HILDA EMPLO:
AHREE GansKI EMPLO'
ALBANO soTEro EMPLO:
ALCANTARA BENNIE EMPLO'

1aaaan



Click the name of the employee in the queue to display the Employee Information window.

NOTE:  You cannot view the data for the transferring employee until on or after the Effective Date of the transfer.
When you display the Employee Information window via the transfer queue, two aspects differ from what occurs when you display the window from the Search tools:

· You can display an employee not associated with your department.

· The window includes Accept and Reject buttons.

3. Do one of the following:

	If you
 want to …
	
Then you …
	
And TelUS does the following:

	Reject the transfer request
	6. Click the Reject Transfer button to display the Rejection Remarks  field.

7. Add the reason for the rejection to the Rejection Remarks field.  You do NOT need to add the date in the Rejection Remarks field.

8. Click Reject Transfer again to return to the Transfer queue(s).
	9. Changes the Employee Status back to Active in the “old” department.
10. Moves the Reject Remarks to the “regular” Remarks field, with the date and time.

11. Sends an e-mail to the department that initiated the transfer notifying them that the transfer was not processed. 

12. Updates the Update Log for the employee record.  (Click the View History button to display.)

	Accept the transfer request
	13. Click the Accept transfer button.
	14. Changes the Employee Status to Active in the ”new” department.

15. Blanks out the Listed Number fields on the Employee Information window.

16. Displays and “unlocks” the Employee Information window for updates in the “new” department.

17. Assigns the employee to the primary Telcode in the ”new” department.

18. Sends a confirming e-mail to the “old” department.

19. Transfers the employee’s assets in the “old” department  to that department’s Telecom Admin.

20. “Locks” the Employee Information window from view at the “old” department.
21. Updates the Update Log for the employee record.  (Click the View History button to display.)


NOTE:  

If an employee transfers into your department, you should take the same steps as you would with a new employee to update the employee record:
· Move the employee to the appropriate location in your department’s hierarchy

· Add the employee’s e-mail address

· Assign assets to the employee

· Add phone numbers for phone, fax, cell, and/or pager as they should be published 

· Update the employee’s Location
· Update the Publish flag to identify where the employee’s phones numbers should be published 

Inactivate an Employee

You take the same steps to inactivate an employee from TelUS, regardless of whether the inactivation is for separation, retirement, death, or transfer to another department. 

When you take a conference room phone or a fax out of service, you use the same steps to inactivate the “employee.”  

You do not need to de-activate an employee who was re-assigned to a position that doesn’t use telephony assets.  Employees without assets may remain in TelUS. 

When you inactivate an employee, all assigned assets are re-assigned automatically to a person called Telecom [Telcode], Admin.  The Telcode in this made-up name is the same as the Telcode associated with the inactivated employee.  
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Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Employee Information window.
21. Select Inactive as the Employee Status from the drop down list.  
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Enter (or update the default) Leaving Date in the mm/dd/yyyy format.  (Be sure to enter the slashes in the date field.)  

Be sure to change the Leaving Date to the employee’s actual departure date.  The date does not affect billing, but helps you reconcile bills and triggers automatic follow-up actions in the database.  You can enter any date in the past, but only 30 days into the future.

23. Click Save to store the new Employee Status in TelUS and to automatically re-assign all the employee’s assets to  the Telecom Admin under the same Telcode as the separating employee.  The Telecom Admin is the Telecommunications Authorized Contact in your department.

Delete an Employee Name
You may need to delete an employee from TelUS for a variety of reasons.  Different reasons require that you take different actions.

	IF you need to delete a name because the employee …
	THEN you …

	Appeared under multiple names, which you want to consolidate
	22. Reassign all assets from the “obsolete” name to the name that will remain in TelUS for billing and to appear in the lists, rosters, and reports you can generate using TelUS.
23. Change the Employee Status of the “obsolete” name to Duplicate Name. 


You do not delete this employee name.  You change it as explained in the section called 

	Change an Employee Name
 on page 13.
	

	Transferred to a different department
	You do not delete this employee name.  You transfer it as explained in the section called Transfer an Employee between Departments  on page 22.

	Resigned, retired,  or died
	You do not delete this employee name.  You inactivate it as explained in the section called  Inactivate an Employee  on page 22.


Updating Asset Information

Research and Resolve Questions about Assets
The table below may help you research and resolve questions that arise as you maintain the information about your department’s telephony assets. 
	If …
	Then see the section named below  …

	The number belongs to your department and you need to update the information
	Updating Employee Information

or

Update Information about Existing Assets

	You call the number and get a voice mail or live person that validates that the phone belongs to your department
	Updating Employee Information

or

Update Information about Existing Assets

	You can’t find a number in TelUS that you know belongs to your department
	Add an Existing (a Previously Unrecorded) Asset

	A number doesn’t belong to your department, but it appears in your phone list or your phone bill.
	Transfer Assets between Departments

Use the Remarks field on the Asset Information screen  to explain the reason for the transfer.

	You call the number and get a voice mail or live person that validates that the phone does NOT belong to your department
	Transfer Assets between Departments

Use the Remarks field on the Asset Information screen  to explain the reason for the transfer and to note the name of the person who uses the phone. 

	You call the number, but no one answers, or you get any of the tones listed below:

( Ring, no answer

 ( Busy

 ( Disconnected Recording 

 ( Modem/Fax tone

 ( Message referring calls to: __[Enter message in the Remarks field on the screen]_________ 

 ( Wave-Off (sounds like “deedoo-deedoo-deedoo”)
	Disconnect (Inactivate) an Asset

A DTIS Customer Service representative or a DTIS Telecom Engineer will research your request, and then will disconnect it, transfer it to the correct department, or reject your request and e-mail you the reason why.


Asset Information Field Descriptions
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You can change only a few of the fields on the Asset Information window.    All other fields are maintained by the Telecom Engineers, Telecom Billing Group, or the TelUS System Administrator at DTIS.   If you need to change any of the “locked” fields, contact the Telecom Service Desk (550-2774).  
	Field
	Purpose of the Field / Result of Changing the Value in the Field
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Asset Tag
	An asset tag is the phone, pager, cell phone number or circuit ID number.

	Assigned To
	The name of the primary user of the asset.  

Shared assets might be named “Room, Conference” or “Fax, Rm 5012” or “Elevator, East.”  

	Effective Date
	The date the assignment or reassignment should occur.

Defaults to today’s date.  The Effective Date can be 30 days before or after today’s date.  Entering a date in the past  does not affect billing, but helps you reconcile bills.

	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.  Use this flag to identify a number to automatically populate the Listed Phone Number field on the Employee Information window for the class of service (line, cell, pager.)   (Listed Numbers are discussed in the section called Employee Information Field Descriptions on page  13.)
If this field is selected, then the phone number will override any number that already appears in the Listed Phone Number field on the Employee Information window.  Therefore, if you want to enter a special number into the listed number field for the employee, such as a switchboard or receptionist number, then do not select this flag.
NOTE:  You can manually enter a different listed number on the Employee Information window at any time. 

	Hierarchy
	The hierarchy associates telephony assets with billing codes (funding sources or cost centers) in your department’s organizational chart.   DTIS establishes the billing codes.  Departments may have multiple billing codes, which relate to different budgetary divisions or funding sources.

You use the Employee Information window to set the asset’s billing hierarchy.  When an employee changes roles in your department, update the hierarchy to ensure the employee’s assets are billed correctly.  See the more detailed explanation of the Hierarchy field in the section called Employee Information Field Descriptions on page  13.
Caution:  Some employees may work in one part of the organizational structure, but use assets which should be billed to a different part of the hierarchy.  In TelUS, the hierarchy reflects where the asset should be billed and doesn’t relate to how the employee should be billed.  It also defines which managers can view usage employees’ records via TeleWeb.  You should consider both uses when you decide how to structure your hierarchy in TelUS.

	Category
	Assets you can add or update include only the following categories:  

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.

In this current version of TelUS, auth Codes appear in the system if they already exist, but you cannot add new ones.   If you need additional Auth Codes, contact the Telecom Service Desk (550-2774) for assistance.

Cell Phones
Cell phones are wireless telephones and personal communication devices that permit two-way communication.

Lines
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.  

Pager
Pagers are wireless devices accept one-way communication signals.

You can view the circuits associated with your department, but can not add or update them.  Only the Telecom Engineers (TEs) can modify data about circuits.  Circuits are associated with a phone number or PBX for phone company billing purposes.
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Class of Service 
	This telecommunications term  helps service providers and DTIS categorize lines when placing orders and for billing. 

This information relates directly to provisioning and/or billing information from SBC or other service providers.   Telecom Engineers and the Telecom Service Desk maintain this field.

	Type
	Describes the telecom device or service associated with the Brand.

	Brand
	Service or product manufacturer;  e.g., Cingular, Motorola4.  This field is updated by the data that the City receives from the service provider or that you select when you update the Type field.

	Master Summary Bill
	An “account” number assigned by service providers to link Billing Telephone Numbers (BTNs) or other billable assets or groups of assets at a summary level.  
The DTIS Billing Group uses this field.  

