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CAIRS Getting Started 

To start, make sure your computer is turned on and you are logged in!! On your desktop, 
double-click on the following icon: 

 

In most cases, after you double click on the CAIRS icon, the program opens to the main 
menu. This is because you have Single Sign-On enabled. However, in some cases you 
may need to type your user name and password.  

Login (DoD message) 

Depending on your site rules, a DoD message may appear, click Accept to enter the world 
of CAIRS.  

CAIRS is a profile-based system meaning, that your System Administrator has developed 
profiles or a set of set access rights for you based on your job description or what you will 
be doing within the system.  Based on your profile, you may see all the menu options or a 
select few.  For the purposes of this document, we will discuss all items contained within 
the user interface as if you would have access to the entire system.  

Before you can really start to manipulate items within your CAIRS, your System 
Administrators have certain requirements to meet. For example, creating the site levels, 
organizational levels, number plans, work flow setup, etc. Your System Administrators have 
worked closely with a Unique Communication Solutions representative to try to simulate the 
way you process your work today. We cannot always match your processes but we try to 
come close! 

So, you have logged in, now what? Let us discuss what you are seeing.  

Main Menu 

In the lower left-hand corner is the main menu, there are nine menu options (again, you 
may not see all of them, the items you see are based on your profile). Here is a list of the 
menu items and a brief description of each: 
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1. Configured Items – manage all information relating to your set devices, circuits, 
and cell phones.  

2. Orders/Troubles – open and close work orders, trouble tickets or general task 
relating to a set device, circuits, cell phone, circuit, subscriber, account, etc. You can 
also generate reports based on your open, closed, or cancelled order, troubles, or 
task.  

3. Subscribers – manage all information relating to your subscribers, telephone 
control officer groups, resource manager groups, commanding officers and 
supervising managers. 

4. Equipment/Services – manage all equipment and services offered as well as their 
associated vendors, service providers and manufacturers. 

5. Accounting – manage all one-time, recurring and call charges related to your 
official and/or unofficial accounts. You can perform several billing task that include 
generating a monthly bill, accepting payments, import vendor media, etc.  

6. Facilities – manage your sites, connection groups, buildings, terminal, and/or 
frames.  

7. Switches – manage your switches and their related information. You can also 
create an SMA (Secure Maintenance Access) connection to allow specific users to 
login and out of the switch.  

8. Directory/Organization – manage your organizational structure (we call it a tree!). 
You can also create operator phone books for both your standard directory and your 
DSN directory. For those who use Toll Tickets, this menu will become your best 
friend! 

9. System Admin – this is where your system administrators create the backbone of 
CAIRS and determines how your system will function in certain situations.  

Toolbars 

Now, let’s start at the top of the window and work our way down.  

 

The top toolbar has the following four items: 

• File – clicking File displays two options.  

• Change Connection – this option allows you to create the connection string for 
your database, you will need your administrative rights to set your connection 
string. 

• Exit – allows you to exit the program.  

• Actions – once you make a selection within the Navigation Pane, the Actions button 
becomes available with the actions that you can perform for your selection.  For 
example, when you select Configured Items – Set Management, the only action you 
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can perform is to ‘Add a Set’.   If there are no actions to perform, the button s greyed 
out.   

• Tools – contains two submenu, Options and Delete Local Settings. 

• Options – when you click on this selection, a small popup opens with the 
following options: 

• When CAIRS starts – you can choose what menu option CAIRS goes to 
when you first login, there are three options available: 

• Go to Home Page  

• Go to the last visited page 

• Go to a specific menu – click on the … to choose the location you are 
currently on.  To change the location, exit out of Options, navigate to the 
proper location, and then come back into Options and click on the … 
button again.   

• Set home page – you can set your home page, click on the … button, this 
selects the page that you are currently on. To change the location, exit out of 
Options, navigate to the proper location, and then come back into Options 
and click on the … button again.   

Once you have made you selections, click on the OK button.  To cancel the 
operation or delete changes made click on the Cancel button.  To restore CAIRS 
to the default locations, click on the Restore Defaults button.   

• Messenger – this allows you to send a message to user who are currently 
logged into CAIRS.   

• Delete Local Settings – when selected this will delete your custom form layouts 
and searches that you have created.  There is no undo option, when the process 
is complete, you will get a ‘Process Completed Successfully’ notification.   

• Help – Contains three submenu options. 

• About – when clicked, the About CAIRS pop up displays. 

• Version Notes – opens a web page displaying the CAIRS release notes, 
including information on new features, bugs, and refinements. 

• Check for Software Updates – when clicked the software checks for a newer 
version of itself. If one is available, a pop up similar to the following screenshot 
displays. 

• Keyboard Shortcuts – when clicked this will bring up a complete list of the 
keyboard shortcuts for each menu option, to view a complete list please see the 
KS Appendix 

• Search – you can quickly search for any piece of information in your database by 
typing in any portion of the record into the text box.  To learn more about the Search 
please see the chapter on the Super Search. 
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• Add or Remove – if you click on the drop-down arrow just to the right of the Help 
button the Add or Remove options becomes available.  When clicked there are three 
options: 

• File Menu – this defaults to include all the options within the toolbar, to remove a 
menu click on it remove the checkmark. To re-add either click on the menu again 
or click on Reset Toolbar to display all option again. 

• Search Bar – There are three options within this selection: 

• Results by Record Type – uncheck the box to remove the All drop-down 
field.  This means that you will search the entire database for your information 

• Global Search Box – uncheck to remove the search field in its entirety 

• Hide Search Results – uncheck to remove the red ‘x’ next to the search field 

• Customize – This allows you to further customize CAIRS, please contact Unique 
if you want to use any of these options.   

The lower toolbar allows you some handy ways to use CAIRS. The following options are 
available:     

 Back and Forward Arrows - these arrows allow you to navigate between the 
areas of the software that you have accessed since you logged in.  Once you close the 
software, the buttons refresh and you start from scratch upon login.   

  New – Click the drop-down arrow to access a list of the items that you can 
create, it does not matter where you are in the software, and however, the menu option you 
are currently in appears first in the list.  

 Export – Click this button to export the information contained within the list pane 
to a excel, pdf, or tab delimited file.  

  Print – Click this button to print the information contained within the list pane 

  Delete – When you highlight a record within the list pane and click this button, you can 
delete that record. This option is only available in specific menus.  

  Refresh – Click to refresh the information within the list. 

  Home – Click on the button to return to the main menu list.  

User Favorites – You can add your most frequently visited menu options into your 
favorites. To add a menu, navigate to the menu with the navigation pane, then click the 
User Favorites button and drag and drop the menu item into the list pane. You can add any 
level of sub-menu! 

 System Favorites – This is similar to user favorites; however, these favorites are 
system wide, meaning that every user (with proper access rights) can see them.  
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  Messenger – click on this icon to send a message to users who are currently logged 
into CAIRS.   

Navigation Pane 

Directly above the main menu is the Navigation pane, it displays the menu and any sub-
menus, actions, and views relating to the highlighted menu item.  

Once you click on any menu item, the navigation pane displays a list of sub-menus. In 
some instances, the sub-menus automatically display, however, if there is a plus sign (+) 
next to the menu name, there are additional sub-menus. To view those menus, click on the 
plus sign once to open, click it again to collapse the menu.  

Directly below the System Admin menu option there is a small drop-down arrow, click on 
the arrow to access the following options: 

 

• Show More Buttons - this button is unavailable when all Main Menu options/buttons 
are visible. Show More Buttons becomes available once a button(s) has been 
removed and is used to restore a hidden/removed button. 

• Show Fewer Buttons - this button removes a one button at a time starting from the 
bottom button from the Main Menu. The following screenshot shows the Main Menu 
with the System Admin button removed. 

• Navigation Pane Options - Clicking this option opens the Navigation Pane 
Options pop up. Check mark or un-checkmark the boxes next to each Main Menu 
option and click OK to save your selection and close the popup. The button is 
either added or removed from Main Menu depending on your selection. 

Additionally, you can change the order the button(s) appear within the Main 
Menu by clicking and highlighting the button name within the list. Click the Move 
Up button to move the selection up one spot or click Move Down to move the 
selection down one spot. Click OK to save your work and close the pop up or 
Cancel to cancel and close the pop up.  
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• Add or Remove Buttons - Clicking Add or Remove Buttons displays a list of 
available Main Menu buttons.  

 

Mouse over to highlight the button to remove and left click. The button is 
immediately removed from the Main Menu and the menu item is no longer 
highlighted in orange within the Add or Remove Buttons list, indicating it has been 
removed from the list.  

 
 

Actions Pane 

For each menu item, there are certain actions that you can perform, for example, adding a 
new item, deleting an item, etc. Each action that you can perform is located within the 
Actions pane. There might be a few, there might be several, it all depends on the menu 
option! Most of the links that you see within this pane, we represent as buttons within the 
lower toolbar as well as selections within the Actions drop-down list within the upper 
toolbar.  

