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Connecting to RSVP

After opening RSV P, you will be prompted with an ES| Navigator Login dialog. Edit the values within
this dialog so that they match the valuesin the picture below. Once the values are the same, press Ok to
continue to the RSV P application

ES| Mavigator Login

— Connection Y alues

Server IDE?EIN 97

Uzer Mame I

Pazzword: I

DSM or DB [RSVP_TN
¥ Usewindows Login [Trusted S ecuriby]

¥ Remember Login |nfarmation

ok Cancel
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RSVP “Analyzing Data by Grouping, Filtering, and Aggregating”

RSVP-IMS incorporates three techniques to examine datain the Grid Display: (1)
Grouping allows the user to view data grouped by up to four column headings; (2)
Filtering allows the user to filter data within columnsto view only those rows containing
the desired data; and, (3) Aggregating provides the ability to group, count, average, or
sum data in multiple columns.

Before using these features, it isimportant to consider the three types of datathat you
might encounter in the Grid Display columns.

1. Columns containing Text are those containing words, names, addresses, and
categories. Mathematical functions such as addition and subtraction cannot be
performed on Text.

2. Columns containing Numbers are those containing amounts, dollars, etc. and
you can perform mathematical functions on the data (such as add, subtract,
etc).

3. Columns containing Dates are in the month, day, and year format in RSV P-
IMS.

Grouping

Why use Grouping?

Grouping collects the data belonging to each of the valuesin a selected column and displays that
data asa group. Thisfeature makesit easy to see those members of the data set that meet your
defined criteria. The column should contain data that is classified in some way. Grouping will not
be useful if no two data itemsin the column are the sameor if they are all the same.)

How to use Grouping:

1
2.
3

Determine the column in which the data appears that you want to gr oup by.

Move the mouse pointer to the column header you want.

Pressthe left mouse button and, while holding it down, drag the header up. As soon asit leaves
its position, you will see two red arrows to the left. Drag the column header to the red arrows.
Data is now grouped by the unique data in the column you used.

You may nhow click and drag another column header up to join thefirst. Again, thered arrows
show where to move the header.

Up to four headers may be used for grouping.

You may click and drag the headers being used for grouping to new positions relative to each
other for different grouping views.

To Collapse Groups or Expand Groups click Data View on the Tool Bar and click your choice.
An alternate way to do thisis Ctrl+L for Collapse Groups and Ctrl+E for Expand Groups.

To remove (clear) the grouping view, drag each column header back to its original position.
You don’t need to take the header back to its exact position as anywhere in the general header
areaisfine.

10. Another way to group isto choose Group from the Tool Bar. A dialog box will appear and you

may select (using the arrows) which column to Group first, second, third, and fourth. You may
also choose whether you wish to have the Groups Expanded (see all detail) or Collapsed (see
only the categories). Click OK when you have finished and the grouping will appear.
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Filtering
Why use Filtering?

Filtering allows you to select certain data in columns while not displaying the recordsthat are of no
interest. You may filter out data in up to four columns before it is necessary to clear thefilter and
start again.

How to use Filtering:

1. Tofilter you must locate the column in which the data exists that you want to
see after filtering. Each column may be filtered only once each session.

2. Place the mouse pointer on the cell that contains the value you want to use
when filtering and then left click.

3. Right click and amenu will appear. Y ou may substitute this right click by
going to the Menu Bar, selecting Data View. Thiswill provide you with the
same menu as the right click.

4. For Numeric Data Only: Select Filter from the menu and a new box will
appear. Y ou may choose any one of the five selections from Equal to
Selection through Less than or equal to selection. Note: These statements
Equal to... , Lessthan or equal to... arerelative to the number you
originally left clicked on in the column.

5. For Text Data Only: Select Filter from the menu and a new box will appear.
Y ou may choose only Equal to Selection for Text Data.

6. For Date Data Only: Select Filter from the menu and a new box will appear.
Y ou may choose only Date and another box will appear with two choices:
Filter Equal to Year and Filter Equal to Month. Choosing the first will
return all records in the column with the same year as the cell you originally
left clicked and choosing the second will return all records with the same
month as the cell you originally left clicked. Y ou may not select both or one
and then the other.

7. If you are satisfied with the results, you may move to other functions now
including grouping, aggregates, or you may filter another column. Y ou may
not filter any column more than once per session.