	 BTN
	The  Billing Telephone Number (BTN) groups lines that bill to the same Department, Project Code, Location, and Class of Service.  This reference is widely used by service providers.  
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PBX ID
	PBX stands for “Private Branch Exchange.”  It is a telephone routing switch box at a customer site.  Most intra-department and inter-department calls are routed through internal PBX’s, instead of routing through SBC’s “Centrex” switches, which are used for “outside”  (dial 9) calls.

The PBX ID identifies the routing switch box that handles calls for specific phone numbers and may be associated with location; for example, PBX ID “002” refers to assets handled by the routing switch box located at the Hall of Justice.  Other PBX’s handle calls in multiple buildings that are near one another in the Civic Center.

The 3-digit field is required in the billing database, regardless of whether the assets  are on the City PBX network; for example, pagers have a PBX ID of “PGR,” cell phones have a PBX ID of “CEL,” and circuits have a PBX ID of “CKT.” 

	Use
	Role the asset plays in your organization to help you identify numbers that appear on your bills, such as phone, fax, modem, wireless modem, fax, edge card, or Blackberry.   For some devices, the value in this field may be the same as the value in the Class of Service field.

	Extension
	Refers to the asset or line identifier off  the PBX switch (a.k.a. device) within the CCSF network.

The extension format varies depending on the asset.  Assets/phones on the City Network use 4 or 5 digit numbers. Cell phones, pagers and SBC lines (e.g., 1MB’s) use 10-digit numbers (e.g., 4155540000).  Circuits use an alpha-numeric format ID number (e.g., 60HCQA982986-001PT).  

	Asset Status
	You can change an Asset Status as part of updating information about the assets.

	Dispute
	A flag that triggers automatic processing for assets whose ownership or use you have been unable to determine by calling the number or reviewing you departmental records of telephony assets.

	Dispute Status
	Result of calling the disputed number to determine its owner, location, or role.  

You use the Other option is you have multiple discoveries or if your findings are not covered by the other options on the list.

If you select Other as the Dispute Status, then TelUS opens a Dispute Remarks field.  

	
	Status

How the Status Changes

What the Status Indicates

Newly Created

The system automatically posts this status when you add an asset to the database.

Your department has an asset you want to add to TelUS.

DTIS updates the Master Summary Bill, Billing Telephone Number, PBX ID (if appropriate), and Extension fields, then changes the status to Active.

Active

The system automatically posts this status when DTIS approves the asset for the database. 

The asset is in use and appears on bills to your department.

Request Disconnect

You select this status from the drop down list.

The asset is not in use and should not appear on bills to your department.

The Telecom Service Desk or Telecom Engineer (TE) validates all assets with this status before they break the billing link between the asset and your department.

Disconnected

Appears after the Request to Disconnect has been validated.

Appears after the Telecom Service Desk or TE validates your request to disconnect.

Assets with this status remain associated with your department for approximately 60 days (a billing cycle).  After that, you cannot display them.
Request Transfer

You select this status from the drop down list, then pick a Transfer To department and an Effective Date.

An asset with this status is awaiting action by the Telecom Authorized Contact in the “new” department.

This status can remain for up to 15 days after the later of the Effective Date or the Request Date, when it reverts to Active In the “old” department.



	Asset 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 where YOU work.   If the asset is not at the same location as you, you use the drop down lists to select a different site.

For circuits, this field indicates the first point of the location for the circuit.  The Additional Location Information field displays the second point of the circuit location.

If assets from your department are housed at an address that does not appear on the drop down list, please contact the DTIS Help Desk (554-5700 or DTIS.HelpDesk@sfgov.)
Street Address

Select the Street Address from the drop down list.  The Location Alias and City (the other two fields in this row) appear automatically, based on the street address you select.

Building

Free form field.   Designates which building at a multi-building street address, such as the name of a shed, power house, or out-building.  

[Floor]

Select the floor from the drop down list.

[Compartment Type]

Select Room or Cube from the drop down list to identify the compartment type.

[Number or ID] 
Free form field.  Enter the room number or cubicle number or other identifier of the “compartment.”  You must enter information in this field if you select a room or cube in the compartment type field.

Additional Location Information

Free form field.  Use this field to provide extra information about the location of the asset, such as a tunnel number, man-hole ID, or comments about wall locations.
You can enter only 65 characters and blanks into this field.
At some later date, asset location information will be available to 911 operators to that safety responders will know the location of the person reporting an emergency.  This services will help departments who are linked to a PBX that is housed in  a different building.

	Remarks
	Leave brief notes for yourself and for your colleagues to track anomalies and special activities associated with the employee or asset.  

Enter a date and name first, followed by the note.  Put the most recent note at the top of the window.  Use mixed case (lower case letters, with initial capitals.) This is a free-form field; the system does not reinforce these conventions.

REMEMBER THAT INFORMATION YOU ENTER HERE IS PART OF THE PUBLIC RECORD, so should include precise and professional language.

This field also may be used by the TE’s, Telecom Service Desk and the DTIS Billing Group to retain important billing and/or descriptive information about the asset that must not be deleted.

	Review 
	The check box works as a flag to identify an employee or asset that requires further investigation or action.   You could enter Remarks on either the Employee or the Asset window to indicate why you were reviewing or the result of your review.

Flagged employees and assets appear on the Flagged for Review list that appears when you log into the system.  (The list does not appear if no employees or assets have been flagged; that is, if the list is blank or empty.)

You, your departmental colleagues who have access to the system, the Telecom Engineers (TE’s), and the DTIS Billing Group all have access to this review flag.  The TE’s or Billing Group may flag a record that you, in the departments, should resolve or know about.  

The Review flag remains active until someone  specifically removes (un-clicks) it a, then clicks the Save button..

	Save
[button]
	You click this button to update the database with any changes you make to this window.  After you click Save, TelUS returns to the Search window.
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Reassign to Admin [button]
	You click this button to assign the asset to a “generic” user, instead of a specific employee who may no longer be working in your department.  When you click the button, the asset (device and/or phone line) is re-assigned to an employee called “Telecom Admin”  in your department, using the same Telcode as the previously assigned employee. 

“Telecom Admin” is the Telecommunications Authorized Contact  in your department.  You can move the unassigned asset to other Telcodes in your department’s hierarchy.  

	View History [button]
	You click this button 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 who updated the record and the date/time of the updates.  

You use the browser’s Back button to return to the  Asset Information window.


Update Information about Existing Assets

Assets are resources that have economic value to owners.  In the context of TelUS, assets are identified by Asset Tags, which are phone numbers or circuit IDs.
Assets are charged to your department for as long as you “own” them, including those phones you ask to leave connected after you move to a different facility.  While your department owns an asset, you may update information about the asset. 

24. Use either the Basic or Advanced Search tool as explained in Using the Search Windows.
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Remember to enter the Area Code and hyphens when searching for an asset.
25. Enter updates on any fields that are not grayed out. 

26. Click Save to change asset information TelUS and to return to the Employee Information window. 
Add an Existing (a Previously Unrecorded) Asset 

Before You Begin:
Before you add a previously unrecorded asset, call the number to validate that it is being used as you thought. 
Some assets that belong to your department may not appear in TelUS for your department.  This may occur when your department first starts using TelUS and needs to clean up existing data.  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.  
You cannot add an asset until an employee record exists in the system to associate with the newly added asset.  You may need to add the employee (create an employee record) before you can add the asset.

After you add an asset to TelUS, DTIS (Billing Group, Telecom Service Desk, or Cell Phone Administrator) adds billing information to the asset record.  

	IF the asset is for … 
	THEN you …

	An individual
	Create a record for the employee.  See the section called Add an Employee on page 22.

	A conference room, fax machine, TDD/TTD/ TTY, alarm line, or other “shared” asset
	Add an “employee” named for the room or device to help you identify it when reconciling phone bills.   See the section called Share Assets on page 32.


REMINDERS:

1.  You do NOT use TelUS to request new lines or other assets.  You use TelUS only to update TelUS with information about existing assets.  You follow the established business practices to request a new line or other asset.
2.  Any asset you add is billed to your department; therefore, you should not add assets as “dummy” records.
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Use either the Basic or Advanced Search tool as explained in Using the Search Windows  on page 9 to search for the asset to add. 
Remember to add the hyphens in the phone number.

If TelUS shows that the asset is assigned to a different department, a confirmation window appears.  You do one of the following on the confirmation window:

· Click Transfer Asset to transfer the asset to your department. 

· Click the Back button on your browser to return to the Add Asset window, where you may correct your entry or click the Cancel button. 

28. Click the Add [###-###-###] link  to display the Add Asset window. 
29. Click the Default Listed Number flag if you want the number to appear as the Listed Number in the City’s Web-based directory or the Intranet, as indicated on the Employee Information window.
Do NOT click the flag if you want to keep this number private or available only on the rosters and lists you publish within your department. 
30. Start entering the employee’s name in the Assigned to field to reduce the number of names displayed on the drop down list.
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If the name of the employee does not appear on the list of names from your department, then click the Add Employee button to display the Add New Employee window.  
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Adding an employee is explained in detail in the section called Add an Employee on page 22.
After you add the new employee, the system returns to this Add Asset window.

31. Select the Category, Type, and Use from the drop down lists. 
32. Correct the Extension,  if necessary.
33. Enter an Effective Date, if appropriate.   The date can be no more than 30 days before or after the current date.

