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This document was prepared as an account of work sponsored by the United States Government. Neither the 
United States Government nor any agency therof, nor The Regents of the University of California, nor any of 
their employees, makes any warranty, express or implied, or assumes any legal liability or responsibility for 
the accuracy, completeness, or usefulness of any information, apparatus, product, or process disclosed, or rep
resents that its use would not infringe privately owned rights. Reference herein to any specific commerical 
product, process, or service by trade name, trademark, manufacturer, or otherwise, does not necessarily consti
tute or imply its endorsement, recommendation, or favoring by the United States Government or any agency 
thereof or The Regents of the University of California. The views and opinions of authors expressed herein do 
not necessarily state or reflect those of the United States Government or any agency thereof or The Regents of 
the University of California. 

Prepared by Linda M. Suarez 

Data Processing Services 

University of California 
Lawrence Berkeley Laboratory 

This report has been reproduced directly from the 
best available copy. 
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DISCLAIMER 

This document was prepared as an account of work sponsored by the United States 
Government. While this document is believed to contain correct information, neither the 
United States Government nor any agency thereof, nor the Regents of the University of 
California, nor any of their employees, makes any warranty, express or implied, or 
assumes any legal responsibility for the accuracy, completeness, or usefulness of any 
information, apparatus, product, or process disclosed, or represents that its use would not 
infringe privately owned rights. Reference herein to any specific commercial product, 
process, or service by its trade name, trademark, manufacturer, or otherwise, does not 
necessarily constitute or imply its endorsement, recommendation, or favoring by the 
United States Government or any agency thereof, or the Regents of the University of 
California. The views and opinions of authors expressed herein do not necessarily state or 
reflect those of the United States Government or any agency thereof or the Regents of the 
University of California. 
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Preface 

This manual explains how Division Administrators1 may use the Lawrence Berkeley Laboratory 
(LBL) Electronic Equipment Movement Record (EEMR) System. It is a reference with examples 
and display images that illustrate the various options available to the user. 

The Division Administrator's Guide is designed as a supplement to the EEMR System User's 
Guide which explains how LBL employees may use the EEMR System. This guide explains how 
Division Administrators may review and approve EEMRs. General information on the EEMR 
System may be found in the EEMR System User's Guide. Division Administrators should have 
both guides which are available from Property Management. 

Questions or comments may be directed to the Property Managemt~nt Off!c~·-

1. In this document, Division Administrator connotes Division Administrator and his/her designee. 
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Division Administrator 

When you choose Toolkit option: Property Management, you will see the Property Management 
System menu window appear on the screen. This menu displays the options that you are autho
rized to perform. Division Administrators are allowed to Create/Edit EEMRs, Approve EEMRs, 
and obtain Reports. 

roperty Management system 

c::reata/Edi t EEMRs 
pprove EEMRs 

Reports 

Help 
Rona of the above 
Leave the ~olkit 
Ex1 t from FOCUS 

Toolkit window: Property Management menu window 
eemr49 

The EEMR System is designed to be used by different types of users, each with authorization to 
perform specific functions. Whenever you choose Toolkit option: Property Management, Toolkit 
obtains yom authorization. Depending on yom authority, Toolkit then displays additional options. 
Property Management will maintain the EEMR Registration/Authorization database. New users, 
however, will be allowed to register themselves on a first time only basis. These new users are 
given creator authority only. 

Authorization 

Division Administrators and their designees will have authority to approve all EEMRs for their 
respective divisions only. Approval authority may be further restricted by account numbers. For 
example, a Division Administrator may wish to allow a designee to approve only those EEMRs 
for property with user accounts within a specified range. 

Also, Division Administrators may request authorization to create EEMRs for sensitive property 
items within their respective divisions. Without this authorization, EEMRs may be created only 
by the employee receiving the sensitive property. 
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Only Property Management may implement any special authorizations required by a division. For 
more information, see the following section. 

Registration 

Users who require approval authority, such as Division Administrators, must contact Property 
Management Property Management will then enter the user's new authorization in the EEMR 
Registration/ Authorization database. Division Administrators are not required to self register 
before contacting Property Management. 

When you contact Property Management, be prepared to provide your employee number and your 
VAX userid. Property Management will also want to know if the authorization is for a Division 
Administrator or a designee. If you currently have approval authority and no longer have a need 
for it, please notify Property Management immediately. 

For information on options Create/Edit EEMRs, Approve EEMRs and Reports, see section: Divi
sion Administrator Activities. 
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Division Administrator Activities 

Create/Edit EEMRs 

See section: Creator Activities in the EEMR System User's Guide for detailed information on 
using this function. 

Approve EEMRs 

A general overview of the EEMR approval process may be found in the EEMR System User's 
Guide, section: EEMR Review and Approval Process. 

When you select Property Management option: Approve EEMRs, the EEMR System passes 
through the database looking at the user account listed in each EEMR to determine which division 
it belongs to. A Division Administrator may review and approve only those EEMRs belonging to 
his/her division.1 Also, any division EEMRs that have already been reviewed but have not yet 
been reviewed by Property Management will be selected. When this search is complete and 
EEMRs have been found, you will see the approval screen. If no EEMRs are found, you will see 
a message on the screen stating that no EEMRs require your approval at this time. 