8. If you are not satisfied with the results, repeat steps 2, 3, and 4 except in step 4
choose Clear from the Filter Menu. At this point you may try filtering again.

9. Itisawaysagood ideato Clear filters after you are through with them.
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Aggregates
Why use Aggregates?

Aggregating provides you with a summary report of data using the functions None, Group, Count,
Average, or Sum. None provides no function and is used to reset the function. Group assembles
categoriesin an order and is always used with Count, Average, or Sumto return numeric data. Count
returns a numeric count of each unique value in the column selected and may be used with text,
numeric, or date data. Average returns an arithmetic average of numeric data found in the column
selected. Sum adds numeric data found in the column and returns the sum value. Average and Sum
may only be used with numeric data not text or dates.

An important note about Group. Thisfunction isused when thereisa logical subgroup or
subgroups to the data you are grouping. The subgroup(s) will be assigned the aggregate function of
Count, Average, or Sum. For example, if you want to find out how many Operators were male or
female within each race category, first you would Group by race, and then count by gender. This
would return so many males and females for each of the race categories.

How to use Aggregates:

1. To Aggregate you must locate the column in which the data exists that you
want to see after aggregating.

2. Place the mouse pointer on the column that contains the values you want to
use when aggregating and then left click.

3. Right click and amenu will appear. Y ou may substitute this right click by
going to the Menu Bar, selecting Data View. Thiswill provide you with the
same menu as the right click.

4. Select Column Properties (do not select Aggregates at thistime) and look
for the box in that dialog named Aggregate Type. By left clicking the arrow in
that box, the selections will be presented. Left click on the one you want.

5. You may aggregate now, but if you first selected Group for your first column,
you now want to select another column to Count, Average, or Sum. Repeat
item 4 to do this. If your second column istext or date select Count. If itis
numeric, you may select Average or Sum.

6. Right click and amenu will appear. Click on Aggregates and then Show
Values. The table of aggregates you defined will appear.

7. You may export to Excel from the Data View menu if you wish to further
refine, chart, and print the table.

8. When you are finished using the aggregate table go to the Data View on the
Menu Bar and left click Aggregates and then Clear. This action clears the
aggregate table and returns you to the Grid.
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Updating Operator Information

How do you update Operator Information?

Select the Operator Module within the Operations Group to display alisting of
Operator s within the RSVP system. Once selected, agrid displaying
Operator Names and other information is available. Y ou may either edit the
information on this grid, or press the Open button to open the form view of
Facility the operator for display or edit.

g

Operatar

Suppart

Dperations

Operator Module

Press Open Button to edit the
selected record.

Froject
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next to the row | |
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Once the form view is displayed, you may review or edit the information as applicable. Note: If you
Administrator has not given you access to update the information, you will not be able to save the
changes you have made.
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Changing Address Information

Addressinformation is available on the Address Tab within the Form View.

| Business I Trainingl Eu:untractsl Bids I Grievances I MNates I Du:u:umentsl

Once you select the address tab, you are presented with the Contact Information module within the RSVP
application.

Note: The Contact I nformation module is common to all business forms that track address, phone and

email information.
Thefirst tab isthe Address Tab. Y ou may change the information on this tab to reflect the current

address(s) of the operator.

X & =
[Telete bMap  Emalild
Address T Telephone T Ermail/Url

Addresz Type Address Ling 1 Address Line 2 Addresz |
b [Home = || 1305 COVIMGTOM DRIVE
*

Status Indicator is Normal
’ (Ready for saving)

N ja

Addrezz Detail:
1305 COVIMGTOM DRIVE

KMO=MILLE, TH 37319

Once you change information on aline, a status indicator (picture of a pencil) will display noting that the
record is being changed and has not been committed. Thisindicator must be turned OFF for the datato be

saved. To turntheindicator OFF, press Return or move to the next record.

Address

Status Indicator \\ Address Type Adc
- 130

r//" o

#*
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Select the Telephone Tab to review or add new phone numbers.

2% ) =

Lelete: il = = |

Available Phone Number
Types

Select the Email/URL tab to review or add new email addresses.

a5 p =

[NE|efE: ERE B A

Available Email Address Types

Saving Operator Data that has changed

Once you are satisfied that the information is correct on you business form, press the Save button at the top
of the form.

# Operator: Ruzzene,

Save button at top of form
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How do you record the training courses completed by an operator?

Support

Operations

Operationz Sup...