34. Select the Street Address, Building, and/or Floor to identify the asset’s location/

35. Enter Additional Location Information or Remarks, if needed.

36. Click the Review flag to add this asset to your Review Queue for follow-up.
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You may choose to use the Review flag to remind yourself to assign the asset to an employee.  Before you can assign newly added assets to employees, DTIS must add additional information to the asset record and change its Status from Newly Created to Active.  

37. Click the Add Asset button to display the confirmation message. 

38. Click OK to close the confirmation window and to return to the Search window.
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The asset you added appears in its own list among your review queues, as an Asset Awaiting Approval.
Assets you add have a status of Newly Created.  DTIS reviews all assets with this status and updates the Master Summary Bill, Billing Telephone Number, PBX ID (if appropriate), and Extension fields, then changes the status to Active.

DTIS may, on occasion, reject the asset you are adding.  If this occurs, the system automatically sends you an e-mail.  You can view the reason for the rejection in the Remarks field on the Asset Information window.
Reminder::  You cannot assign the asset to an employee in TelUS until after it has an Active status.  Consider using the Review flag on the Add Asset window to add the asset to your review queue for follow-up activities.
Share Assets

Assets cannot appear in TelUS without an employee link.  If the asset is a phone line for a conference room, fax machine, TDD/TTD/ TTY, alarm, or other shared device, you add an “employee” named for the room or device to help you identify it when reconciling phone bills.  Therefore, the first steps you take to “Share an Asset” are the same as those you take to add an employee.
After you add the “employee,” you can assign assets to the “employee.”  Your task is not complete until you link the Asset Tag (phone number) to the conference room, fax machine, TDD/TTD/TTY, or other shared device.
About Conference Room and Device Names:

Names that appear in TelUS also appear on your department’s phone bills, in lists and reports you can create using TelUS, and, if desired, in the City’s Web-based directory.  The names also appear in TeleWeb, the web-based telephone usage reporting system.  Therefore, you should make up and enter a name that everyone will recognize when reconciling bills or looking up names in the departmental phone list.  For example, if you have multiple fax machines, you might enter “Fax” as the last name and the device location as the first name. 
39. Use either the Basic or Advanced Search tool to locate a name for the room or device you want to add. 
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2. Click the Add Employee button to display the Add Employee window. 
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3. Enter a name for the device or room associated with the asset.
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 Try to make the name consistent with other names you use for similar devices or rooms.  Do something to give each room or device a unique name; for example, you should avoid using Last Name = Conference and First Name = Room for all your conference rooms.  You’ll not be able to tell them apart and will impede the Telecom Engineers and the DTIS Billing Group who can see that name for every department in the City.  
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4. Click the Add Employee button to display the Confirmation message. 
5. Click OK to close the confirmation message and to return to the Basic Search window.
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Click the Search button to display the link to the new “employee.” 
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 Click the link in the search results to display the Employee Information window with default information for the “employee.”
8. Change the Employee Type to Shared.
You may need to scroll down in the drop down list to locate the Shared option.
9. Correct or add to the displayed default information about the room or device.

The default information matches YOUR personal information.  The Active Date defaults to today’s date. 

Be sure to change the Active Date to the actual date the device was put into service.  The date does not affect billing, but does helps you reconcile the bills.
10. Click Save to update TelUS. 

11. Assign assets to the “employee” as explained in Linking Assets and Employees on page 32.  
In other words, after you add an “employee” named for a conference room, fax machine,  or other shared device, you still must link the conference room phone or the device to the “employee” you just created.
Transfer an Asset between Departments

When you transfer assets between departments, you flag the asset for transfer, then the Telecommunications Authorized Contact in the department that is either accepting or releasing the asset takes steps to “complete” the transfer.

Transferring Assets out of your Department

40. Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Asset Information window for the asset you want to transfer.
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Remember to enter the Area Code and hyphens when searching for an asset.

3. Change the Asset Status to Request Transfer  to make the Transfer To field and the Transfer Effective Date field appear. 
4. Select a department for the asset if you know where the employee who uses the asset works now. 

If you don’t know the destination department, then you should select RequestDisconnect as the Asset Status.
5. Enter the Transfer Effective Date.  

If you do not change the Effective Date, then the assignment is processed immediately.  You can enter a date that is 30 days before or after the current date.  Entering a date in the past does not affect billing, but helps you reconcile bills.

6. Click Save to update TelUS. 

This process triggers an automatic e-mail to the Telecommunications Authorized Contact in the other department.  The asset remains associated with your department and your phone bill until the Telecommunications Authorized Contact in the other department approves the transfer.

After the Telecommunications Authorized Contact in the other department completes the transfer and accepts “ownership”  of the asset, you cannot view the record.  You can view only those assets and employees that are associated with your department.

The Telecommunications Authorized Contact (Telecom Admin) takes steps as explained below to authorize the transfer before the transfer is completed.  

If the Telecom Admin in the other department takes no action within 15 days after the later of the Effective Date or the Request Date, then TelUS automatically rejects the transfer request, removes the name from both departments’ queues, and sends you an e-mail about the rejection.

NOTE:  Not all departments are receiving access to TelUS on the same schedule.  If you are transferring an asset to or from a department that does not have access to TelUS yet, then the transfer occurs without the participation of the Telecommunications Authorized Contact in the other department.  When that other department has access to TelUS, the transfer may appear as a discrepancy in their records.

Transferring Assets into your Department

41. Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Asset Information window for the asset you want to transfer.

2. Remember to enter the Area Code and hyphens when searching for an asset.
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Update the Effective Date of Transfer, if appropriate.

4. Click the Request Transfer button to display the Review Queues and Transfer Queues, where the requested asset now appears. 

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

The asset remains associated with the other department until the Telecommunications Authorized Contact in the other department approves the transfer.

After the Telecommunications Authorized Contact in the other department completes the transfer and accepts “ownership”  of the asset, you can view the asset’s record, but they cannot.  You can view only those assets and employees that are associated with your department.

The Telecommunications Authorized Contact (Telecom Admin) takes steps as explained below to authorize the transfer before the transfer is completed.  

If the Telecom Admin in the other department takes no action within 15 days after the later of the Effective Date or the Request Date, then TelUS automatically rejects the transfer request, removes the name from both departments’ queues, and sends you an e-mail about the rejection.

Authorizing an Asset Transfer  (In or Out)

You must take steps to accept or reject a transfer request before TelUS can recognize the transfer as valid and complete.  

The system sends you an e-mail notifying you of requested transfers and also posts the transferring assets to your TelUS Transfer Queue.  If names or assets are in your Transfer Queue, the queue appears when you log onto TelUS, before the Search window appears.

If you take no action within 15 days after the later of the Effective Date or the Request Date, then TelUS automatically rejects the transfer request, removes the asset from both departments’ queues, and sends the Telecommunications Authorized Contact in the requesting department an e-mail about the rejection.  
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42. Display the Transfer queue(s).

The queue(s) appear automatically when you log into TelUS.  You also can display the queue(s) by clicking the Review Queue link on either the Basic or Advanced Search windows.

The transfer queues include an Approval column.  Yes in the Approval column indicates a transfer that awaits YOUR action.  No on the Approval column indicates action is required by someone else – it is a transfer that you initiated and requires an acceptance or rejection by the other department.

2. Click the phone number in the queue to display the Asset Information window.
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NOTE:
You cannot view the data for the transferring  asset until on or after the Effective Date of the transfer.

When you  display the Asset Information window via the transfer queue, two aspects differ from what occurs when you display the window from the Search tools:

· You can display an asset not associated with your department.

· The window includes Accept and Reject buttons.

3. Do one of the following:

	If you
 want to …
	
Then you …
	
And TelUS does the following:

	Reject the transfer request
	24. Click the Reject Transfer button to display the Rejection Remarks  field.

25. Add the reason for the rejection to the Rejection Remarks field.  You do NOT need to add the date in the Rejection Remarks field.
26. Click Reject Transfer again to return to the Transfer queue(s).
	27. Changes the Asset Status back to Active in the “old” department.
28. Moves the Reject Remarks to the “regular” Remarks field, with the date and time.

29. Sends an e-mail to the department that initiated the transfer notifying them that the transfer was not processed. 

30. Updates the Update Log for the employee record.  (Click the View History button to display.)

	Accept the transfer request
	31. Click the Accept transfer button.
	32. Changes the Asset Status to Active in the ”new” department.

33. Blanks out the Listed Number fields on the Asset Information window.

34. Displays and “unlocks” the Asset Information window for updates in the “new” department.

35. Assigns the employee to the primary Telcode in the ”new” department.

36. Sends a confirming e-mail to the “old” department.

37. Transfers the employee’s assets in the “old” department  to that department’s Telecom Admin.

38. “Locks” the Asset Information window from view at the “old” department.

39. Updates the Update Log for the employee record.  (Click the View History button to display.)


NOTE:  

If an asset is transferred into your department, you should take the same steps as you would when adding an existing asset to the database:

· Assign the asset to an employee

· Update the asset Location
· Update the employee’s record with phone, fax, cell, and/or pager numbers as they should be published 

· Update the Publish flag on the employee record to identify where the employee’s phones numbers should be published 

Disconnect an Asset

When an asset appears on your telephone bill that is not in use and should not appear, you can change the Asset Status to Request Disconnect.   