Views Pane 

The Views pane contains additional ways that you can sort the information displayed within 
the List. When you click on the option button next to one of the views the list changes to 
display the information sorted appropriately. Depending on your selection, the list may 
appear collapsed, to view the information beneath a heading click the plus sign (+) next to 
the name, to collapse the selection, click on the minus sign (-). Not all sections have a 
Views pane.  
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! Not all of the Main Menu options consistently utilize the Action and Views areas. Actions 

will not display until you select a Subsection so depending on the Main Menu option 
selected you may not see one or both of these areas. For example, if you select either 
Orders or Troubles, the Actions section does not populate because there are no specific 
Actions related to the Section. In this situation, you need to click the plus sign (+) to the left 
of the Section, or double click the name (Orders or Troubles) to open and view the 
subsection menu.  

The List 

Finally, the big pane to the right, it currently displays a list of the menu options. Once you 
access a menu, it changes to display a list of sub-menus. Click on a sub-menu to view the 
list of associated items. Although the list may not populate right away, you will see the line 
display of the fields that will populate.  

There are a few ways to get the list to populate, this is where you can search for the 
information that you want to see. There are a few different search options available: 

• Show All – this is the easy way, click the link to populate the list with every record 
within your database. Remember, if you have a large database the list may take a 
long time to populate. We recommend using a search option. 

• Instant – this search allows you to type any portion of the record within the textbox, 
and then click on the magnifying glass to view the matching records. 

• Advanced – this search allows you to place a descriptor on your search, for 
example, Contains, Equal to, start date, end start, etc. By clicking the double-down 
arrow, next to the magnifying glass, you can view a list of fields available to search 
on. Next, to each field is a Contains button; click the button to access a list of all the 
possible search descriptors. Once you choose a descriptor, type the search criteria 
into the field and click the magnifying glass to view the matching records. 

Here are a few helpful hints to remember while working with the list: 

• Sorting – you can sort the list by clicking any column header to sort it alphabetically 
or numerically. To sort the list in reverse order, click the column header again. With 
either sort order, the list shows the fields that contain no value first.  

• Changing Column Order – you change the location of any column within the list by 
clicking the column header and dragging it to the new position. The list remains this 
way even if you logout! 

• Remove Columns – you can remove columns that appear within the list by right-
clicking the column to access a pop-up menu, from the menu select ‘Remove this 
Column’. If you want to re-add a column header, access the pop-up menu again and 
select ‘Show Column’ or ‘Reset Column Visibility’.  

• Renaming Fields – you can rename any field at any time in any location. Right 
column anywhere within the list pane to access a pop-up menu, from the menu 
select ‘Rename Field Everywhere’ or ‘Rename Field in View’, a textbox opens 
allowing you to type the new field name. 
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The Bottom Line  

The bottom line of the CAIRS window displays some very helpful information. This is where 
you can see your last successful login and the IP address of your computer. Also, the 
location of your database.  

Messenger 

The messenger can be used to send simple messages to anyone who is currently logged in 
their CAIRS Client. When you click on the messenger, a popup opens with a list of the 
users that are currently logged into CAIRS.  There are a few options when messaging: 

• Message to User – within the popup double click on the user you want to send a 
message to, another popup opens.  Within the lower pane, type your message.  
Once complete hit the enter key on your keyboard.  The messages will appear in the 
upper pane.   

• Broadcast Message – you can broadcast a message to 2 or more users at one 
time.  Click on the Messenger at the top of the popup, a menu appears from the 
menu select Broadcast Message.  You will be required to select 2 or more users to 
broadcast.  On your final user, double click to open the message, within the lower 
pane type your message.  Once complete hit the enter key on your keyboard.  The 
messages will appear in the upper pane.   

If you have a large amount of people that are currently logged into CAIRS, you can use the 
Select menu to perform one of the following options: 

• Select All – this will place a checkmark next to all users to broadcast a message to, 
you can then use the Broadcast Message option 

• Select None – this removes all checkmarks  

• Invert Selection – this removes the checkmarks from currently selects users and 
adds checkmarks to those that were not selected.  Again, once selected you would 
use the Broadcast Message option 

If you are a System Administration, there will be an additional menu selection at the top of 
the popup.  The Admin menu will allow you to perform two functions: 

• Log Out Users With Warning – after you have selected the users from the list, click 
this option to automatically close their CAIRS after 5 minutes.  The users will be sent 
a message that their CAIRS will close in 5 minutes and to save any unsaved work. 

• Log Out Users Without Warning – after you have selected the users from the list 
that you want to log out of CAIRS, click this option to automatically close their 
CAIRS.  The user is not notified and their CAIRS is closed immediately.     

Keyboard Shortcuts 
Instead of using your mouse, you can use the keyboard to navigate to menu options within 
CAIRS.  Next to the list name is the keystrokes you can use, for example, to access Orders 
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in My Work Centers you would press and hold the Control button and then type MWCO.  
When you are typing in the letters, you must type them within 3 seconds.   

 

To view a complete list of the keyboard shortcuts you can click on the Help drop-down 
menu in the top tool bar and select Keyboard Shortcuts.  You can also view the complete 
list in the Keyboard Shortcuts Appendix of this manual. 

Customizing your CAIRS 
When you right-click anywhere within ‘The List’ pane a small popup opens, this popup 
allows you to perform various functions to customize your CAIRS. The following options are 
available: 

• Rename field everywhere – right-click on any column header or field name to 
rename the field everywhere in CAIRS 

• Rename field in view – right-click on any column header of field to rename the field 
in this view/menu option only 

• Mask on field everywhere – right-click on any column header or field to change the 
mask for the field everywhere in CAIRS. A mask defines allowable character types 
within the field. For instance, if you entered in a group of pound (#) signs as the 
mask, only numbers would be allowed in the field.  

• Mask on field in view - right-click on any column header or field to change the 
mask for the field in this view/menu option only. A mask defines allowable character 
types within the field. For instance, if you entered in a group of pound signs (#) as 
the mask, only numbers would be allowed in the field.  

• Change field required everywhere – this customization is helpful when you are in 
actual component, by right clicking on any field you can make that field required 
everywhere within the software.  For example, if you are in a set and right click on 
Room and Jack to require everywhere, the fields are now required when you add a 
circuit, cell phone, etc. Anywhere that field appears it is now an entry is now required 
before you can save the record.   

• Change field required in view – this customization is helpful when you are in an 
actual component, you can make a field required in just that view.  That means that 
if you are in a set and right click on the Subscriber field and make it required in this 
view, anytime you add or modify a set an entry in the Subscriber field is required.  To 
remove the requirement, right click on the field again and select Change field 
required in view.   

• Update Drop-down – you can add a drop-down add or update fields into drop-down 
lists for fields that you want to have custom drop-down.  For each selection in the 
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drop-down, you must enter the Value.  The notes and sort field are optional. If you 
use the sort field, all values must be assigned a sort position. This will be greyed out 
for fields that are designated as drop-down fields, for example, you cannot change 
the Site drop-down from here you must access Facilities → Sites.   

! A note about custom dropdown boxes – when you create a custom dropdown there is no 

blank field. Once you select a value from the list, you will have to click out of the dropdown 
and into the field to delete the value.  Alternately, you can create a blank selection in the 
customize area by simply pressing the space bar in the field marked with an asterisk.   

• Copy – this selection allows you to copy the contents of a field and paste to another.   

• Customize – right-click anywhere to access the Customize Display popup. This 
popup allows you to completely customize the appearance of the list.  There are 
three panes within the popup:  Customize For, Column Layout and Column 
Properties.  

• Remove this column – right-click on any column header to remove the field from 
the line display. If you remove a column, a new option appears, Show Column, when 
selected a list of the columns you have removed appear. Within the list select the 
column header to re-add to the list.  

• Reset Column Visibility – select this to reset the column visibility to the defaults, 
any removed column will re-appear within the line display.  

• Reset Saved Sort – when you click on any column header you can sort the list 
based on that field, when you select this, the list returns to the default sort.  

More Customization 

When you select the Customize option from the above popup, another popup opens 
allowing you to further customized your CAIRS.  This allows you to customize the fields that 
appear in each menu option in CAIRS.  The one pictured below corresponds to the fields 
within Orders.   
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• Customize For – click the drop-down arrow to access of list, from the list select who 
you want to customize the list for: 

• Myself – this selection allows you to customize the list for your login only 

• Selected Profile – when selected an additional pane appears below with a list of 
all the profiles within your system.  At the top is a dropdown, you can use that to 
select a single profile to change or you can select multiple profiles by placing a 
checkmark next to each profile name.   

Profiles may already have customization, to view their customization, click the 
dropdown arrow to select the profile name, then click on the Load Display button.  
This will change the fields that are already customized.  

• Entire System – this selection customizes the layout for all users. 

• Column Layout – within this pane, you can change the order of the columns as they 
appear in the list. To change the line, click and hold the column header. Drag the 
column header to the new position within the line display. Two red arrows appear on 
each side of the header when it is available to be dropped into place.   

• Column Properties – within this pane, you can determine field visibility, field column 
width, and whether fields appear in search results.  

• Caption – displays the field name, this is a read-only field. 

• Read Only – when you have selected a profile, this column displays allowing you 
to change the field to read only access.  A checkmark in the column means the 
field is read only for the selected profile. 

• Visible – this defaults to contain a checkmark to indicate that the field is visible in 
the display, click the field to remove the checkmark to remove it from the display 

• Column Width – this field determines the width of the column, click on the field 
and type the new length, the higher the number the wider the column. 