Training Schedule Module

Operator training is tracked using two modules within RSVP. First, the Administrator
must create records for each training class that isto be available for Operators. To
accomplish this, the Administrator would select the Operations Support group within
RSVP, and the Training Schedule module within it.

Once the training records have been created, you may go to the Operator Form View to
enter training records on the training tab.

Fined Azsetz

Compliance
Ad Hoc

¥ | Operator: Ruzzene, Joe

Eile  Cperator

03 =] p ! = [& N | =

f e HavEe Delete Pritt Preview Cloze Status [Eamfract
Frefis  First Mame Middle Mame Lazt Mame S uffis
I I Joe I IRuzzenE I

License Ma. IDED#EDEED

Detailsl .ﬁ.ddressl Business :

Status I.-’-‘-.ssigned

| I:::untractsl Eiu:lsl Grie‘-.-'an-:ESI NDtESI D':'C“'T'E”tsl

Perzonal

Training Courze Drate Completed Score

Lookup T ables
RSWF Configur...
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Remember to save the information prior to exiting the Operator Form View.
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How do you record phone calls about a manager or vending facility?

There are two modules that comprise the Call Tracking mechanism within RSVP.

1. Cadl Tracking — Information regarding the individual phone call

2. Cadl Customers — Information regarding the person(s) calling the complaint or
accommodation.

Support

Operationz

Phone calls are tracked with the Call Tracking module within RSVP. To select this
modul e, choose the Operations group and then select Call Tracking. Note: You may
need to move down within the Operations Group to display the Call Tracking module.

Once selected, you may press the New button to create a new phone call tracking
record.

Group
Naviaation

-I-L Call Tracking: Dwew, Dobbis 5.
Perzon
Call Tracking Cuttorm [ 61 e e
sk | estown. Cinsdy
Faciip | I KRR M (110
Doy Tirws Pons [
Cal T [ minm
Group
Naviaation Descaiion |_ Add Customer
“hd Fiezzene Call Categories
Fixed Azsetz |
Compliance
Ad Hoc Enter the information as appropriate. Note: If the customer does not exist within the
Perzonal RSV P Customer database, press Add Customer to create a new customer record.
Lookup T ables
[HSVP Corfipur..| =]
— [

le

Data _D = B,

Mew Sawve [Delefe [ Cloze

Prefix  Firgt Mame tiddlz Mame Last Mame SLaffi
|Mr. |.J|:|hn |D. Doe |
Day Time Phone | - - Horme Murmber -

Motes

After your customer information is complete, press Save to return and complete the call record.
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How do you move an operator from one facility to another?

Contracts
Module

Perzon

Operators are moved from facility to facility through the Contract module within the
RSVP application. To accomplish this, select the Contract module from within the
Operations Group of RSVP.

Once selected, RSVP will present you with alisting of current and historical contracts.
To create new Contract, press the New button on the tool bar.

| EAR-- i |

Pressing New, will generate a blank Contract Form View that allows you to create a
new Contract.

Change the contract
statusto Terminate a
Contract

Note: The Facility list will not show Facilities actively involved in a Contract.

If an operator is actively involved in a contract, you may choose to cancel the contract first prior to
assigning them to anew facility. To do this, change the status of the contract appropriately and press save.
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How do you determine which operators are on transfer or demotion status?

Support

Operations
Fixed Azzets

Compliance

Plan of &ction

Grievance
o
Bid

‘fi

Operatar Paolicy

Ad Hoc
Perzonal
Lookup Tables
FSWE Configur...

Select the Operator Policy module within the Compliance group of RSVP. Once
selected, you will be presented with alisting of Operators that have various Policies
enacted upon them. To determine active policies of one type or another, group by Policy
ID and sort by Date Inactive. Note: For instructions on Grouping and Sorting, see
attachment.
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Updating Facility Information

Select the Facility Module within the Oper ations Group to display alisting of
Facilities within the RSV P system. Once selected, a grid displaying Facility Names and
other information is available. Y ou may either edit the information on this grid, or press
the Open button to open the for m view of the Facility for display or edit.