Assets with a status of Request Disconnect automatically generate a Service Request to the Telecom Service Desk or Telecom Engineers (TEs).  Telecom Service Desk staff or TEs validate all requests before they break the billing link between the asset and your department, since many billed numbers are for assets you may not recognize, such as alarm lines, elevator phones, or data circuits.

BEWARE:    An asset with a Request Disconnect status goes into an automated process; therefore, you cannot change the status back to Active from within TelUS.  If you realize that the Request Disconnect status is inappropriate, contact the Telecom Service Desk (550-2774).  Since they 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. 

About Pagers:  

You do not use TelUS to disconnect pagers.  You work directly with your pager vendor to maintain accounts for pagers.
TelUS displays pager data that is refreshed each month from the vendor CD's.   The CD data updates existing data in TelUS.
Golden Gate Pager provides a paper bill instead of a CD; therefore, data about their pagers cannot be refreshed in TelUS from the CD.  Golden Gate pagers to not appear in TelUS unless you specifically add them.
43. Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Asset Information window for the asset you want to disconnect.
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Remember to enter the Area Code and hyphens when searching for an asset. 

2. Select Request Disconnect from the drop down list in the Asset Status field. 

3. Click Confirm in the Confirm Request panel to display the Request Disconnect Date field and close the confirmation panel.

If you select the Do not show me … option on the Confirmation Request panel, you can save the request without the confirmation.  The Do not show me … option is in effect for only the current working session.  It returns when you log out and log back into the system.
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Enter an as-of date in the Disconnect Request Date field. 
You can enter a date up to 30 days in the future.  Each vendor needs a different number of days to disconnect a number, but will not do so before the Disconnect Request Date.

5. Click Save to save the request and to generate the Service Request for the Disconnection.  

When the disconnection is complete, the Asset Status changes to Disconnected.   It remains associated with your department for at least 60 days (the billing cycle) and then is no longer associated with your department.  You can view the asset in TelUS while it has Request Disconnect status and during the first 60 days of its having a Disconnected status. 
Disconnected assets are placed in an Inactive Status and associated with a suspense department called ZZZ.  The DTIS Billing Group, Telecommunications Engineers, and the Telecom Service Desk can view and update the assets linked to the ZZZ department.  You can transfer assets from department ZZZ just as you would from any other department, as explained in the section called Transferring Assets into your Department on page 32.
BEWARE:    An asset with a Request Disconnect status goes into an automated process; therefore, you cannot change the status back to Active from within TelUS.  If you realize that the Request Disconnect status is inappropriate, contact the Telecom Service Desk (550-2774).  Since they 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. 

Dispute an Asset

Assets whose ownership you question may appear on your telephone bills or on the Discrepancy Reports.   You can ask DTIS to research where the asset is used and whether it even belongs to your department.
Before you Begin

 Before you dispute ownership, you should take both of the following steps:

44. Call the number to determine whether and where the asset is in use.  
	IF, when you call, …
	THEN see the following section in this TelUS guide 

	No one answers or you get any of the tones listed below:

( Ring, no answer

 ( Busy

 ( Disconnected Recording 

 ( Modem/Fax tone

 ( Message referring calls to: ________________ 

 ( Wave-Off (sounds like “dedo-dedo-dedo”)

 ( Other_________________________________
	Disconnect (Inactivate) an Asset
A DTIS Customer Service representative, or a DTIS Telecom Engineer will research your request, and then will do one of the following: 
· Disconnect it
· Transfer it to the correct department
· Reject your request and e-mail you the reason why

	You find that the number belongs to your department 
	Updating Employee Information (to associate the asset with the employee who uses it) 
or

Updating Asset Information  (to update the Use and/or Location fields to help resolve the identity of the asset in the future)

	You find that the number belongs to another department 

NOTE:  You can do any of the following to locate the department associated with a name on a voice message:

· Use TelUS to search for the employee whose name was on the message.  TelUS will identify the department if it is not yours.

· Use the Intranet-based phone directory to locate the employee  

· Leave a message and your phone number for a call back
	Transfer Assets between Departments


2. Review any documents you maintain about the phone numbers associated with your department for modems and data lines, alarm systems, emergency phones in elevators, and other uses that may not have voice mail functions.
Flag the Disputed Asset

If you were unable to identify the asset by calling it or through your own records, you can use TelUS to flag the asset as questionable.  The asset is not billed to your department while it is in dispute, but usage charges accrue and are billed to the owner department that is identified by the dispute resolution process when the process is complete.
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Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Asset Information window for the asset you want to dispute.

Remember to enter the Area Code and hyphens when searching for an asset. 

2. Click the chec to make the Dispute Status field appear.

3. Select the Dispute Status the drop down list. 

NOTE:  If you select Other from the drop down list, then TelUS opens a Dispute Remarks field.  You use the Other option is you have multiple discoveries or if your findings are not covered by the other options on the list.
4. Enter notes about the disputed asset in the Dispute Remarks field, if it appears.  
5. Click Save to update TelUS and to trigger all of the following automatic actions:

· Return to the Employee Information window for the employee associated in TelUS with the asset you are disputing

· Move any comments you entered in the Dispute Remarks field to the Remarks field

· Update the asset history that you can display by clicking View History on the Asset Information window

· Post the asset in the Disputed queue at the Telecom Service Desk to research and resolve 

· Post the asset in your Disputed queue, where it will remain until you “un-flag” it or until it is resolved 

· Remove the asset from your department’s bill as of the last day of the month in which you initiated the dispute
Usage charges accumulate and will be billed after the owner department is identified.  Non-usage charges are not carried forward.. 
Reminder:  Bills are always two months behind the current date, so the asset may appear on your next bill, but it will not appear on the bill for the month in which you initiate the dispute.
Linking Assets and Employees

You can use either the Employee Information or Asset Information window to link assets and employees.  Usually you use the Employee Information window to assign an asset to an employee and use the Asset Information window to re-assign an asset to a different employee.
See Re-assign an Asset  -  From the Asset Information Window on page 32 for a more detailed explanation of using the Asset Information window as your starting point.
Assign an Asset  -  From the Employee Information Window
Usually, you assign an asset to an employee from links in the Employee Information window.
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 Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Employee Information window for the employee you want to associate with the asset.
2. Click the Assign Asset button on the Assigned Assets window to display the Assign Asset window.
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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 Asset Tag field to display the drop down list of phone numbers associated with your department in TelUS.
Remember to enter the Area Code and hyphens when entering phone numbers.
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 Click to select the phone number from the list to make it appear in the Asset Tag field of the Assigned Assets window.
BEWARE:  You MUST click the number on the list.  You cannot just enter a number in the Asset Tag field.
You can enter the phone number (Asset Tag) to look ahead for the number on the display list.  Remember to enter the hyphens in the phone number.

5. Change the Effective Date, if appropriate.  
If you do not change the Effective Date, then the assignment is processed immediately.
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You can enter a date that is 30 days before or after the current date.  Entering a date in the past  does not affect billing, but helps you reconcile bills.
6. Click the Default Listed Number box if you want the number to appear in the appropriate the phone, cell phone or pager Listed Number field on the Employee Information window.  
The Listed Numbers are available to include on lists, rosters, and reports you can generate from TelUS.  The Listed Numbers also appear in the City’s Web-based directory for the employee.
7. Click the Assign button to update TelUS and to return to the Employee Information window, which now shows the newly assigned asset in the list at the bottom of the window.
Re-assign an Asset  -  From the Asset Information Window
You can use either the Employee Information or Asset Information window to link assets and employees.  Usually you use the Employee Information window to assign an asset to an employee, and use the Asset Information window to re-assign an asset to a different employee.  
From the Asset Information window, you can enter a re-assignment Effective Date that is 30 days before or after the current date.   You also can prompt the system to automatically populate the Listed Number field on the Employee Information window.
See Assign an Asset  -  From the Employee Information Window on page 32 for a more detailed explanation of using the Employee Information window to assign or re-assign assets.
Warning:  Changing the employee name in the Employee Information window does not re-assign an asset.  Assets are associated with the employee’s unique identifier (not the name) and retain that link until you change it using the steps explained below.  
47. Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Asset Information window for the asset you want to re-assign.  
Remember to enter the Area Code and hyphens when searching for an asset. 

2.  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.)
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NOTE:  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.

3. Update the Effective Date, if appropriate.

You can enter a date that is 30 days before or after the current date.  Entering a date in the past does not affect billing, but helps you reconcile bills.
4. Before you click Save, click the Default Listed Number box, if desired, to make this phone number appear on the Employee Information window in the Listed Number field for the asset category (phone, cell, pager, fax).

5. Click Save to update TelUS and to display the Employee Information window for the former “owner” of the asset. 

6. Make sure that the re-assigned number no longer appears as a Listed Number for the former “owner.” 

The Listed Phone Number fields in the Employee Information window are not linked to other data fields so that you can control the number that appears in published lists and in the City’s web-based directory.   You must maintain the Listed Numbers as a separate step in adding or changing asset assignments. 

Viewing Update Logs

TelUS records a history of changes made to employee records and to asset records.
The Update Log displays the name of the person who updated the employee or asset record, the date & time of the update, and the before & after of the update.  The Log shows the updates only for the employee or asset you specify.  
The date & time stamp in the Update Log comes from the TelUS server, not from the internal calendar and clock on your PC.  

