How to Add a Reservation record

The following steps describe the process of creating a reservation record. Since reservations can be added by different
user groups, the main menu from which the Reservations menu is invoked will differ as will the contents of the
Reservations menu. However, the menu selections to Add reservation records are consistent among the various user
groups.

Reservations can only be made by authorized users. These users must access EMS via the Appx Client software (use of
mouse for navigation).

Reservations can be accessed by two methods:

1. Display all pool assets, in reservation pool, spec class and asset sequence. Pools are: A (Central region), B
(Northern region, C (Southeast region). You may enter the desired Pool ID to display all assets in the pool
entered. You may further constrain your display by entering the spec class (if known) and asset id if desired.

The default display is: Pool/Class/Asset. The user may alter the order in which pool assets are displayed by
modifying the Access Path. Alternate paths are: Class/Pool, asset id.

Access Path is invoked by:
a. clearing screen (press F11 or Inquiry button)
b. Press F3. Pop-up menu will appear with available display paths.
c. Position cursor on desired path and press Enter (left-click if using Appx Client)
d. May have to reposition cursor if you want to Scan file otherwise simply type starting key value and the
cursor will automatically position itself in the key field on the screen.

2. Display all Reservation records currently defined in EMS. The default display is by pool id and the begin date of
the reservation. You may alter the Access Path by following the aforementioned instructions.

Only authorized users can add, change and delete reservations. A user may only change and delete reservation
records added by them. Changes and deletion can be made until the Check-Out flag has been set to Y by SEF staff.

The steps/instructions to add a reservation via Select by Resrv are essentially the same as Select by Pool. When running

Select by Resrv, you will be presented with a blank screen. You can press F9 or Add button _J. The Reservation Detail
screen will be displayed. Enter asset id and then follow instructions below for Reservation Detail screen. If you display
reservation records and then press F9, the Reservation Detail screen will be displayed along with the asset id. The asset
id can be changed. If it is the correct asset, simply press Tab key or position cursor to the Collocode field and continue
with Reservation Detail instructions.

It is assumed most users will add reservations from Select by Pool. Therefore steps to add are based on this assumption.

Steps

1. Select by Pool

Log onto EMS using the Appx Desktop Client
e Navigate to the Reservations menu or use Menu bar Process option to display pop-up menu
e Select Reservation Entry — Slct by Pool
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Scroll through displayed records to find asset

: =
Press F11 or Inquire button and enter
starting range.

An asterisk (*) indicates one or more reservations
currently exist for the asset.

Highlight the desired asset

Click Reservations button

Click Add Resrv button
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Reservation Assets
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Resrv
Pool Cls Asset Desc Fnd
n 122 31303 PU XCAB 4%2 1/2T *
A 144 37848 PU CCAB 424 1/2T
A 150 35373  UTIL WAGON MID 44
n 154 31207  PU RCAB 4X4 3/4T (o]
n 155 33139 PU XCAB 4%4 3/4T *
A 155 33312 PU XCRB 4¥4 3/4T
A 155 33381 PU XCRB 4¥4 3/4T
A 155 33839 PU XCRB 4¥4 3/4T
k=Y 155 34175 PU XCAB 4¥4 3/4T *
k=Y 155 34514 PU XCAB 4¥4 3/4T
c 122 30341 PU XCAB 4¥Z 1/2T
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POBBI DS
Reservations for 31303
No . Beg End Dept Name Ph
2 06/24/2013 06/24/2013 00000501 kerry 269-0794
3 06/26/2013 06/26/2013 00000021 diana 269-0874
4 06/28/2013 06/28/2013 00000041 kerry 269-0794
5 07/01/2013 07/01/2013 00000022 brad 269-5974
[ 07/02/2013 07/02/2013 00000041 kerry 269-0794
7 07/03/2013 07/03/2013 00000601 kerryh 269-0794
8 07/04/2013 07/04/2013 00000041 kerry 269-0794
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ErCrorrny "
Enter Collocd (or Scan to find desired File Process Options Help
POLBRLE

collocode). F2 or M toinvoke Scan.

Reservation Detail j
Enter Beg and End Dates. Can use Date widget
. . i : dded [MM/DD/CCYY
to display graphical calendar. feservation fo pdde sy [
Asset 31303
Enter Name and phone number of person under Pool
N . . H
whom the reservation is being made™. collocd | 1|
) Beg Dt  [MM/DD/CCYY Checked out? |
Enter email address”. End Dt [MM/DD/CCYY Checked Tn? |
Optionally, you can click on Comments button zzze -
to add notes regarding the reservation. -
Email i‘
Press/Click Enter. Reservation number and “
descriptive fields will be displayed
Enter Exit ‘ Comments ‘
Press/Click Enter again. Reservation record will
now be saved and a blank screen displayed to
allow the entry of another reservation for the (ke | 7T | wssTr | Al 2 DE

asset.
Click Exit button to return to the Pool Asset display screen.

Select another asset for which to add a reservation or Click Exit to return to the Reservations menu

! This info should be the name and phone number SEF will use to contact agency regarding this reservation.

2 This will be used to automatically send an email notification message 5 days prior to the reservation start date.
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