Suppart

Dperations

= 8 | & | 0D & X l| A ¥
Group  Sark Cardz MHew ] PeEQ Delete  Mates First Last
J Find: |Erter search string for grid

Facility

Support

Operationz

Open Button to display
selected records
Status ID Fac ID Fac. No.
b |IOFA In Place 1,001
Avamasie 2/010
I0FA In Place 3013
Operatar I0FA In Place Selected Row I ndicator 1]
Persan I0FA In Place ! u!....,B
Gl
The following dialog displays the detailed Facility form view,
Call Tracking
Fixed Aszets
Compliance
Ad Hoc
Personal
Lookup Tables
RS4P Canfigur...
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Facility Type

Generating Documents for a Facility

Press Tabs to display
different information

To generate documents (Facility Bids, Closing Check Lists, etc) select the Documents Tab on the Form
View to view alisting of available documents that can be generated for a Facility.

Documents Tab

List of available documentsto
create

Press Create from Template when
Readv to create document

To create a specific document, select the document from within the list, then press Create From
Template. RSVP will start Microsoft Word, and will create the new document with available information

from the database.
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Once the document creation is complete, RSV P will notify you that the document has been created and will
ask if you want to automatically print the document

Print Dacument

Y ou may switch to Microsoft Word by pressing Alt Tab in order to view the document.

TEMMESSEE BUSMESS ENTERPRISES
ARNOUMGEMENT

Thih b 18 afreaifes Bl Ve g P acil b U] b vl lab e o @i igrrmanl Licirisd
‘rereiors mrimwsisd in bEng commdered B his perio may meke sppleEnn o EBe hm

i b b, T i B o oL B ol e L.
T tofvaricecd & Brod vy Evilai pr i
0D Deadarick Sheeet, 117 Flaor
Plramdie, Tasredwaea 17 7845 0
Al g NG TS B PRSI el A b Than
CHARACTLRIS NCS OF EACRITY
Lovslnm and Avdemin DOGEOH COUNTY 19001T8 Mg 0019414 COUNTY sCaPITAL
i vy ] F T Apprusieals Mol of Sl loman [
Frojecied A sl Dmes S §E0GE0T 19
Giperating b wdd | it
Hlem b of Ernplosaes: _ P bl Trard portabion Asal sbne: Me

HOTER

| heretry m ke A ks farconsdemion os Wanager of Venang Faciiy blo (8 | aihoras
I Tarnapue e Depafmend al Revence b e pme o Be Depaimss] of Human Gerdces ary
s 30 ' Pl Y i (e g Faciily b SR | v D
miged arad Liftai | mitheigs te O il - 1 et wll el mkae
raganisg ol mpark of rw recod of gervimed e duEng e e ede g 2 mendhe o e
s Of e inkara e e e

FSME TELEPHEONE R

ADCREES

DATE FAGHTLRE
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Fixed Assets

Support . . .
- How do you add equipment without creating a Plan of
Operations .
————— Service or Purchase Order?
Fised Azsets

Select the Equipment Module within the Fixed Assets Group of RSVP. Once selected,
you will be presented with alisting of equipment currently within RSVP. To create a
new item, select the New button off of the tool bar.

) New Button

E quipment
,CI Add new tray
E quipment
Repair
,Cj Once the New button is selected, the Add New tray is displayed at the top of the grid.
Thistray allows you to enter new equipment records into the system. Once you have
Repair Detail entered the appropriate information, press Enter to confirm the creation of the record.

How do you move a piece of equipment from one facility to

Compliance her?
adHoo another” . ' N '
Persoral Y ou can move a piece of equipment from one Facility to another, by using the

———1 Equipment module. To do this, select the piece of equipment that isto be moved, then
_Lookup Tables | choose a different Fac I D to associate the equipment to. Once the record is saved, the
RSYF Configur... | equipment has been assigned to the new Facility.

sl

How do you record an equipment repair call when it comes into the office?

Equipment Repairs are entered on the Equipment Repair module within Fixed Assets (See above). To
create a new Repair, select the item to be repaired and press Open.
Fie  Dwmview Help

= H | € o R NI B W
Ginp  Sol | Cands pacy Deleths  Wolsg | Fed Ladd

Equipment Repair

Press Open to open repair
o e e B information detail for a particular

piece of equipment
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Once you have opened the Repair Form View, you will see alist of equipment within the facility that may
berepaired. Note: To view another facilities equipment, choose a different facility from the facility drop
down.

i‘l:-' Bupair =|0] =

Ei=  Eepair

H * & @b & @ ili
AU (-2 : SRR ol Fguhty Dro'p'Downtochoosea
different facility
Himas

Fecly |1 POWER CENTER & N 30 [
l
Fovlable Fiaciity Ecuaprrant

1] Dl asiipt Cost [ sbe Puschased i
v
\ List of equipment within the facility

i | LI
Faciity Equapmeni Repar Infomation
[t Caner [wanda | O eseripiion | irstructions | Date: Freuested
L] ] .
New and historical repairsfor
the eauipment selected above.
L1 [Py L

Hote: Seleot a facilily and then select a lacidity equipment to view the repas log
Double chick o edit a facilily squipment nloemstion

To create anew repair record, enter the information for the Cost Center, Vendor to perform the work and
the other details necessary for the repair.