The Update Logs reflects only the changes made through TelUS windows.  They do not show changes that were made to TelUS data through the Asset Center. 
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Use either the Basic or Advanced Search tool as explained in Using the Search Windows on page 9 to display the Employee (or Asset) Information window for the employee or asset whose history you want to view.

2. Click the View History button on the Employee (or Asset) Information window to display the Update Log.
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Click the Back button on your browser to return to the Employee (or Asset) Information window to initiate any additional updates to the employee record. 

Creating Lists, Rosters, and Reports from TelUS

Before you Begin

If you plan to export TelUS data to create lists and rosters, you must set your desktop PC to accept pop-ups.  See Allowing Pop-up Windows  on page 5  for information about accepting pop-ups.
Role of the Lists, Rosters, and Reports
You can use TelUS to export TelUS data to an Excel spreadsheet,  word processing, database, or other spreadsheet applications.  You can format or rearrange exported data to suit any need.  You can supplement exported data with information that does not appear in TelUS, such as phone numbers you add for reference to your departmental phone lists. 

You can export several records or just a single employee record.  You use exported data to do any of the following:

49. Include in a request to a manager to validate the data.
2. Generate an internal phone list, reducing the number of documents you must update when staff comes or goes or when devices and phone lines get re-assigned.
3. Generate employee/location lists or lists of phone numbers for fax machines and conference rooms.
4. Generate lists of employees or contractors associated with your department.

5. Generate lists based on combinations of data you can select. 
Step 1.  Search for the PRIMARY Information to Include
You search for the data that will be the PRIMARY information on your list, roster, or report.  For example, for a department-wide phone list, you may search by Last Name; for a list of cell phones in your department, you may search by Asset Category. 
	If you want to use the following as the PRIMARY information …
	Then you use the …
	And enter …

	· Last Name
· Phone number (Asset Tag) 
	Basic Search window
	Any of the following in the blank at the top of the Basic Search window :
· Last Name

· Area Code and an asterisk (e.g., 415* )

· Area Code, extension, and an asterisk (e.g., 415-554* )

· Asterisk (*) only 

	· First Name

· Title

· Employee Type or Status, such as Contractors
· Segment of the department’s hierarchy

· Address / Location
· Other information about the employee

· Phone number (Asset Tag)
· How the asset is used (e.g., modem or fax)

· Other information about assets
	Advanced Search window
	Any of the following in any field or combination of fields on the Advanced Search window :
· Asterisk (*) only

· Preliminary letters or numbers plus and asterisk (e.g., 415-554*  )

· Selection from a drop down list
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Select either the Basic Search or the Advanced Search window as the path to locate the information for your list, roster, or report.

51. Enter search criteria in the appropriate field(s) of either Search window.  

Enter an asterisk (*) to display all  records associated with the field, as you might to create a phone list for your department.

TIP:   While searching by multiple fields may reduce the number of records that appear in the search results, it also makes the search run more slowly than it would if you sought only a single field.  Be patient when performing complex searches or consider running a simple search, then export the results to Excel or Word and delete the unnecessary records from your finished list, roster, or report. 
3. Click the Search button to initiate the search that will be the basis for your list, roster, or report.
The search may take several seconds if you are generating a list of your entire department with several fields.   
Step 2.  Generate the List, Roster, or Report
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Click Generate List to display the Generate List command window. 
2. Select either Employees or Assets as the List Type. 
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NOTE:  The Employee view shows the listed numbers.  The Asset view shows all assets, regardless of whether they are flagged as public, City only, or unpublished.

3. Click Refresh to generate the list from the search results.

Step 3.  Sort, Rearrange, or Reorganize the Generated List
You can sort, rearrange, or reorganize the data that appears on the generated list.
Buttons and icons on the Discrepancy Reports are explained in the section called WebGrid Buttons on page 3.   

· Use the Filter button  [image: image15.bmp] to limit the amount of displayed data.  

· Click and drag column labels into an order that suits your needs.

· Sort the displayed data by clicking the column label.  Click it again to sort the data in the reverse order.
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Click and drag a column label into the space called Drag a column header here … to group the data.  You can expand and summarize the data by clicking the Expand [image: image16.bmp] button.

You also can select the columns to include in your list, roster, or report.

53. Right click any column label to display the menu.

54. Click Select Columns to display the checklist menu. 
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The menu defaults to select all fields.

55.  Click to de-select any fields you do not want to appear in your report.
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Click Apply Changes to update the display of the list you generated.
Step 4.  Export the Generated List
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Select the Export [to] application from the drop down list in the Generate List command window.  

58. Select whether Portrait or Landscape page layout from the drop down list.  

You can change the page set up as part of formatting the list after you export it.

59. Click the Export button to display the File Download window. 

4. Do one of the following:

· Click Open to display the results of the export in an open browser window on your screen.  You can  choose to save or not save the opened display as a file; you can follow hyperlinks in the display; or you can format the display using the Excel drop down menus that appear across the top of the screen. 

· Click Save to save the file to a directory you can specify.  Then you can go to the specified directory to locate the file to review it, format it, or save it into another application. 
· Click Cancel to abandon the download process before it begins.

If you choose Save or Open (then Save as), the window appears.  
60. Select a Save in directory.
61. Enter a meaningful File name to replace the WebGrid default name.

62. Click Save to save the list, roster, or report.

Step 5.  Format and modify your exported data

Format and modify the exported data as appropriate, using the tools associated with the application you selected to export to.  Add additional data or delete downloaded data to accommodate your needs. 
Cleaning up Data that was Generated before the TelUS Implementation

When TelUS is first implemented in your department you should clean up the inaccuracies that appear in TelUS for your department.  TelUS provides seven Discrepancy Reports to help you identify and access those records in TelUS that differ from your own existing Excel-based phone list.  You need not use the Discrepancy Reports to clean up inaccuracies.  They are offered as a convenience.
After you begin using TelUS regularly to maintain data about employees and assets, you should not need to use the Discrepancy Reports again.  You will be able to generate phone lists from TelUS, so the information on your phone list should always match the information that appears in TelUS.
TelUS creates a default e-mail address from the employee name in the First.Last@sfgov.org format used by Lotus Notes.  The e-mail address may not be accurate if your department does not use Notes or if individuals use nicknames or if more than multiple employees have the same name.
Discrepancies may relate to the employee or to the asset or to the links between employees and the assets they use.  In general, to correct discrepancies, you do the following:

63. Make sure your Excel-based phone list is accurate.

2. Generate the Discrepancy Reports.

3. Work Report 1 first to correct the difference between how employee names appear on your phone list and in TelUS and to add employees to TelUS who appear only on your phone list.  (You work this report first, as it may resolve discrepancies that appear on Reports 3 and 7.)
4. Work Reports 2 – 6 in any order to:

· Update TelUS with information about employees who have transferred into your department (Report 2)
· Update TelUS with information about employees who have transferred or left City service.  (Report 3)

· Update TelUS with information about assets that have transferred into your department (Report 4)

· Update TelUS with information about new assets in your department (Report 5)

· Update TelUS with information about assets that have been transferred to a different department or disconnected.  (Report 6)

5. Work Report 7 last to correct links between assets and employees in your department.  (You work this report last, since some of the name or asset discrepancies may be resolved from the other reports.)
Step 1.  Validate your Department’s Excel-Based Phone List

You create Discrepancy Reports by comparing your department’s current Excel-based phone list with information from TelUS.  Names on the phone list must be unique.  If your department has multiple employees with the same name, then add a middle initial or a nickname to make the names different.

Make sure your department’s Excel-based phone list is up to date.  If your department maintains its phone list in a different software application, copy it to Excel.

The Excel-based phone list can have any file name.  It can use any font and any combination of capital and lower case letters.  It can include any number of columns of data, but MUST include the following (in any order) so that TelUS can use it:

· Column labeled LastName (with no space between the words)

You may choose to enter both the employee’s last name and the first name in this column.  If you do so, separate the names with a comma and a space.
· Column labeled FirstName (with no space between the words)

The FirstName column contains the first name PLUS any middle name or initial you wish to include.
· Columns labeled called Phone, PersonalPhone, Fax, PersonalFax, Cellular, PersonalCellular, Pager, and PersonalPager. These are the telephone numbers associated with the employee’s devices. 

· You need not enter an Area Code for the phone numbers.  The system defaults to 415 if an Area Code is not present.  

· You MUST enter hyphen in the phone number.

· You must NOT use slashes, dots, or parentheses in the phone number

· You enter a P in the Personal[device] column to flag personal assets that appear on the phone list.  Flagged assets do NOT appear on the discrepancy reports, do NOT get added to the City’s inventory of assets, DO get added to TelUS in the Listed Number fields on the Employee Information screen.

The column labels in the Excel-based phone list use these exact words.  TelUS cannot use your Excel-based phone list to highlight discrepancies if it is set up differently.

Step 2.  Generate Discrepancy Reports

You create the Discrepancy Reports by importing your Excel-based phone list into the discrepancy-seeking process.

64. From the Search or  Advanced Search window, click the Discrepancy Reports hyperlink to display the Discrepancy Reports menu.

2. Click the Upload Spreadsheet option to display the Upload File dialog box.


3. Click the Browse button to display the Choose File dialog box.


4. Locate the phone list file.
5. Click to select the spreadsheet to upload, to close the Choose File window, and to return to the Upload File window.