• Hidden in Search – click the field to insert a checkmark to hide this field in the 
Advanced Search  

When you completed customizing the list, click on the Save and Close button to close. Your 
customizations will not take effect right away, you will need to exit the list and re-enter to 
see your changes.  

Collapsing the Panes 

Collapse the Navigation and Main Menu panes when you need to provide more room within 
the CAIRS window for list results or panes.  

1. Clicking the double arrow next to the selected Main Menu option name collapses the 
Navigation and Main Menu panes.  
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The screenshot below shows the collapsed Main Menu and Navigation pane.  

 

The double arrow  now points to the right. To maximize the panes, click the double 
arrow. 

Searching the List 
There are two types of searches, Instant and Advanced. We will overview both of these. 

Instant Search 

Instant searches are performed from the Instant Search field located in the upper right-
hand corner of the Main Form and allow you to search for alpha, numeric, or alphanumeric 
information.  

1. Once the search term is entered, click the magnifying glass icon located next to the 
Instant Search field to initiate the search. The results matching your criteria display. 

2. When clicked, the drop-down arrow next to the Instant Search field displays four 
additional options.  
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Advanced Search 

The Advanced Search allows you to place a descriptor on your search, for example, 
Contains, Equal to, start date, end start, etc.  

1. Click the double drop-down arrow next to the magnifying glass.  

 

2. The Advanced Search field opens displaying search fields corresponding to the 
selected Band.  

 

3. Next to each search field is a search criteria descriptor such as Contains, Equal to, 
Contains etc. This descriptor tells the system how to look for the information within 
the fields. A different descriptor can be selected by clicking the field’s descriptor 
button.    

 

4. Choose the new descriptor and type the search criteria into the field. Press Enter. 
Results matching your search criteria display.  

 

Search Options 

Last Search – When you click on this link, CAIRS performs your previous search and 
displays the results.  

Choosing a Band to Search – When searching the Primary Band, you are only searching 
the highest level of the tree. If you have only a Primary Band you will never be able to 
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uncheck that band as the check boxes are more like radio buttons, where one must always 
be selected.  

 

Where you will see more than one band within Band to Search is on a screen where data 
can be expanded.  In that case you will see additional bands corresponding to the number 
of levels of expanded data. Band 2, includes the fields underneath the Primary Band while 
Band 3 includes the fields underneath Band 2.

 

To search the fields within a secondary Band (Band 2, 3, 4, etc.) click to checkmark the 
desired Band within the Band to Search menu.   

 

 

 

 

My Recent Searches – Displays recent searches. Keep in mind; this only displays your 
searches.  

  

Other Recent Searches – Displays the recent searches from all users. 

 

Detail Record 
When you double-click on any record within The List or add a new record, the General 
window opens. (The title at the top of the screen changes depending on what detail record 
you are in!) 
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Quick Access Toolbar 

 

At the top of every detail record, there are always going to be three buttons: print, excel, pdf 
and text. These allow you to export the information within the window to the appropriate 
program.  

Sharing 

Typically, within a Details Record there is a Sharing tab next to the Ribbon Tab.  

 

Clicking the Sharing tab displays the following Ribbon Groups.

 

The Ribbon 

The Ribbon, located at the top of each record, allows you to quickly navigate to actions you 
can perform for the record. We have organized all the actions into groups. Each ribbon 
group allows you to perform a task, view information, obtain details, etc.  

Within each ribbon group are button, there are three different kinds of buttons: Standard, 
Segmented and Combination.  

Standard Button 

The screenshot below shows an example of a standard button. Standard buttons have only 
one function and unlike Segmented Buttons, they are not segmented so that the upper and 
lower portions have separate functions.  

 

Segmented Button 

The Segmented button provides two different functions. When clicked, the top part of the 
button acts as a Standard Button with a single function, and the bottom part of the button 
provides a menu containing one or more additional options.  
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Combination Button   

 

A Combination Button is a button containing a Standard button and a drop-down arrow on 
the side. The Standard Button has a single function and when clicked, the drop-down arrow 
displays one or more additional options. 

 

Auto Hide 

1. Sections within a Detail Record can be hidden by clicking the auto-hide button 
located within the upper right-hand corner of each section. The screenshot below 

shows the button icon.  

2. After clicking the icon, the section collapses and becomes hidden. The screenshot 
below shows the Work Order Info section after clicking Auto Hide. Notice that the 
pushpin icon no longer points down but now points to the left.  
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3. To unhide the section, re-click the icon. The section expands and is no longer 
hidden.  

 

Popup Window 
Clicking certain buttons provides a Popup window allowing the user to choose specific 
items required to complete a particular task. 

For example, from a Telephone Work Order Detail Record clicking the Add File element 
within the Attach Ribbon Group opens the Select the file to attach Popup. This popup 
allows the user to attach various types of files to the work order.  

Drop-downs 
Each drop-down is searchable!  When you click on a drop-down arrow there is a textbox at 
the top of the list that allows you to perform a search. Within the textbox, type in the record 
or any portion of the record and the results appear in the lower portion of the popup.  
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Form Layout 

Within Form Layout you can customize the location and visibility panes that you see on the 
main form.  You will be able to reposition pane, show/hid panes, create personal layouts, 
create shared layouts, etc.   

Before you can start to customize any form, there a few behind the scenes settings that 
need to be determined by your administrator.  First let’s take care of the system settings, 
there are two that deal with form layout, they are: 

• Default Form Layout To Admin Layout – If set to true, when User opens any form, it 
will be set up the way your System Admin had theirs setup. If set to False, then the 
form will open to the default setup.   

• Require Permissions For Form Layout – If set to true, User must has permission in 
their profile to change their layout. This defaults to False meaning anyone can 
change their form layout.   

Second, all profiles need to make sure they have the proper permissions to change the 
form layout.   

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. From the Show Ribbon Group, click Menus and 
Actions.  

6. At the top of the Actions Privileges pane, click on the radio button next to ‘All 
Actions’ 

7. A list of all system actions appears, within the list find the ‘Form Layout’ and ‘Form 
Shared Layout’ 
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8. In the ‘Allows Update’ column click to add a checkmark.  

9. Within the Actions ribbon group, click on the ‘Save & Close’ button.   

Positioning Panes 

When you click and drag a pane (from its blue title bar) to another area of the work space, 
a docking “compass” displays to guide you. The compass has 8 arrows: 4 in the center of 
the window, and 4 at the outer edges.  
 
The outer arrows assist you to easily position the pane to the top-most, bottom-most, far-
left, and far-right areas of the work space. The center arrows assist you in positioning the 
pane to a specific area (of your choosing) within the work space.  A shaded outline shows 
you the general area where the pane will be docked. 

 

Docking a Pane 
To dock a pane within the work space: 

1. Double-click on the blue title bar of the docked pane.  The pane is now positioned on 
top of the work space (“floating”). 

2. From the blue title bar, click and drag the pane until the compass displays.   

3. When the pane you are dragging reaches the area where you want to dock it, the 
designated area is shaded. 

4. Position your cursor over the arrow and release the mouse.  

5. Your pane is now docked.  

6. You can resize a docked pane by clicking on  or    between two panes. 
 

Floating Panes 

A floating pane is one that is not docked to any side and “floats” above the work space. You can work in a 
pane while it is floating within the work space, or from its floating position, you can drag it to be docked within 
your work space. 
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Show / Hide Panes Ribbon Group 
Depending on how you work, you sometimes may want more (or need less) work space within a record. 

Using Show/Hide Panes, you can free more space by hiding certain panes that you do not routinely work with. 
When needed, you can show hidden panes by “un-hiding” from the work space.  
 
Panes that are docked within the work space are shown here as white with black text. Panes that are hidden from the 
work space, are shown as gray with white text and display (Hidden). 

 

 

 

Hiding a Pane 

There are several ways to hide a pane: 

▪ Click the ‘X’ in the upper-right corner of the pane. 

▪ Right-click the blue title bar of the docked pane and select Hide from the drop-down menu. 

▪ Within the Show / Hide Ribbon Group, single-click on the name of the pane you wish to hide.  

With any of these options, the name of the pane within the Show/Hide Ribbon Group will change from black to 
white, and will display (Hidden). 
 

Retrieving a Pane 
To retrieve a pane (or multiple panes) that you have hidden: 
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▪ Within the Show/Hide Ribbon Group, single-click on the name of the hidden pane.  
The pane is now re-docked to its previous position prior to being hidden. 

Form Layout Ribbon Group 

• Set From Last – (default) sets the panes within the work space to the last layout that was used. 

• Save Preferred Layout – saves the current layout as preferred.  

• Set From Preferred – brings up current saved preferred layout. 

• Set From Default – reverts to default layout.  

• Save Admin Layout – saves layout for Admin (*must have Admin permission). 

• Set From Admin – sets to saved Admin layout (*must have Admin permission). 

• Initial Layout – sets the layout that is used when record is opened. Options for Initial Layout are: 

▪ Layout from Default  

▪ Layout from Last  

▪ Layout from Preferred  

▪ Layout from Admin  

• Import – allows you to import a layout. 

• Export – allows you to export a layout. 
 
Saving/Sending/Sharing Layouts 

Personal Layouts 

You can save a layout that you created within your own work space. When you right click on a saved layout, a 
small menu opens with the following options: 

▪ Delete – deletes your personal layout. 

▪ Rename – renames your personal layout. 