1. The approver may be further restricted to EEMR.s for property within a specified account nwnber range. 
The Division Administrator must request this restriction from Property Management 
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EEMR REVIEW/APPROVAL: SUAREZ LM, Division: AD 

Next? (F - scroll forward, B - scroll backward, X - cancel/exit) 

Act Prop No Current Act Creator Emp No Account Bldg Room Area C 

• 6154216 

Actions: A - Approve 
D - Disapprove 
H - Hold 

SUAREZ LM 

R - Review in detail 

251151 3033-50 069 0103 

AC - Approve & enter comments 
DC - Disapprove & enter comments 
HC - Hold & enter comments 

Blank - No action 

Use TAB to move between fields. Press RETURN to process actions. 

Approve EE.MRs: approval screen 

y 

eemr52 

At the top of the approval screen, you will see your name and division. Below this you will see the 
Next? prompt. Up to 10 EEMRs will be displayed on the approval screen at a time. If more than 
10 EEMRs require your review and approval, you may scroll forward and backward through the 
list of EEMRs. Enter F to scroll forward (displays the next 10 EEMRs), enter B to scroll back
ward (display previous 10 EEMRs). You may enter X to leave Approve EEMRs and return the 
Property Management menu window. For each EEMR you will see the following information: 

Act 

Prop No 

Current Act 

Creator 

EmpNo 

Account 

4 

This is where you enter whatever action you wish to take on an EEMR. More 
information about the actions you can take is available later in this section. 

This is the property number of the item which the EEMR describes. 

This is the current status of the EEMR. For example, if you have previously 
approved it, you will see an A (for approved) and the date the approval 
occurred. If this is a new EEMR which you have not previously taken any 
action on, this field will be blank. You will continue to see all EEMRs for 
your division until Property Management reviews/approves them. 

This is the name of the employee who created the EEMR. 

This is the employee number of the LBL employee to which the property 
item is assigned. 

This is the user account for which the property item is being used. 
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Bldg 

Room 

Area 

c 

This is the number of the building in which the property item is located. 

This is the number of the room in which the property item is located. For 
equipment that is located outside of a building, this may be an area designa
tion. 

This field may contain additional information about the location of the prop
erty item. 

This indicates whether comments have been attached to an EEMR. Y indi
cates that there are comments, N indicates that there are no comments. 

The EEMR System will display 10 EEMRs on a screen at a time. For each EEMR, you are given 
an opportunity to take an action. You may not make any changes to an EEMR; you may only take 
an action on an EEMR: approve it, disapprove it, hold it, enter comments, or take no action. You 
may enter actions for any of the displayed EEMRs (use the TAB key to move between EEMRs). 

Approve Approve an EEMR. Taking this action makes the EEMR avail
able for Property Management approval and prevents the cre
ator from making changes to it. 

Disapprove Disapprove an EEMR. Taking this action prevents Property 
Management from reviewing the EEMR and, in effect, returns it 
to the creator. The creator may make changes to it. 

Hold Hold an EEMR. Taking this action prevents Property Manage
ment from reviewing the EEMR and also prevents the creator 
from making changes to it. This may be useful if you are not 
sure what action you wish to take and you want to prevent 
changes to it while you are reviewing it. 

Review in detail EEMRs are presented on the approval screen in a short form. 
You see only the new location information. To see more 
detailed information about what exactly changed about the 
property's location, choose this action. More information is 
available in a later section. 

Approve & enter comments If you wish to approve an EEMR and enter comments, choose 
this action. More information is available in a later section. 

Disapprove & enter comments If you wish to disapprove an EEMR and enter comments, 
choose this action. This is especially useful for explaining to the 
creator why the EEMR was disapproved. More information is 
available in a later section. 
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Hold & enter comments If you wish to hold an EEMR and enter comments, choose this 
action. This is useful if you wish to explain to the creator why 
you have not yet approved the EEMR. More information is 
available in a later section. 

No action If you do not take any action for an EEMR, the creator may 
make changes to it. Property Management will not be able to 
review it. 

When you are satisfied with the actions you wish to take, press the RETURN key. The actions will 
be processed one at a time. If you choose to approve, disapprove, hold or take no action on an 
EEMR, no further input is required from you. The EEMR System will process the action and 
move on to the next EEMR. However, the remaining actions (review in detail, approve & enter 
comments, disapprove & enter comments, and hold & enter comments) will display additional 
information and require additional input from you before moving on to the next EEMR. These 
actions are described in more detail later in this section. 

Mter the actions have been processed, the system will refresh the list of EEMRs and redisplay the 
ones you just reviewed. The cursor will be positioned at the Next? prompt where you may scroll 
forward, backward or exit Approve EEMRs. 

Reviewing an EEMR in detail 

If you choose to review an EEMR in detail, the system will display the current status of the prop
erty item as it exists in the Property Management and Accounting System (PMAS) as well as the 
EEMR. This two-page display will allow you to see exactly what location changes are occurring. 