6. Click Retrieve Worksheets  to display the Upload File // Worksheet window.
7. Enter the name of the worksheet tab from the Excel file that contains the phone list   or   select the tab name from the drop down list.  
NOTE:  This is NOT the name of the Excel file.  Usually that tab name is Sheet1$ (with no space before the 1 and an invisible $ after the 1.) 
8. Click the Upload button to generate the on-line Discrepancy Reports from a comparison of the uploaded spreadsheet and TelUS. 
TelUS displays a confirmation message when the upload is complete.
Step 3.  Initiate Updates from the Discrepancy Reports

About the Discrepancy Reports

All the discrepancy reports were derived by comparing your phone list with the data in TelUS that is associated with your department. If data on the phone list does NOT match data in TelUS, then a discrepancy exists and appears on the reports.  If the data on the phone list matches data in TelUS, then no discrepancy exists.  If BOTH the phone list and TelUS are inaccurate, then the inaccuracy remains undetected and unreported.

Reports 1, 2, and 3 address discrepancies with employee names.  Reports 4, 5, and 6 address discrepancies  with phone numbers.  Report 7 addresses discrepancies in employees and their associated phone numbers. 
All reports let you choose to Ignore discrepancies.  You ignore those that appear for a valid reason; for example, your phone list may include a name and phone number for building maintenance.
As you correct or choose to Ignore discrepancies, the entries disappear from the reports, but not from TelUS.  Once you correct all the discrepancies, the reports are blank.

Features on the Discrepancy Reports
Buttons and icons on the Discrepancy Reports are explained in the section called WebGrid Buttons on page 3.   
· Use the Filter button  [image: image17.bmp] to limit the amount of displayed data.  

· Sort the displayed data by clicking the column label.  Click it again to sort the data in the reverse order.

· Use the check box to the left of each record to flag those to be resolved, then click an action button at the bottom of the window to take action.  You can select several individual records to resolve the same way.  For example, you may select several records, the click the Ignore button to initiate action on all the selected records. 

· Use the check box to the left of the left-most column label to select all records on the report, the click the check box for individual records to de-select them. 
· Click and drag a column label into the space called Drag a column header here … to group the data.  You can expand and summarize the data by clicking the Expand [image: image18.bmp] button.
Tips for Working with the Discrepancy Reports

The following processing tips may reduce the steps you must take to resolve the discrepancies.  

· Discrepancies you resolve on one report may automatically resolve a related discrepancy on another report.  For example, discrepancies resolved on Report 1 should also resolve and remove discrepancies from Report 3 and from Report 7.  Therefore, you should work Report 1 first and work Report 7 last.  You can work the others in any sequence.

· Select multiples to process at the same time  For example, you may select several records, then click the Ignore button to remove the selected items from the display at the same time.  
· Use the Drag a column header to group by that column  feature to cluster employees or assets that you can process at the same time.
· Correct discrepancies that appear for a reason that differs from most of the discrepancies on the report, then use the Select All option to treat remaining discrepancies at the same time with the same process.
· Open a second instance of TelUS so that you can search for the updated records if you want to verify that the update occurred properly.
· If a name or phone number appears as a blue hyperlink, you can click it to display the Employee Information window or the Asset Information window, which displays more data fields than appear on the discrepancy report.  You can update fields in that window, as appropriate.
· Press the <F5> key or click the Refresh icon in the lower right corner of the report window to update the display if the display includes names or assets you’ve already updated.
· Click in blank fields to see if the field opens a drop down list of options to insert into the field. 
· The check box to the left of the left-most column label lets you select all items on the discrepancy report.   You can click it to select all, then click individual items on the report to de-select them.
Report 1 – Phone List Employees not in TelUS
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About the Report
The phone list is the basis for locating discrepancies that appear in this report.  The discrepancy report process compares names on your phone list with names that TelUS associates with your department.
If names appear multiple times on the Phone List, then they will appear multiple times on the discrepancy report.

You cannot correct your phone list from within TelUS.  If you do correct your phone list, you can re-generate the discrepancy reports from the corrected list.  
	IF the name on the phone list …
	THEN the discrepancy report displays …

	EXACTLY matches a name in TelUS 
	Nothing.  The name does not appear on the report in either the Phone List name field or the TelUS name field.

	Includes a LAST name that matches ONE occurrence of a LAST name in TelUS
	The Phone List name and the TelUS name.

	Includes a LAST name that matches MULTIPLE  occurrences of a LAST name in TelUS
	The Phone List name, but no TelUS name.
You can click in TelUS name Employee Match field to “open” it.   Then begin typing the last name to display a list of names in TelUS that MAY match the Phone List name.


Processing Tips

65. You can select multiple names to treat the same way at the same time; e.g., Ignore, Accept, Update, or Add.

2. Select names to Ignore first.  This reduces the list to only those names remaining to be researched and resolved. 

Working the Report
You take different steps to work the report, depending on what you need to accomplish.
	IF you want to …
	THEN you …
	AND the TelUS  response is to…

	Remove names from the report that are not “true” discrepancies  

For example, the phone numbers for building maintenance may appear on your list, but should not appear in TelUS. 
	40. Click the box to the left of the Phone List name to display a check mark.

41. Click the Ignore button.
42. Click OK to confirm the action request.
	43. Make no changes to TelUS.

44. Remove the displayed name from the report.
NOTE:  The Ignore option does NOT resolve and remove name-related discrepancies from Reports 3 and 7.  

	Remove names from the report when the discrepancy does not matter or when the TelUS version of the name is the version that should appear on your rosters, lists, reports, and the Web-based directory  

For example, the Phone List name may be John Doe and the TelUS name may be John Q. Doe.  That difference may be acceptable.
	45. Make sure that a name appears in the TelUS name field.  
If necessary, click in the field to “open” it, highlight the displayed name, then begin typing a last name to limit the number of names displayed on the drop down list, then click to select a name.
46. Click the box to the left of the Phone List name to display a check mark.

47. Click the Accept TelUS Name button.

48. Click OK to confirm the action request.
	49. Make no change to TelUS.

50. Remove the displayed name from the report.

51. Resolve and remove name-related discrepancies from Reports 3 and 7.

	Change the TelUS name to match the Phone List name 

For example, the Phone List name may be Johnny Doe and the TelUS name may be for J.Q. Doe.  You want the Phone List name to appear in TelUS so that the more familiar name is available to print on rosters, lists, and reports, and in the Web-based phone directory.

NOTE:   TelUS displays no Employee Match names if the LAST name from the Phone List matches multiple occurrences of the LAST name in TelUS. 

ADDITIONAL FEATURE:  You can change the phone list name in TelUS before you update the TelUS name.  For example, the phone list name my be Johnny Doe and the TelUS name may be J.Q. Doe.  You want the TelUS name to be John Doe.  You can change Johnny to John in the name field before you click the Update TelUS Name button.
	52. Click the box to the left of the Phone List name to display a check mark.

53. Click the Update TelUS Name button.

54. Click OK to confirm the action request.

NOTE:  If the TelUS Employee Match field is blank, you click in the field to “open” it.  Begin typing the last name to display existing options for a match.  Click to select a name from the drop down list, then click the Update TelUS Name button.
	55. Replace the TelUS name with the Phone List name.

56. Update the employee record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

57. Resolve and remove name-related discrepancies from Reports 3 and 7.

58. Remove the displayed name from the report.

	Add the employee who appears on the Phone List to TelUS
For example, an employee may appear on your Phone List who does not appear in TelUS.  You may choose to add the employee to TelUS so that employee name is available to match with telephony assets or to print on rosters, lists, and reports, and in the Web-based phone directory.
	59. Search the TelUS name field for names that may match the Phone List name to make sure that the employee does not already appear in TelUS

If necessary, click in the field to “open” it, highlight the displayed name, then begin typing a last name to limit the number of names displayed on the drop down list.

60. Make sure the TelUS name field is blank.  

If necessary, click in the field to “open” it, highlight the displayed name, press the Delete key or the Backspace key to remove the name, then press the Tab key to exit the field, leaving it blank.

61. Click the Hierarchy field next to the employee name to “open” it.
62. Select a hierarchy designation from the drop down list.

63. Click the Location field next to the employee name to “open” it.

64. Select a location description from the drop down list.

65. Click the box to the left of the Phone List name to display a check mark.

66. Click the Add Employees button.
67. Click OK to confirm the action request.
	68. Create a record for the employee using the name that appears on the phone list.
69. Update the employee record Update Log with the time and date of the change, as well as the name of the person who added the employee.
70. Copy the phone numbers from the phone list to the Listed Number fields in the Employee Information window (and the database).  
71. NOT automatically assign the assets from the phone list to the employee.

72. Activate the Review flag in the Employee Information window to make the record appear in your Review Queue.  You must go to the employee record to update the  asset assignments.

73. Remove the displayed name from the report.


Report 2 – Employees in Different Department
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About the Report
The phone list is the basis for locating discrepancies that appear in this report.  The discrepancy report process compares names on your phone list with names that TelUS associates with your department.

If names appear multiple times on the Phone List, then they will appear multiple times on the discrepancy report.

You cannot correct your phone list from within TelUS.  If you do correct your phone list, you can re-generate the discrepancy reports from the corrected list.  