▪ Overwrite layout with current data – allows you to save the current layout as a Personal Layout 

Exporting a Layout 
You can export a saved layout for sharing (Ex. To share with another User or to share to a website). 

1. From the Form Layout Ribbon Group, click Export.  

2. From the Save Layout As. . . window, browse to the location to save, create a File name for your layout.  
Once you click Save the file is saved in the specified location.   

Importing a Layout 
You can import a layout from another User. 

1. From the Form Layout Ribbon Group, click Import.  

2. Browse to the location of the saved layout, click on the name to highlight. 
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3. Click the ‘Open’ button 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Data Fill  

Data Fill acts as a productivity-increasing template by allowing you to complete multiple 
forms without having to enter the same information repeatedly.  The Data Fill tab is 
available in two places, Configured Items - Set Management and Configured Items - 
Circuits.   

It is helpful to know a few design features before using Data Fill to its full capacity.  

• The Data Fill tab only becomes active when the feature can be used within the 
software and is designed to disappear when you cannot use the template.   

• Templates are user specific, stored locally on the user’s machine and therefore, only 
the user who created the template can use the template.    

• Data Fill is designed to exclude some fields within the template.  Generally, excluded 
fields are specific to the component you are adding for example; you cannot include 
the Directory Number in the template.    
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• A warning appears when you switch to the template in the middle of a form.  If you 
have completed a field that is within the template, you have the option of keeping 
your existing information or replacing it with the information from the template.  If the 
field is blank within the template but complete on your form, the template will not 
overwrite your entry.  

• The Data Fill tab is only available for new components.     

Getting Started   
Several choices within the Data Fill tab determine where the template information is pulled 
from.  Choose the information source by clicking one of the following options: 

• Fill Last Values – fills out the component with the last saved information.  For 
example, if you just completed a new set install, it fills the appropriate fields with the 
same information as the newly installed set.   

• Save Default Template and Fill Default Values– this allows you create a template to 
use when adding new components into the database, you populate the fields and 
then click on this button to save the template.  To use the template, click the Fill 
Default Values button.   

• Automatic Fill – the following choices tell caris.net how you want to use the Data 
Fill tab.  Each time you open a new component CAIRS can perform one of the 
following:   

• Automatic from Default – this selection requires you to build the template.  
Once built, each time you add a new component the fields are automatically 
populated with the information. 

• Automatic from Last – this selection populates the field with the same 
information as the last saved component.  Automatic from Last differs from Fill 
Last Values by filling out each new component opened.   

• Turn off Automatic – when selected auto fill is turned off.  The Fill Last Value 
and Fill Default Values are still available but you are required to make a 
selection. 

! The Data Fill option is only available on new records, whether a set device or a circuit, 

with that in mind, we will start the following how to direction after you have entered the new 
record.    

Creating a Default Template 

You can create several different templates to use within CAIRS.  Keep in mind only you can 
access the templates created and saved on your local machine.   

1. Before you create the actual template, you need to populate the fields you want 
included within the template. Within each of the panes, complete the appropriate 
information. 
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! Keep in mind that some fields are not allowed within the template.  Generally, these 

fields are component specific, for example, directory number, port, etc.   

2. Once the fields are populated, click the Data Fill tab within the toolbar.   

3. Click Save Default Template within the Data Fill Options ribbon group. 

Choosing an Automatic Fill 

Once you have created your default template, you have really chosen to have CAIRS 
automatically use the default template whenever you open a new record. 

1. Click the Data Fill tab and then the Automatic Fill button.  There are three 
selections to choose from: 

• Automatic from Default – once you have created the template, you can select 
this option.  Once selected it becomes grayed out verifying that you have chosen 
to use the default template. 

• Automatic from Last – when you highlight and click this selection, the new 
record populates with the same information you previously saved.  This selection 
is helpful when creating a few of the same components.   

• Turn off Automatic Fill – when you select this, you are completely turning off 
automatic fill.  

2. Click the Set Device tab.  Within the Actions ribbon group, click the Save & Close 
button. 

Fill From Last Saved 

Our one-time fill options allow you to populate fields automatically based on the last saved 
information.  This means that when you are adding a new component, you save and close 
then add another new component and select the Fill from Last option, the fields you 
completed in the first component copy and populate the fields in the second component.   

1. Click the Data Fill tab and then the Fill from Last Values button. 

2. Click the Set Device tab. Within the Actions ribbon group, click the Save & Close 
button. 

Fill Default Values 

1. Click the Data Fill tab and then the Fill Default Values button. 

2. Click the Set Device tab.  Within the Actions ribbon group, click the Save & Close 
button. 

Clear Values 

1. Click the Data Fill tab and then the Clear Values button. 
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2. Depending on your auto fill selection, you can either click the Fill Default Values or 
Fill from Last Values buttons. 

3. Alternatively, click the Set Device tab to enter in information. 

4. Within the Actions ribbon group, click the Save & Close button. 

Creating a Custom Template 

1. Before you create the actual template, you need to populate the fields you want to 
include within the template.  Within each of the panes, complete the appropriate 
information. 

! Keep in mind that some fields are not allowed within the template.  Generally, these 

fields are component specific, for example, directory number, port, etc.   

2. Once the fields are populated, click the Data Fill tab within the toolbar.   

3. Click the green plus (+) sign.  You will be asked to name your template.  Type-in the 
name and click the OK or  Cancel button.  Your template name now appears as a 
button within the ribbon group. 

Using a Custom Template 

1. Within the Data Fill Options ribbon group, click the name of the custom template. 

2. When asked if you wish to overwrite existing information, click yes to overwrite or no 
to keep the information. 

3. Click the Set Device tab, within the Actions ribbon group and click the Save & 
Close button. 

Deleting a Custom Template 

1. Within the Data Fill Options ribbon group, right click the name of the custom 
template to access a drop-down list. 

2. From the list, select Delete Template.  The template name is removed from the 
ribbon group. 

Renaming a Custom Template 

1. Within the Data Fill Options ribbon group, right click the name of the custom 
template to access a drop-down list. 

2. From the list, select Rename Template within the Save Custom Data Fill popup 
and type-in the new name of the template. 

3. Click the OK button to save your changes or click Cancel to return to the previous 
screen. 
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Overwriting the Custom Template 

1. You have two options: 

• Create a new template by populating the fields on the first tab and overwrite the 
existing template. 

• Select the template, add/remove populated fields from the template and then 
overwrite. 

2. With either option, right click the template name to access a drop-down list and from 
the list, select Overwrite template with current data.  The template is now saved 
with the current information. 
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Common Elements 

There are a few things in CAIRS that are on pretty much every record that you will open.  
These common elements: 

• Equipment & Services 

• Account Management 

• History 

• Notes 

• File Attachments 

In an effort to save space and our environment in the event we have to print a manual, we 
will cover the process to add, modify and delete each of these here.  When reviewing this 
section, please keep in mind that we will start each process from within a record, this could 
be a set device, work order, trouble ticket, user, etc.   

Equipment or Services Associated with a Record 
Almost anything in CAIRS can have equipment or services related to it.  The process to 
add equipment of services is the same in every record.  If you are going to be billing for the 
charges related to equipment or services, you will need to associate an account number to 
the record.  To learn more about this please see Account Management.   

Since the process is the same throughout CAIRS, we will start the process from within a 
record.  For example, you are currently viewing a set device, work order, trouble ticket, etc 
and you have found the equipment and services pane.   

Adding Equipment or Services to a Configured Set 

1. Within the record you are viewing, find the Equipment & Services pane.  It will 
sometimes share a pane and appear as a tab.  Simply click on the tab to access the 
pane.   

! Before you can add equipment and/or services to a set, you need to associate an 

account number.  This allows for any charges to be billed properly.  
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2. To add a new piece of equipment or service, click on the row marked with an 
asterisk. Use the drop-down lists or type the appropriate information in each of the 
following columns for the equipment or service, required fields are marked with an 
asterisk (*): 

• Equipment or Service Type* – click the drop-down arrow to access a list, there 
are three columns of information within the list: 

• Equipment or Service Types – displays the name of the equipment or 
service 

• Is Service Type – a checkmark indicates that the type is a service 

• Allow Cost Adjustment – a checkmark indicates that the you can adjust the 
cost of the equipment or service 

Within the list, select the equipment or service type. 

• Equipment or Service Name* – click the drop-down arrow to access a list, and 
then select the equipment or service name. This list displays only the names 
associated to the type that you previously selected.   

• Part Name* – click on the drop-down arrow to access a list, select the part name.  

• Site – once you click any of the drop-down lists, the field auto-populates with the 
site name you selected for the record you are currently viewing. 

• Serial Number* – this field may auto-populate after you select a part name with 
a serial number associated to an available equipment item.  You can change the 
serial number by clicking the dropdown arrow to access a list, from the list select 
the appropriate serial number.   

If you are not tracking serial numbers the field will either contain None or 
Generate Automatically, if these are contained within the field do not change the 
selection.  

• Quantity – this field auto-populates with a pre-determined quantity amount. To 
change, click the field and type-in the new quantity.  

• One Time Cost – this field auto-populates with the equipment’s one-time charge. 

• Recurring Cost – this field auto-populates with the equipment’s recurring 
charge. 

• Total One Time Cost – displays the total one-time cost for the equipment item.  