Once the repair has been completed, enter the information on this form to update the repair information.

ot ok = RS, Alternatively, you may choose
jhlu_ﬁ Jerw s g o st to enter the repair information
E_.;.r-,'.;- Hetail from the main RS\/P gr|d TO
do so, select the Repair Detail
module within Fixed Assets, and
edit the information or press

New to create a new repair item

Repair Detail
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How do you create a Plan of Service?

To create aPlan of Service, first select the Plan of Service module from within the Fixed Assets group of
RSVP. Once selected, press New to open anew Plan of Service Form View.

Eile  Dam wiew Help

= % | & | D & X 1l| A ¥
Eroup Sort Cards I e Delete  Motes First Last
)
Support erl U = =
N = s New button
Operationz
Fined fzzats Drag a column header here to group by tha
PO5SDate Contract 1D Fac
1 999 0: 410-54 H ..
{ 4 Existing Plans
_— 3/1999 013: 413-29-7535
Plan of Service Module

Once the Form View is displayed, enter the information as appropriate and press Save. Note: Financial

Approval and Supervisor Approval must be performed by a qualified person and cannot be accomplished
until after the record has been saved.

-oix
e Blan of Serwce
0D x & [4 W, B — — Tocreatea
Hewm e Dilete Fint Frervizws Ciose  Creste PO 1 Purchase Order,
POS Date pnein  E—— Select this button
Cotiect  [190 1050500 = Save buitton TG DA W e
Supplenent of | = Consubant [iwkde, Juba

PO Detail 1 Mol %
Notes Tab

Cosl Cerder |urd | Cluariiny | Do |E stonadie oo w
_h (e IE ach [ Elﬂﬂlwﬂm | 1 l.'l'.‘i]l'.l]I
W EE |Each 1| Blsh $150.00]
"

~

Plan of Service Detail
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If you do not have sufficient rights to approve an item, you will be presented with the following error:

E5l Camman Funetians

X

Insufficient rights to
approve an item.

Once the items have Supervisor and Fiscal approval, select the Create PO button to generate a Purchase
Order.

.. Create Purchase Order
“| button

The Create Purchase Order dialog will be presented which allows you to select the items to include in the
Purchase Order. Press Ok, to proceed to the Purchase Order Dialog.

E Purechzie Order

If created from a Plan of
Service, the Reference Number
will be the Plan Number
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l Purchase Order

Eile Burchase Order | Save button

D E i : - i ; ﬁ —

Hem  Sava 00 Fif, Ermdes | Clas Sl FG

Fc#y 137K FLOOR OTIZENS PLAZA Mo 308 ) PO —
FOTe [t supnend = PO Mt

Description | St \ |
Dieted | PO Line lem || Mot |

PO Number will default to POID
E |Cost Cante Musrbe
] O
Purchase Order detail. If created from a Plan of
Service, the detail will be populated with available
information
E | EE o

Once the information is entered, press save to complete the Purchase Order. Note: Purchase Order details
must be approved by a supervisor.

How do you generate a purchase order without a plan of service?

To create a Purchase Order without a Plan of Service, select the Purchase Order module from within the
Fixed Asset group of RSV P and press the New button.

T

Cardsz
J Find: |Enter search string for grid

= 8
Group Sart

0 =
e Open

Support Purchase Order
Operations New button
Fived fzeets Drag a column header |

Purchase Order Module

-

001999, 2000 SYLNX, Inc. Page 21 of 22



General

How do you create a Note for a Facility, Operator or Contract.

Select the record in which you would like to attach the note and press the Note button on the tool bar.

0] = Pt L] — Note button

= Open  Delete  Motes Firz

=, El‘@

Group Sort Cards

The Note dialog will be displayed.

=10lx
il
= EELH D 5 ke
AN
|
Press Date Stamp to automatically enter a date
into the edit area
Edit Area
| - |

Press Save when done to save the record. Press Close to return to the RSVP Main View.
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