	IF the name on the phone list …
	THEN the discrepancy report displays …

	EXACTLY matches a name in TelUS that TelUS associates with your department
	Nothing.  The name does not appear on the report in either the Phone List name field or the TelUS name field.

	EXACTLY matches a name in TelUS that TelUS associates with a DIFFERENT department
	The TelUS name and the associated department


Processing Tips

66. You can select multiple names to treat the same way at the same time; e.g., Ignore or Transfer into your department.
67. Select names to Ignore first.  This reduces the list to only those names remaining to be researched and resolved. 

Working the Report

You take different steps to work the report, depending on what you need to accomplish.
	IF you want to …
	THEN you …
	AND the TelUS  response is to…

	Remove names from the report that are not “true” discrepancies  

For example, employees from other departments may have reasons to appear on your phone list for reference.
	74. Click the box to the left of the Phone List name to display a check mark.

75. Click the Ignore button.

76. Click OK to confirm the action request.
	77. Remove the displayed name from the report.

78. Make no change to TelUS.

	Associate the employee with your department.  (TelUS is incorrect.)
	79. Click the box to the left of the Phone List name to display a check mark.

80. Click the Request Transfer In button.

81. Click OK to confirm the action request.
	82. Change the Employee Status to RequestTransfer.

83. Update the employee record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

84. Send an e-mail to the Telecommunications Authorized Contact (Telecom Admin) in the other department.
85. Post the employee in the Transfer queue in the other department.
86. Post the employee in the Transfer queue in the your own department. 

The name remains in your own queue until the Telecommunications Authorized Contact in the other department takes steps to complete the transfer.
87. Remove the displayed name from the report.


Report 3 – Employees not on Phone List
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About the Report
TelUS is the basis for locating discrepancies that appear on this report.  The discrepancy report process tries to match names associated with your department in TelUS with those on your phone list.  If the TelUS name has no matching Phone List name, the name appears on this discrepancy report.  

If an employee’s name appears twice on your phone list, then it will appear twice on the discrepancy report.  

You cannot correct your phone list from within TelUS.  If you do correct your phone list, you can re-generate the discrepancy reports from the corrected list.  
	IF a  name in TelUS …
	THEN the discrepancy report displays …

	Exactly matches a name on the Phone List
	Nothing.  The name does not appear on the report .

	Does NOT EXACTLY match a name in the Phone List
	The TelUS name.


NOTE:  If you resolved a name discrepancy using the Accept, Update, or Add functions on Report 1, then the name discrepancy should not appear here, on Report 3.  If you resolved name discrepancy using the Ignore function on Report 1, then the name discrepancy remains here, on Report 3.

Processing Tips

68. Select names to Ignore first.  This reduces the list to only those names remaining to be researched and resolved. 

2. You can click the hyperlinked name to display the Employee Information window, which displays more data fields than appear on the discrepancy report.  You can update fields in that window, as appropriate.  Click your browser’s Back button to return to the discrepancy report.  Press <F5> or click the Refresh button in the lower right corner of the window to update the displayed discrepancies.
3. Use the Drag a column header to group by that column feature to sort the report by Employee Type to cluster employees that you can process at the same time.

Working the Report

You take different steps to work the report, depending on what you need to accomplish.
	IF the employee …
	THEN you …
	AND the TelUS  response is to…

	Should not appear on the phone list for any reason
For example, some employees intentionally are left off the phone list
	88. Click the box to the left of the Phone List name to display a check mark.

89. Click the Ignore button.
90. Click OK to confirm the action request.
	91. Remove the displayed name from the report.

92. Make no change to TelUS.

	Works in a different department
	93. Click the box to the left of the Phone List name to display a check mark.

94. Click the Request Transfer Out button.

95. Click OK to confirm the action request.
	96. Change the Employee Status to RequestTransfer.
97. Update the employee record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

98. Send an e-mail to the Telecommunications Authorized Contact (Telecom Admin) in the other department

99. Post the employee in the Transfer queue in the other department 

100. Post the employee in the Transfer queue in the your own department 

The name remains in your own queue until the Telecommunications Authorized Contact in the other department takes steps to complete the transfer
101. Remove the displayed name from the report.

	Has left City service
	102. Click the box to the left of the Phone List name to display a check mark.

103. Click the Inactivate button.

104. Click OK to confirm the action request.
	105. Change the Employee Status to Inactive.
106. Reassign all assets that were assigned to the employee in TelUS to the Telecom Admin under the same Telcode. 

107. Update the employee record Update Log and the asset record with the time and date of the change, as well as the before & after values, and the name of the person who initiated the changes.

108. Remove the displayed name from the report.


Report 4 – Assets in Different Department
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About the Report
The phone list is the basis for locating discrepancies that appear on this report.  The discrepancy report process compares phone numbers on your phone list with numbers that TelUS associates with your department.  

You cannot correct your phone list from within TelUS.  If you do correct your phone list, you can re-generate the discrepancy reports from the corrected list.  

Processing Tips 

69. Select phone numbers or devices to Ignore first, such as, for example numbers from other departments that you include on your phone list for reference.  This reduces the list to only those numbers or devices remaining to be researched and resolved. 

70. Click the Asset Status column label to cluster the assets you may choose to Ignore.  For example, you may choose to ignore assets with a status of Request Disconnect or Disconnected.
Working the Report

You take different steps to work the report, depending on what you need to accomplish.
	IF the phone number or device …
	THEN you …
	AND the TelUS  response is to…

	Should appear on your phone list, even though it belongs to another department
For example, your department may have regular interactions with staff in another department, whose phone numbers should appear on your phone list for convenience.
	109. Click the box to the left of the Category to display a check mark.

110. Click the Ignore button.

111. Click OK to confirm the action request.
	112. Remove the displayed asset from the report.

113. Make no change to TelUS.

	Should be associated with your department
	114. Click the box to the left of the Category to display a check mark.

115. Click the Request Transfer In button.

116. Click OK to confirm the action request.
	117. Change the Asset Status to RequestTransfer.
118. Update the employee record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

119. Send an e-mail to the Telecommunications Authorized Contact (Telecom Admin) in the other department.

120. Post the asset in the Transfer queue in the other department .

121. Post the asset in the Transfer queue in the your own department.

122. The asset remains in your own queue until the Telecom Admin in the other department takes steps to complete the transfer.
123. Remove the displayed asset from the report.


Report 5 – Phone list assets not in TelUS
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About the Report
Before you begin, find out which vendors provide the cell phones and pagers to your department.

The phone list is the basis for locating discrepancies that appear on this report.  The discrepancy report process compares phone numbers on your phone list with numbers that TelUS associates with your department.  

You cannot correct your phone list from within TelUS.  If you do correct your phone list, you can re-generate the discrepancy reports from the corrected list.  

This report does NOT reflect corrections or changes you made in TelUS to employee names.   

Beware:   Do not add devices that individuals own.  If you want the phone numbers to appear in your department’s lists, rosters, and reports or on the City’s Web-based directory, enter the numbers of personally owned devices in the Listed Number fields in the Employee Information window.

Processing Tips

71. Use the Drag a column header to group by that column feature to sort the report by Category to cluster devices that you can process at the same time.

Working the Report

You take different steps to work the report, depending on what you need to accomplish.
	IF you want to …
	THEN you …
	AND the TelUS  response is to…

	Remove assets from the report that are not “true” discrepancies.
For example, phone numbers for building maintenance may appear on your list, but should not appear in TelUS.
	124. Click the box to the left of the Category to display a check mark.

125. Click the Ignore button.

126. Click OK to confirm the action request.
	127. Make no change to TelUS.

128. Remove the displayed asset from the report.

	Add the phone number and asset to TelUS
	129. Click the Type/Brand field to “open” it.

130. Select a type / Brand from the drop down list.

131. Click the Use field to “open” it.

132. Select a use description from the drop down list.

133. Follow instructions in the column header to reassign the device, if appropriate.

134. Click the box to the left of the Category to display a check mark.

135. Click the Add City-Owned Assets button.

136. Click OK to confirm the action request.
	137. Add the asset to TelUS, assigned to the individual whose name appears in the Assigned to … column of the report.

138. Update the asset record Update Log with the time and date of the change, as well as the name of the person who initiated the change.

139. Remove the displayed asset from the report.


Report 6 – TelUS Assets not in Phone List
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a15-210-6832 UNASSIGNED, 415-210-6832  PAGER LINE / ARCH WIRELESS  PAGER
UNASSIGNED, 415-210-6834  PAGER LINE / ARCH WIRELESS  PAGER
UNASSIGNED, 415-210-7295  PAGER LINE / ARCH WIRELESS  PAGER

107296 UNASSIGNED, 415-210-7296  PAGER LINE / ARCH WIRELESS  PAGER

aaaaaaaaaaaaaaananananan

|| 415-210-7297 UNASSIGNED, 415-210-7297 PAGER LINE / ARCH WIRELESS ~ PAGER

4152107205 UNASSIGNED, 4152107295 PAGER LINE / ARCH WIRELESS  PAGER
415-210- UNASSIGNED, 415-210- PAGER LINE / ARCH WIRELE: PAGER -
Ready. Loaded 539 of 539815

Request Transfer Out Request Disconnect | Ignare |





About the Report
This is a list of phone numbers associated with your department in TelUS that have an Active status.  Your department is being charged for all numbers that appear on this list.  
The discrepancy report process did not look at circuits or assets whose status is Disconnected.