• Total Recurring Cost – displays the total recurring cost for the equipment item. 

! If the ‘Allow Cost Adjustment’ box is checked in the Equipment and Service Type 

dropdown for the selected equipment, you will be able to adjust any of the costs.  To adjust, 
click into the field and type in the new cost. If the box is not checked you will be able to click 
into the field but you will not be able to edit the cost.   
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! At the bottom of the list of equipment is a totals line displaying the one-time and recurring 

charges totals for all the equipment items within the list.  

• Install Date* – this field auto-populates with today’s date. To change the date, 
click the field to access a drop-down arrow, once clicked a calendar will display. 
From the calendar, select the date to install the new equipment. This is the date 
the charges start for billing purposes. To change the month and year click the 
right or left arrow, and once at the appropriate month and year, click the number 
to select the date. The date populates in the box. 

• Delete Date – click the field to access a drop-down arrow. Once clicked, a 
calendar displays, from the calendar select the date to delete the item from the 
set. To change the date, click the field to access a drop-down calendar. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

! Your System Administrator can set CAIRS to auto-populate the delete date with the 

install date for one-time charges only.     

• Technician – click the drop-down arrow to access a list, from the list select the 
technician name. 

• Location – type the equipment or service location.  

• Notes – click on the grey square in the field to open the Note popup that allows 
you to enter in any notes regarding the equipment or service.  Once you have 
finished typing the note, click on the OK button to save the note and close the 
popup.  Alternatively, you can click on the Cancel button to cancel the operation.   

• Last Recurring Bill Date – this field indicates the last date the piece of 
equipment generated a bill.  

3. Once all required fields are complete, within the Actions ribbon group, click the 
Save button (save and stay) to continue working with this set or click the Save & 
Close button (save and exit).  

Deleting Equipment or Services from a Configured Set 

1. Within the record you are viewing, find the Equipment & Services pane.  It will 
sometimes share a pane and appear as a tab.  Simply click on the tab to access the 
pane.   

2. Within the list, right-click the selector box next to the equipment or service type, a 
small pop-up menu opens, within the menu click Delete.  

3. Once you click Delete, a message box displays, within the box there are two 
choices: 
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• Set Delete Date as today – use this to select today as the delete date. When 
CES runs, it deletes the item and the billing will end as of today’s date. 

• Remove the row permanently – use this to delete the item permanently from 
the record, this deletes the item without a delete date attached. This selection 
prevents prorated billing for the last month of use. Once you click ok, the item is 
removed from the Equipment and Services pane.  

• Cancel – this selection cancels the entire delete operation and returns you to the 
record.  

4. Click the appropriate option button, and then click Ok to continue, or Cancel to stop 
the operation. If you have selected Set Delete Date as today, today’s date populates 
within the Delete Date field.  

5. To complete the deletion, within the Actions ribbon group, click Save (to save and 
stay) to continue working with this record, or click Save & Close (to save and exit) to 
return to the main menu.  

Viewing Equipment or Services 

There are several options available when viewing the equipment and services related to a 
record.  At the top of the Equipment and Services pane is a dropdown box click on the 
arrow to select the statue that you want to view, you can choose from one of the following 
statuses: 

• Active Charges – displays a list of the active equipment and services in your billing 
cycle.  This will be mostly recurring charges. After charges are billed, they will be 
moved to the inactive charges list.  

• Inactive Charges – displays a list of the equipment and services that have been 
billed for, this will be mostly one-time charges.   

• Installed – displays a list of the equipment and services that has not been deleted. If 
you do not do any sort of billing this list will be the same as the active charges list.   

• Deleted – displays a list of equipment and services that have been deleted, with a 
delete date on the record.  Any equipment or service that was deleted permanently 
(with no delete date) will not appear in any list as it no longer appears in the system.   

• All – displays a list of the equipment and services related to the record regardless of 
status.   

Next to the status dropdown box are two checkboxes, one for equipment the other for 
services.  They are both checked to indicate that you want to see both equipment and 
services within the list.  To only view equipment or services click on the box to remove the 
appropriate checkmark, the list changes to display your selection.   
 

Notes 
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Often times users make small changes or adjustments to records that do not warrant 
creating a work order or trouble ticket.  To keep an accurate history, it is a good idea to 
place a note on the record.  Notes can be added, modified or deleted.   

There are two different note types within CAIRS.  First, are basic notes that you can add 
through the Notes button in the ribbon. These notes are only viewable from within the 
record and are only available from within Set Management → Configured Sets.  

The more detailed notes and the more widely used throughout CAIRS, have their own pane 
within the record.  These notes allow for a subject, category, formatting, etc.  In certain 
sections, these notes can be searched on from the navigation pane of the associated menu 
option.  For example, within Work Orders there is a view specifically for Notes associated to 
any work order.    

For this section of the manual we will cover how to add, modify and delete both type of 
notes.  

Basic Notes 

The basis notes as stated before are only with Set Management → Configured Items.   

Adding/Deleting a Note 

1. When you are viewing a record in CAIRS, there is always the ribbon at the top of the 
window.  Within the Notes ribbon group, click the lower half of the Notes button to 
access a drop-down menu.  

Adding a Note 

2. From the menu, click Add Note. 

3. A box opens, type the text in the box. 

4. When finished, click the X in the upper right-hand corner of the box to save and 
close. A small yellow icon now appears on the notes button to indicate the record 
has existing notes.   

Viewing the Note Details 

5. To view your new note, click on the upper portion of the Notes button, the screen 
changes to display a list of the notes associated to the record. New notes populate 
at the top of the list.    

6. Double click on the note to view the complete text 

Deleting a Note from a Set Record  

7. All notes associated to the record appear below the ribbon.  Click on the note to 
highlight, within the Notes ribbon group, click the lower half of the Notes button to 
access a drop-down menu.  

8. From the menu, click Delete Note.  

9. Once you click Delete, a message box displays verifying that you really want to 
delete the note. Click Yes within the box to continue or No to cancel the operation.  
There is no undo action, once you click yes the note is deleted from the system.     
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Detailed Notes 

The Detail Notes in CAIRS allow you to provide more information for a note that includes 
such things as templates, categories, formatting option, etc.  Before starting to add notes to 
records, you should first create your categories and templates.  A category helps to group 
the notes based on a common characteristic.  For example, if work orders a few note 
categories are Update Order, Remove Component, Update Description, etc.  Templates 
allow you to create a standard text guideline for each of the categories that you have 
created.   

Note Categories 

Note categories allow you to group your notes based on a common characteristic.  As 
stated earlier, most menu options that have the detailed notes pane also have a specific 
view for the notes associated to a record.  When viewing the list, you can sort it alpha-
numerically based on category name.   

Each menu option will have their own specific note categories, they are not shared from 
menu option to menu option. 

 

Add/Modify/Delete a Note Category 

1. Within the notes pane of any record, there is a menu bar at the top, to 
add/modify/delete note categories click on the Manage Categories link.   

2. The Manage Note Categories popup opens.   

3. To add a new category, click on the field marked with an asterisk (*) and start typing 
the category name.  As you type a new row appear at the top of the list marked with 
an asterisk to allow you to add multiple categories at once.   

4. To modify a category, click in the row and make any necessary modifications.   

5. To delete a category, right click on the record selector next to the category name, a 
dropdown menu opens.  From the menu, select Delete.  When asked if you really 
want to delete the category click Yes to continue or No to cancel the operation.   

6. When you have finished working with the categories, click on the Save & Close 
button within the Actions ribbon group.   

 

Category Document Templates 

For each category you create, you can also create a document template.  The template 
allows you to create the title, body and formatting of each note within the category.  Once 
you select a note template, the note text automatically populates in the note editor.  This is 
a handy time saving tool to allow you to quickly add notes to records.   

1. Within the Notes pane, click on the Manage Categories link 
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2. The Manage Note Categories popup opens.  Within the list, select the category to 
associate a template with  

3. Within the Note Template ribbon group, click the Edit Note Template button.  The 
Note Template Editor opens.   

Alternatively, from the main notes window, next to the Category dropdown box there are 3 
buttons; Load, Modify and Create.  To Create a new template from here, first select the 
Category then click on the Create button.  

4. Type the text of the note into the editor.  You can add formatting to the text by using 
the buttons with the menu bar.   

5. Once finished, click on the Save button in the lower right-hand corner.   

6. To use a template, select the associated category from the Category dropdown list.  
Once selected click on the Load button.     

7. Whenever you select the particular category, your template automatically populates 
in the Notes Editor.   

Adding a Note to a Record 

1. Within the Notes pane, click on the Add Note link.  The Note Editor popup opens.   

2. You can simply start typing the text of the note into the Editor, however, you have 
several options while creating your note: 

Note Category 

3. In the Category drop-down, click on the arrow to access a list of the categories and 
from the list select the associated category.  This category simply groups your motes 
based on a common characteristic.   

4. If the category has a template, the template text automatically populates in the note 
editor.  You can modify the template by clicking in the note editor and change any 
necessary information.   

5. Next to the Category drop-down are a few options:  

• Load – if you have already created the note and want to use the template 
instead, click on the Load button.  You will be notified that loading the template 
will overwrite any existing information.  Click Yes to continue or No to cancel the 
operation.   