EEMR REVIEW/APPROVAL - LBL Property Management and Accounting System 

Property No: 
Manufacturer: 
Description: 
Model: 
Serial No: 

6154276 
IBM 
COMPUTER-PC PS2 80 
8580 
72-7074161 

Current Status: 
Bldg. No: 069 
Room No: 0103 
Area: 

Sensitive: 
Acquired Date: 
Purchase Acct: 
Prop of Others: 
User Code: 

Yes 
89/09 
3025-01 

EEYB: 6154276 92 4/02 14.54.03 

User Acct: 3025-01 
Employee No: 257751 ( SUAREZ LM ) ( SOABEZ LY ) 

Press EtETClU1 to saa IIIOrQ ••• 

Approve EEMRs: review in detail (page 1) 

The display format of the first page is virtually the same as the Create/Edit EEMRs: edit data 
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screen (shown in the EEMR System User's Guide) with one important difference: the information 
is displayed only, no changes may be made. 

EEMR REVIEW/APPROVAL - LBL Property Management and Accounting System 

View creator COIIIIDalltS : 
>> THERE IS AN ERROR IN THE SERIAL NUMBER. THE LAST 1 SHOULD 
>> BE A 0. 
>> 
>> 

>> 
>> 
>> 
>> 

,_ ,_ ,_ End o:r detailed review. Enter next action :for this !:YR. ,_ ,_ ,_ 

Act Prop No Current Act Creator 
m! 6154276 SOABEZ LH 

Emp No Account Bldg Room Area C 
257751 3033-50 069 0103 y 

Actions: A - Approve 
D - Disapprove 
H - Hold 

AC - Approve & enter comments 
DC - Disapprove & enter comments 
HC - Hold & enter comments 

blank - No action 

Approve EEMRs: review in detail (page 2) 
eemr54 

The second review page displays any comments that the creator may have entered. At the bottom 
of this page, and assuming your detailed review is complete, you are given another opportunity to 
enter an action on the EEMR. Enter the desired action and press the RETURN key. 

Entering comments 

Comments can be especially useful for passing along information. In particular, if you are disap
proving an EEMR, you can enter comments explaining why the EEMR was disapproved. Com
ments are not entered into the PMAS files. If you choose an action that also allows you to enter 
comments, the EEMR System will process the action and then display the edit comments screen. 
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EEMR REVIEW/APPROVAL - LBL Property Management and Accounting System 

Prop No Current Act Creator 
6154276 SUAREZ LY 

Emp No Account Bldg Room Area C 
257751 3033-50 069 0103 y 

View Creator Comments: 
>> THERE IS AN ERROR IN THE SERIAL NUMBER. THE LAST 1 SHOULD 
>> BE A 0. 
>> 
>> 
Enter Division Administrator Comments: 
>> thanks :for the info. it will ba passed on. 
>> 
>> 
>> 
View Property Management Comments: 
>> 
>> 
>> 
>> 
Option: Ell S - Send comments D - Delete comments X - Cancel 

Approve EEMR.s: edit comments screen 
eemr 6 

You may enter up to four lines of information, 60 characters per line. Word processing capabilities 
are not available; you are basically in strikeover mode. You may not make any changes to Creator 
or Property Management comments. After entering your comments, tab to Option and choose an 
action: 

Send comments Comments are saved and "attached" to EEMR. 

Delete comments Existing comments are deleted. You will be asked to confirm the delete. If 
there were no existing comments, the system will assume that you do not 
wish to enter comments. 

Cancel changes Changes to comments are erased. Existing comments are not changed. If 
there were no existing comments, the system will assume that you do not 
wish to enter comments. 

After processing comments, the EEMR System will continue, processing the action taken on the 
nextEEMR. 

Reports 

When you choose Toolkit option: Property Management, you will see the Property Management 
System menu window on the screen. 
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roperty Management system 

Craate/Edi t EEMRs 
Approve EEMRs 
eports 

Help 
mona of the above 
Leave the Toolkit 
Exit from FOCUS 

Division Administrator Activities 

ee 0 
Toolkit window: Property Management menu window 

If you wish to select a report from a list of standard reports, choose option: Reports. You will then 
see another menu window which will list the standard reports available. 

roperty Reports Menu 

roperty F~le Inqu~ry 
PrOperty Claarance Report 
custom PrOperty aaport 
EEYR Detailed status Report 

Halp 
Bone of the above 
Leave the ~lkit 
Exit from FOCUS 

Reports: main menu window 
eemr19 

All reports available to Division Administrators are also available to Creators. See section: Cre
ator Activities in the EEMR System User's Guide for information on these reports and additional 
features such as how to view a FOCUS report on-line or produce a hardcopy. One report, the 
EEMR Detailed Status Report, is slightly different for Division Administrators and is described in 
the following section. 

EEMR Detailed Status Report 

The Detailed Status Report will list all information for all EEMRs for a division only. You will 
not be able to use this report to view EEMRs created by other employees. This report may be 
short or long, depending on how many EEMRs you have and how many comments eac~ EEMR 
has. A Division Administrator will have the option of listing all division EEMRs or all division 
EEMRs for a property number. A sample qf this report is shown in the EEMR System User's 
Guide. 
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