Don’t assume that “Unassigned” is valid.  “Unassigned” means that TelUS does not know the name of the primary user of the device (someone’s name) or its use (alarm line, conference room phone, or modem on a desktop PC.)

Processing Tips

72. Select to Ignore all phone numbers that should NOT appear on your phone list, even though they are associated with your department.
73. Transfer all the assets that you know are associated with other departments.  This reduces the number of devices remaining to be researched and resolved.

74. Research and resolve the remaining phone numbers.  Call the number to find out who answers or the name on the voice mail.  Take the other research steps listed on the section called Research and Resolve Questions about Assets on page  31.  Then transfer or disconnect the asset as explained below.
4. You can click the hyperlinked phone number to display the Asset Information window, which displays more data fields than appear on the discrepancy report.  You can update fields in that window, as appropriate.  Click your browser’s Back button to return to the discrepancy report.  Press <F5> or click the Refresh button in the lower right corner of the window to update the displayed discrepancies.
Working the Report

You take different steps to work the report, depending on what you need to accomplish.
	IF the phone number or device …
	THEN you …
	AND the TelUS  response is to…

	Should NOT appear on your phone list
	140. Click the box to the left of the Phone Number to display a check mark.

141. Click the Ignore button.

142. Click OK to confirm the action request.
	143. Remove the displayed asset from the report.

144. Make no change to TelUS.

	Should NOT be associated with your department
	145. Click the box to the left of the Phone Number to display a check mark.

146. Click the Request Transfer Out button.

147. Click OK to confirm the action request.
	148. Change the Asset Status to RequestTransfer.
149. Update the asset record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

150. Send an e-mail to the Telecommunications Authorized Contact (Telecom Admin) in the other department.

151. Post the asset in the Transfer queue in the other department .

152. Post the asset in the Transfer queue in the your own department.

153. The asset remains in your own queue until the Telecom Admin in the other department takes steps to complete the transfer

154. Remove the displayed asset from the report.

	Has been lost or returned to the vendor or is no longer in use
	155. Click the box to the left of the Phone Number to display a check mark.

156. Click the Request Disconnect button.

157. Click OK to confirm the action request.
	158. Change the Asset Status to Requested Disconnect.

159. Update the asset record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

160. Trigger a Service Request to the Telecom Engineers.

161. Remove the displayed number from the report.

	Should appear on your phone list
	Do one of the following:

· Update your phone list

· Generate a new phone list from within TelUS.
	N/A


Report 7 – Phone List Assets / Different User in TelUS
[image: image25.png]Report 7 - Asset on phone list, but TelUS shows a different user

Drag a column header here to group by that column

Pliem st T o o

| categary Phane Number uner Telus Owner

7 T T T T
T pacer 152072413 N CALL DSS, UNASSIGNED, 415-207-2413 |

T pacer 415-207-4709 WATCH, SYSTEM PAGER-956TEL, ADMIN

T celuar CHILDS, TERRY CELL-9S6TEL, ADMIN

T cewuar KITTIKUL, TEH CELL-9S6TEL, ADMIN

T celuar RYAN, MICHAEL B CELL-9S6TEL, ADMIN

T cewuar SUTTON, MITCH SYSTEM WATCH

| pHone 415-247-7512 CHILDS, TERRY UNASSIGNED, 415-247-7512

e 415-247-7512 CHILDS, TERRY UNASSIGNED, 415-247-7512

| pHone BRAGANZA, ELMO BUTTER, HARRY

[T pHone GERI, JOYCE ALBANO, SOTERO

| pHone VILLARIN, RONALD ALBANO, SOTERO

[T pHone 415-247-7529 Tom, FRED ALBANO, SOTERO

| pHone 415-247-7529 REDONDO, EDDY ALBANO, SOTERO

[T pHone KWO, MARGARET ALBANO, SOTERO

| pHone MORALES, VIRGILIO ALBANO, SOTERO

[T pHone PHUNG, LAWRENCE ALBANO, SOTERO

| pHone LAPID, ALEX ALBANO, SOTERO

[T pHone 415-247-7530 AVERILLA, NELSON TELECOM-9STEL, ADMIN

| pHone 415-247-7530 VERNAR, VERONICA TELECOM-9S6TEL, ADMIN

[T pHone BUTTER II, HARRY TELECOM-9STEL, ADMIN

| pHone CAYLAO, BENNIE TELECOM-9S6TEL, ADMIN

[T pHone CABRERA, MANUEL TELECOM-9STEL, ADMIN

| pHone 415-247-7548 KEELER, LESLIE TELECOM-9S6TEL, ADMIN 5

Accept TelUS Owner




About the Report
This report is “driven” by the phone numbers on your phone list.  If TelUS lists an owner that differs from the name on your phone list, then the asset appears on this report.  
Phone numbers must be associated with an employee, but can be associated with only one employee.  Assign shared assets to one person from a group that shares the assets or create a made-up employee named for the shared asset (for example, Conference Room, #5019.  You also might assign a shared asset to the Telecommunications Authorized Contact.
NOTE:  If , on Report 1, you resolved a name discrepancy using the Accept, Update, or Add functions, then the name discrepancy should not appear here, on Report 7.
If you resolved name discrepancy using the Ignore function, then the name discrepancy remains here, on Report 7.
Processing Tips

75. You can select multiple records, then click the Accept TelUS Owner button to process them all at the same time.

76. You can click the hyperlinked phone number to display the Asset Information window, which displays more data fields than appear on the discrepancy report.  You can update fields in that window, as appropriate.  Click your browser’s Back button to return to the discrepancy report.  Press <F5> or click the Refresh button in the lower right corner of the window to update the displayed discrepancies.
Working the Report

You take different steps to work the report, depending on what you need to accomplish.
	IF you want to …
	THEN you …
	AND the TelUS  response is to…

	Accept the TelUS name as it appears (make no changes.)
	162. Click the box to the left of the Phone Number to display a check mark.

163. Click the Accept TelUS Owner button.

164. Click OK to confirm the action request.
	165. Remove the displayed name from the report.

	Reassign the device to a different user who appears in TelUS.
	166. Highlight the name in the TelUS Owner field.
167. Begin typing the last name of the owner who should appear.

168. Click to select the name n the  displayed drop down list that should appear as the owner.

169. Click the box to the left of the Category to display a check mark.

170. Click the Accept TelUS Owner button.

171. Click OK to confirm the action request.
Note:   TelUS does not refresh this report when you update.  Press <F5> or click the Refresh icon in the lower right corner of the report window to update the display to reflect the changes you have made.
	172. Replace the displayed name with a different name that appears in TelUS.

173. Update the employee record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

174. Remove the displayed name from the report.

	Reassign the device to a different user who does NOT appear in TelUS.
	175. Accept the name as it appears in TelUS as explained above.

176. Follow instructions to add an employee, then to assign assets as explained in other sections of this Guide.

177. Click OK to confirm the action request.
	178. Update the employee record Update Log with the time and date of the change, as well as the before & after values, and the name of the person who initiated the change.

179. Remove the displayed name from the report.


Prepared by�Department of Telecommunications & Information Systems (DTIS)�Technical Services Division





The phone list is the basis for locating discrepancies.


You cannot correct your phone list from within TelUS.  


If you do correct your phone list, you can re-generate the Discrepancy Reports from the corrected list





Using the 


Telecom Update System 


(TelUS) 
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TIP:�Click the Review flag for assets you choose to monitor.  Enter Remarks to indicate why you are watching the asset.


Un-click the Review flag when Status has changed.
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The Reassign to Admin button keeps the asset in your department, but re-assigns it to an employee called “Telecom Admin” under the same Telcode 





The phone list is the basis for locating discrepancies.


You cannot correct your phone list from within TelUS.  


If you do correct your phone list, you can re-generate the Discrepancy Reports from the corrected list





Click the arrow  (V)  at the bottom of the window to display additional assets for selection.   A message in the upper left corner of the window displays the number of asset records being displayed.





.  





TIP:   Employee names must be unique.  If another employee already appears in the database with the name you want to enter, you add a middle initial or use a nickname to make the name unique.  





TIP:  Before you click Save to update information, 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.





December 1, 2006





TIP:   Employee names must be unique.  If another employee already appears in the database with the name you want to enter, you add a middle initial  or use a nickname to make the name unique.  





REMEMBER:  You must click Save to update the database with your changes.





REMEMBER:  You must click Save to update the database with your changes.





REMEMBER:  You must click Save to update the database with your changes.
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REMEMBER:  You must click Save to update the database with your changes.





REMEMBER:  You must click Save to update the database with your changes.





REMEMBER:  You must click Save to update the database with your changes.





Reminder:   Employee names must be unique.  If another shared asset already appears in the database with the name you want to enter, you must alter the name you are entering to make it unique.





REMEMBER:  You must click Save to update the database with your changes.





NAME FIELD – what name  Last name, first name middle initial  - last name [comma] [space] first name and middle initial 





Shared assets, such as phones for a service desk or in a conference room will appear as discrepancies unless you add them to your phone list.  


Add them to the list using the naming conventions discussed in the Guide in the section called Share Assets.





REMEMBER:  You must click Save to update the database with your changes.
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