• Modify – You can modify the template by clicking on the Modify link, the Note 
Template Editor opens allowing you to make changes.  Once complete, 
remember to click Save! 

• Create – You can create a new template by clicking on the Create button, the 
Note Template Editor opens within the body type the text and once complete 
click Save 

Changing the Note Font 
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6. At the top of the Notes Editor are several options available to modify the look of the 
note.  You have the following options available: 

• Bold/Italic/Underline 

• Bullet 

• Numbering 

• Font Color 

• Font Highlight 

• Font Type and Size 

7. Click on any button and start typing the text of your note.   

8. To change any text within your note, highlight the text and click on the appropriate 
button.   

Adding a Note Subject 

9. You can add a subject to a note by clicking in the Subject field and typing the 
information.   

Undo/Redo 

10. If at any time during the creation of your note you make a mistake, we have taken 
care of you with the undo and redo buttons. These buttons will only work if you have 
not clicked the Save button.    

Status Bar 

11. At the bottom of the note editor, there is a status bar that displays the following 
information: 

• Created By 

• Creation Date 

• Last Modified Date 

• Modified By 

12. When you have completed your note, click on the Save button in the lower right 
hand corner.  The note is saved and you are returned to the Work Order. 

Viewing All Notes Added to a Record 

1. All notes that you have created display within the Notes pane, the most recent note 
appears at the top of the list.   

2. There are two viewing options: 

• Standard – this view displays the note in its entirety 

• Condensed – this view displays only the top portion of the note 
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3. You can further condense the list by clicking the minus sign next to Created By for 
each note, this only displays the subject of the note.  To view the complete note 
details, click on the plus sign.   

4. There is one more viewing option, when you are at the Orders → any sub-menu, 
within the Views panes click Notes.  All notes appear within the list.  To view the 
note details, double click on the row to open the Work Order.    

Editing a Note 

To edit a note, find the note within the list and click on the Edit link on the far right side of 
the pane.  The popup opens allowing you to edit and save the note.  The position of the 
note does not change within the list because the list is based on date and time created.   

Deleting a Note from a Record 

1. All notes that you have created display within the Notes pane, the most recent note 
appears at the top of the list.   

2. Within the note header, click on the Delete link on the far right hand side of the 
header.   

3. The note is removed from the list.   

History 
History provides the user with a timeline of the actions completed on the work order. The 
main window provides a basic list of the actions and by double-clicking on any action; a 
pop-up opens with a detailed action description.  

Viewing the History of a Record 

1. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the set: 

• Action Name* – describes the completed action. For example, Add New Work 
Order Activity or Update Work Order. 

• Custom Field Name – displayed the field name of the modified information 

• Old Value – displays the old information 

• New Value – displays the new information 

• User Name – displays the user name for the person who completed the action. 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 
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• Work Order Number – displays the work order number for the order completed to 
make the changes, if applicable. 

2. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the work order, to view more detail double click on the record.  

3. A window opens with a more detailed description of the action.   

4. To return to the work order screen, click the Order button within the Show ribbon 
group. 

 

File Attachments 
Before you can attach files to a record, your CAIRS administrator must determine the 
allowable file types and size.  Please contact your CAIRS administrator if you are unable to 
attach files.  

There are two different types of files that you can attach to a record; you can attach any 
allowable file type or you can attach a link to a file in a shared location.  Although attaching 
a file is easy and convenient, any time changes need to be made to the file, the file will 
have to be saved and then attached to the record again.  When attaching a link to a file, the 
file is held in the shared location so any changes are automatically saved and attached to 
the record.   

Whenever a file is attached it will follow the record until the file is removed.  Throughout 
CAIRS almost all records have a place to attach a record. We will cover the process here 
as is applies to all records, the process to add a file or link is the same.   

Attaching a File or External Link to a Record 

5. When you are viewing a record in CAIRS, there is always the ribbon at the top of the 
window.  Within the Attach ribbon group, click on either Add File or the Add External 
Link button. 

 

6. The Select the File to Attach window opens. Browse to select the file to attach and 
click the Open button.  

! If the file type that you want to add in not showing up within your location, click on the file 
type drop-down arrow to select the correct file format.  If the file type is not available within 
the drop-down, please contact your CAIRS administrator to add the file type to the 
allowable file types list.   

7. Once attached, a button displays directly below the ribbon. To view the attached file, 
click the button.  
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Viewing and Saving an Attached File 

1. When you are viewing a record in CAIRS, there is always the ribbon at the top of the 
window.  Directly below the ribbon, a button displays with the file name.  

2. Click the button to view the attachment. 

3. Alternatively, right-click the file name to access a pop-up menu, then select Open. 

4. To save, right-click the file name to access a pop-up menu, and then select Save 
Target As. 

5. Within the Save Target As window, browse to the location of where you want the file 
saved and click the Save button.  

Deleting a File from a Record 

1. When you are viewing a record in CAIRS, there is always the ribbon at the top of the 
window.  Directly below the ribbon, a button displays with the file name.  

2. Right-click the file name to access a pop-up menu, and then select Delete. 

3. Once you click Delete, a message box displays verifying that you really want to 
delete the file. Click Yes within the box to continue or No to cancel the operation. 
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Global Reporting 

Setup 
Before you can start to use Global Reporting, there are a few things that need to be setup.  
First there are a couple of System Settings your CAIRS administrator will need to address: 

• Use Global Reporting – this needs to be set to true to turn on the Global Reporting 
function.   

• Global Report Maximum Export Rows – this setting determines the number of rows 
that CES will process into a file before it saves that file and starts a new one.  The 
minimum value is 500 rows, the maximum value is 1,000,000.  As a default we set 
the value to 50,000 rows.   

• Limit Global Reports by Profile – this allows you to limit who can use global 
reporting.  If set to true only System Administrators and Profiles that are granted 
access will be able to use this feature.   

• Show Global Reports when Opening Menu – if set to true, when a user opens any 
menu option they see the list of global reports.  If set to false, they will have to open 
global reports.   

• Always Reset Search – the setting should be set to False, this will generate the 
report without having to click on Show All.  If set to True, the columns headers will 
only display until you click on Show All.  

Once your reports are generated they need a place to go, the next two settings determine 
where files are saved and if they can be emailed. 

• Bill Distribution Folder Path from CES – this is the location of where your reports will 
be saved.   

• Email Settings – if you want to be able to email the reports from inside of CAIRS, 
you will need to setup the email settings.  These settings are located in System 
Settings → Email Settings.  You will need access to your SMTP Server to allow 
emails to be sent.  

In order to make this whole thing run, you will need to turn on the CES process.  The 
Custom Report Distribution process will need to be set to By Cycle Time and the Cycle 
Period will need to be set to 60 sec.  This means that every minute CAIRS looks to see if a 
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report needs to be generated, if so it will automatically generate to the folder location set 
above.   

Profile Limitations 

If you limit the use of Global Reporting to just a few people, you can limit the access based 
on Profile.  For this to occur, you will need to set the ‘Limit Global Reports by Profile’ setting 
to True.  In Profiles, it is a good idea to create a new profile that can be assigned to those 
that you want to have access to Global Reporting.   

In the Profile, in Menus and Actions, click on the All Actions radio button in the Actions 
privileges pane. In the Global Custom Reports row, click all 5 columns to give this profile 
access to view and run reports.  

If you only want users to be able to view the custom reports, only check Allow List.     

Metadata 

The last thing that needs to be setup is to import the metadata.  Metadata provides 
information about where you can find details inside of CAIRS.  The metadata in CAIRS 
serves two functions, first it allows for the generation of reports to be very quick.  This is 
because the metadata provides the location, function two, of where to find the information 
inside the CAIRS database.  CAIRS is Sql based so information is stored in several 
different tables, the metadata narrows down the searching to only the relevant tables.  For 
example, if you are reporting on Circuits, the number of tables you can access is under 15 
making the searching must easier.  

We will provide you with the latest metadata to import. To import the metadata, your 
System Administrator will need to navigate to System Admin → System Settings → within 
the actions pane is the Import System Metadata link.  Once you click on the link, you will 
Browse to the location of the file and click to highlight.  Click on the Open button to import 
the data.  CAIRS will need to be re-started after the import takes place.            

Understanding the Custom Report Builder 
Before we start creating reports, let’s talk a little about the Custom Report Builder.  The 
Custom Report Builder allows you to create the report and determine what happens to the 
report once its generated.   

The top portion of the window allows you to name and describe your report.  The next line 
determines where the report will be generated to, there are a couple of options we will talk 
about later.  The bottom portion of the screen is where you build the actual report.   

The bottom portion has a few tabs: 

• Report Setup  

• Distribution List  

• Distribution Schedule 
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• Distribution Message 

• Options 

Report Setup 

There are 3 panes of information.  The Data Sources pane displays all the tables that are 
related to the section of software that you are currently accessing.  Remember that 
metadata we talked about, this is where that comes into play.  The metadata narrows the 
number of tables you see here to only those that apply to the menu option.  As you select 
sources the associated fields populate in the Available Fields pane.  As you double click on 
fields, they are placed in the next pane, the Selected Fields pane.  This pane displays the 
actual columns you will see in your report.  The Available Fields pane displays all the fields 
that are in the table that you have selected in the Data Sources pane.   

Distribution Tabs  

The three distribution tabs work together when you have selected to email the report.  This 
list tab allows you to enter in all the emails of the people you want to receive this report.  
The schedule determines how often the report is emailed to the recipients.  The message 
tab is where you build the body of the email, this contains the subject and message body.   

Options Tab 

The options tab gives you a few more options for generating your report.  The first is Show 
Data on Generate, once you have created your reports and they appear within the Global 
Reports menu you can simply click on the report name and the data will generate right to 
your screen.   

The second option is Use Stable Paging.  When turned on this alleviates the likelihood that 
you will see duplicate records when scrolling through your report.  However, this will slow 
down the generation of your report substantially.  Turning this feature on is not 
recommended especially if there is a lot of data within your database, such as call records.   

Reports 
Global Report is not available for all sections of CAIRS, it will only appear in the sections 
that can provide a reliable report.   

Creating a New Report 

Within the Global Reports menu, click on the green plus (+) sign at the top of the pane. 

1. The Custom Report Builder opens. 

2. Within the textboxes at the top enter in the following information: 

• Report Name – type in the name of the report, it is a good idea to be as specific 
as possible so you can easily identify the report for later use. 
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• Report Description – type in a brief description of the report, for example Monthly 
Call Report for LDist, INTNL, FTS, Calls 

3. The next selection is to determine where the file will be generated to, there are 3 
options: 

• Current Menu – this selection generates the report to your screen only 

• Web Folder – this selection generates the report to the folder location we 
determined in the settings.   

• Email – if your email settings are setup properly, CAIRS will email the report to 
the people you have listed in the Distribution Group (don’t worry, we will get to 
this in a bit) 

4. Off to the right off the screen, is the Dashboard Chart Type selection box, you can 
choose whether to display the data in either a Pie or Bar Chart.  You can leave the 
field blank or select none to not include a chart in your report at all. 

5. The next step is to determine what fields you want within your report.  If you are not 
already on the Report Setup tab, click on the tab to display the 3 panes of 
information.   

6. Within the Data Sources pane, select the table that you want to pull the data from, 
there can be several levels of tables, to view the sub-tables click on the small 
triangle to the left of the table name.  Once at the table, click on the checkbox to 
view the fields within that table.   

7. Within the Available Fields pane, double click on the fields to add to your report.  
They will appear in the far-right hand pane.   

8. You can continue to add as many fields as necessary in your report.   

9. As you click through and select different tables in the data sources pane, they will 
appear as lines in the available fields pane.  To view the fields within a unselected 
line, click on the small triangle next to the table name.   

10. Once you have the fields selected, there are two options, you can save the report or 
you can generate the report.   

11. When you save the report, the report builder closes and your report now appears in 
the Global Reports pane.  To run the report, simply click on the report name and the 
data will appear in the list pane.   

12.  When you click on the Generate Report button, the report builder closes and your 
report is generated to the list pane.  Please keep in mind that your report is not 
saved when using this option. 

Modifying a Report 

All the reports that you have saved will appear within the Global Reports pane.  To modify a 
report, click on the Cog in the Custom View Title Bar at the top of the pane.  Next to each 
report name you will now see a few buttons.  To modify the report, click on the cog next to 
the report name.  The Custom Report Builder opens allowing you to make any changes.   
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Deleting a Report 

All your existing reports appear in the Global Reports pane.  To delete a report, click on the 
cog in the Custom View Title Bar at the top of the pane.  Next to each report name you now 
see a few buttons.  To delete the report, click on the red minus sign just to the right of the 
report name.  You are asked if you really want to delete the report, click yes to continue or 
no to cancel the operation.  Your report is removed from the pane.   

Exporting a Report Setup 

There may be a time when you want to share a report that you have created with other 
CAIRS users.  At the bottom of the Custom Report Builder is the Export Report Setup 
button.  To export the report, click on the button to open the Save As popup opens.  
Browse to the location of where you want to save the file to, this can be on your local drive 
or a shared network drive.  Once at the location click on the Save button your file is saved 
and popup closes.   

Importing a Report Setup 

Within the Custom View Title Bar, click on the down pointing arrow.  Browse to the location 
of where the report setup is located.  Once at the location, click on the file name and then 
the Open button. The report builder will open with the report details.  You can either save 
the report setup or simply generate the report.   

If the report is not related to your current menu option a message will display telling you, 
CAIRS cannot import and will give you the related menu option.   

Copying a Report 

Often times you may want the same information in two different reports.  The copy report 
allows you to copy the complete report setup into a new report.  To copy a report, click on 
the gear in the blue line at the top of the Global Reports pane.  Next to each report, 3 
options appear, click on the green plus (+) sign to the report name.  The Custom Report 
Builder options with an exact replica of the, you can make any necessary changes.  When 
you save the report, it is a good idea to rename the report, CAIRS will automatically name 
the report ‘Copy of ….’.   

Alternatively, when you are in the Custom Report Builder, you can click on the Copy Report 
button in the lower portion of the pane.  This will open an additional Custom Report Builder.  
Make any necessary modification to the setup and Save the report.  Again, when you save 
the report it is a good idea to rename the report.    

Field Options 

For each field within your report, there are a few columns of information, they are: 

• Move Up/Down – the first column allows you to move the fields up and down within 
your line display. To move up click on the up arrow.  To move down click on the 
down arrow   
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• Delete – click on the red minus sign to delete the field from the report 

• Field – this displays the field name, this field is read only 

• Custom Caption – this column allows you to replace the field name with the text you 
enter into this field. 

• Aggregate Option – this dropdown allows you to perform a few functions on the field 
within your report such as sum, group by, avg, etc. We will talk about all these in the 
Aggregates section.   

• Primary ID – this will be used for a future release.  If checked the field will be added 
to a recent fields pane for quickly adding to a report.   

• Format – this column is used for date and time fields that are in your report, you can 
choose how you want the field to be displayed.  There are three options: 

o Date Only 

o Time Only 

o Date and Time 

• Source Path – this display the table path that was taken to get to the field.  The path 
can sometimes be long so you may have to widen the column to view the complete 
path.   

Searching 

You can place a search parameter on the report to narrow down the amount information 
displayed.  The parameter can be simple or you can go more in-depth and use the 
enhanced search capabilities.  To place a search parameter on your report, within the 
Selected Fields pane, click on the Search tab.   

Creating a Search Parameter 

1. Within the Custom Report Builder, click on the Search Tab in the Selected Fields 
pane.   

2. Before adding a field to search on, you will need to make a choice on how you want 
CAIRS to match on each field.  There are two options available are: 

• All Must Match – all the fields within the search tab must match some or all of the 
parameter.  For example, if the two search fields are Primary Number and IP 
Address, both fields must have some sort of matching data to appear in the 
report.  

• Any Can Match – any of the fields within the search tab can match any portion of 
the parameter 

3. Using the Data Sources and Available Fields pane, select a field(s) to perform a 
search on, double click on the field to add it to the Selected Fields pane.  

4. Once in the field, there are a few selections you can make for each search field, 
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5. Within the first dropdown box, you select an aggregate to group or categorize your 
field together.  There are 6 aggregates available: 

• None 

• Count 

• Sum 

• Min 

• Max 

• Avg 

6. Next, you can use a special search character to narrow down the field even further.  
There are several search options available: 

• Equal To • Contains 

• Greater or Equal • Less or Equal 

• Begins With • Is Empty 

• Has Data • Not Contains 

• Not Equal • != (not equal) 

• Greater Than • Less Than 

• Ends With  

7. The final textbox allows you to enter in the search criteria for your report, for 
example, if your field is IP Address you can type-in a 10.10 and any IP address that 
contains 10.10 anywhere will appear in your report 

8. Once your search parameter is complete you can save the report or generate the 
report to your screen. 

Enhanced Search Capabilities 

There are several enhanced search parameters that you can use when creating your 
report.  To view the search help, click on the question mark in the blue bar within the Global 
Reports pane, a webpage appears with all the different searches you can perform.   

When you are on the Search Tab, you will be able to use any of the below operators.  
These will limit the amount of information that will appear in your report.  The following 
operators are available for each field you have selected: 

 

Character Operation 

= Equal – finds the exact match 

ie: =2160266  

<> Not Equal – finds values that do not equal the information typed into the 
search field 
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!= ie:  <>10.00  

> Greater Than – this can be both alpha and numeric 

ie:  >100  

>= Greater Than or Equal To - this can be both alpha and numeric 

ie: >=25.00  

< Less Than - this can be both alpha and numeric 

ie:  >1500.00 

<= Less Than or Equal To - this can be both alpha and numeric 

ie:  <=c 

: Contains – the colon finds any record that contains this value.  this 
operator will slow down your search significantly, please try not to use 
this.  

ie:  :bldg 

! Not Contains – does not contain anything within the search field 

ie:  !INTNL 

; Starts with or Begins with 

ie:  ;216 

{Between} Searches between two values for example {Between} 20 AND 100 

ie:  {Between}2160266 AND 2163000   

| Ends with 

ie:  |100 

Additional Search Capabilities 

Parenthesis:  you can use () to further refine your search 

AND or Space:  you can use AND in a search parameter to return two or more values.  For 
example, =100 AND 200 or =100 200 300.  Using a space between the two values returns 
the same result.   

OR:  you can use or to return results that match either parameter.  For example: 216 OR 
372 

You can combine the AND, OR and Space operators to search on multiple items.  For 
example, you can search on INTNL AND LDist.  

Date Searches – you can perform several date searches using the above operators.  
However, there are a few others to keep in mind, you can search for specific time periods: 

• Today 

• Yesterday 
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• “This Week” 

• “Last Month” 

• “This Month” 

• “Last Month” 

• “This Year” 

• “Last Year” 

When using these date parameters, the quotes must appear in the search field.     

Sort 

You can place a sort order on your report so the most important information appears at the 
top of the list.  When you place a sort order on a field it will first list the numerical rows 
followed by alphabetical rows.   

To create a sort order 

1. Within the Custom Report Builder, click on the Sort Tab in the Selected Fields pane.   

2. Using the Data Sources and Available Fields pane, select a field(s) to sort on, 
double click on the field to add it to the Selected Fields pane.  

3. Once the field(s) is selected, there are a few selections you can make for each sort 
field:  

• Reverse Order – as a default the report will be sorted based on number order 
least to greatest, then in alphabetical order.  By checking this box, you reverse 
the order so the report starts at the letter Z, then numerically from highest to 
lowest.    

• Aggregate Options – these selections allow you to perform function for each field 
within your sort order, please keep in mind that some of these functions may be 
better used in your display then sort order.  The following aggregate options are 
available: 

o Group By – groups rows based on a common element within the field, for 
example organization name or building number 

o Count – returns a count based on a common element 

o Sum – adds the field values together, this function only works on field that 
contain numerical data 

o Max – sorts based on the greatest number first 

o Min – sorts based on the smallest number first 

o Avg – return the average of the field values, this function only works on fields 
that contain numerical data 

4. Once your report setup in complete, you can Save the report or generate the report 
(does not save the report setup) to your screen.  
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Aggregates 

There are a few aggregates that you can use when creating your reports.  An aggregate 
allows you to group or categorize fields together based on a common trait.  For example, 
you can group all set devices together based on set type.  The aggregates available are the 
following: 

• Group By – groups rows based on a common element within the field, for example 
organization name would group all like organizations together 

• Count – returns a count based on a common element, for example telephone type 
would return how many of each type you have assigned in your database.  

• Sum – adds the field values together, this function only works on field that contain 
numerical data 

• Max – sorts based on the greatest number first 

• Min – sorts based on the smallest number first 

• Avg – return the average of the field values, this function only works on fields that 
contain numerical data 

There are a few rules to live by when using aggregates: 

1. If one field has an aggregate all fields need an aggregate 

2. Numeric aggregates are not allowed on text fields 

Emailing Reports 

You may run a series of reports each month that you want to have emailed to various 
recipients.  Before CAIRS can email anything out, your CAIRS administrator will need to 
setup all your Email Settings in System Settings, this will require giving CAIRS access to 
your SMTP Server.   

Once your email settings are correct, you can start to send reports.  Before we talked about 
where you want each report to be generated to, whether to your screen, web folder or 
emailed.  You will need to check the box next to Email.  Next you will determine who gets 
the email and when they get them as well as the body of the email.   

Another setting that we talked about was the maximum number of rows that will be included 
in one report when exporting the report into Excel. The default is set to 50,000 rows.  Keep 
in mind that if your report is more than 50,000 rows, the recipients will get multiple emails.   

Distribution List 

This list determines who will be sent the email with the attached report.   

Creating a Distribution List 

1. Within the Custom Report Builder, click on the Distribution List tab.   

2. At the top of the pane is a blank line to allow you to add email addresses, enter the 
following information: 
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• Email Address 

• Name 

3. If you want to add more than one email address, use the blank line at the bottom of 
the list. 

4. Once entered it is a good idea to name and save you report.    

Distribution Schedule 

Within this tab, you will determine how often the report will be generated and sent to the 
recipients.   

1. Within the Custom Report Builder, click on the Distribution Schedule tab. 

2. There are three sections within the tab: 

• Start Time 

• Recurrence Pattern 

• Recurrence Range 

3. First, let’s determine the Start Time, this is the time of day the report will start to 
generate. If this is a lengthy report, it is a good idea to start the report when there is 
not a lot of CAIRS usage.  Click on the dropdown arrow to access a list of time, from 
the list select time.  The times list is in half hour increments.  

4. To change the time, simply click into the field and type in a new time.  The time 
needs to be entered in the HH:MM AM or PM format. 

5. Next is the recurrence pattern, first let’s determine the frequency.  When you choose 
a frequency whether daily, weekly, monthly or yearly, the recurrence selections 
change.   

• Daily – there are two selections.  Every # day – you choose the number of days 
between the email or Every Weekday. 

• Weekly – first you will choose how many weeks are in-between the email, this 
defaults to 1.  Next, you will choose what day of the week the email is sent on, 
this default to the current day  

• Monthly – when you select monthly, you get a few different selections: 

o Days:  you determine what day of the month and the number of months in-
between the emails.   

**If you choose the 31st of every month, for those months ending in 30 days 
the report will generate on the 30th.   

o On the – you will determine on which weekday whether 1st, 2nd, 3rd, 4th or 
last to send the emails.  You will also determine the number of months in-
between.  

• Yearly – the first selection to make is how many years in-between the email, this 
defaults to 1.  There are two additional selections: 
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o Month – you choose what month and day of the month to send the       email. 
From the first dropdown, choose the month and then type in the day. This 
defaults to your current month. 

o On the – you determine which weekday of the month whether 1st, 2nd, 3rd, 
4th or last to send the emails.  For example, on the second Tuesday of every 
May.    

6. The last step is to determine the Recurrence Range, this tells CAIRS when to start 
sending and stop sending this email.  Within the Start dropdown select the date that 
you want the emails to start being sent to the recipients. 

7. Next is the end date, you can either choose to select no end date or select a date to 
end the emails by.  To select a date, click on the half arrow buttons to move 
forward/reverse one month at a time.  To select another date, click on the full arrow 
button to access a calendar, from there select the future date to stop the emails.   

Distribution Message 

The final step in setting up the emails is to create the subject and body of the email being 
send to the recipients.  In the Distribution Message tab, type-in the Subject and Body of the 
mail.  When the email is sent the report will be as an attachment.  

 

Collapse Automatically 

In the lower portion of the Global Reports pane is a checkbox that allows you to determine 
if the list will Collapse Automatically.  If checked, the Global Reports list collapses after the 
user runs the report.  This is checkbox is not meant to collapse the pane, just the list. The 
list will remain collapsed until the user clicks on the double arrow at the top of the pane. 
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Super Search 

The newest addition to cairs.net is the super search. In the previous versions it was a little 
difficult to find things you would have to navigate through several menu items to find a 
simple record.  The Super Search helps to alleviate that problem by allowing you to search 
for any item within the software.  You can search for a portion of a telephone number, an 
action, all subscribers named Frank, pretty much anything you can come up with! 

The Super Search also allows for some pretty easy keyboard navigation.  For each of the 
top search results, a function button is associated allowing you to simply press the button 
on the keyboard to open the record.   

Next to the search text box you will notice a dropdown box, this box allows you to select 
what portion of the software you want to search in.  For example, you ca select Subscribers 
and only search for the records with Frank in any portion of the name.    

Before we go into performing a search, let’s talk about the wild card searches that you can 
perform.  Whenever you click in the search textbox the results pane changes to display a 
list of wild card searches.  The following options are available: 

• You can use the * as a substitute for a group of character within a search parameter, 
for example, if you search for ca*n, the results would return such items as Carlson, 
calibration, etc.   

• You can use the ? to substitute for one character within the search parameter, for 
example, if you want to search for all A?R, the results would return such records as 
AWR, air, etc.   

• To perform an exact match on your search parameter, enclose it in double quotes, 
for example, “1665” would display only those records that perfectly match 1665.  

• You can use the ~ to search for a parameter with spelling mistakes, for example, if 
you type in gneral hsopital, the system will return no matches.  However, if you 
search for gneral~ hsopital~, it will match on general hospital and return any 
matches.   

• You can filter you search parameter by clicking the dropdown arrow next to All to 
select a specific category.  You can even search on a specific menu, action or view. 

There is some setup required to make the search work.  Please refer to the System Admin 
→ Service Management →Search Engine to learn how to setup the search.  
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Performing a Simple Search 

You can either use your mouse to click in the Search text box or press the CTRL + F on 
your keyboard to access the textbox.  From there all you have to do is type in your search 
parameter, it’s that simple! 

Viewing a Results 

Next to the top 9 search results is a F button, press the corresponding button on your 
keyboard to view the record.  Alternatively, you can click on any search result to view the 
record.   

If you search results span more than one page of information, there will be links to the next 
page at the bottom of the results. To move to the next page, click on the number or on the 
Next button.   

Filtering your Results 

The dropdown box next to the Search Parameter textbox allows you to filter your search to 
a certain category.  For example, you select Actions and only search for actions that 
contain the word delete.  You can select any menu option as well as, users, menus, actions 
and views.   

Results by Record Type 

You can further filter your search results by clicking on any selection below the Results by 
Record Type.  There are several selections available based on your search parameter.  
The type with the most records appears at the top of the list.  To view the corresponding 
results, click on the type, the results pane displays the records.   

Recent Searches 

You can quickly access all the recent searches performed below Recent Searches.  Please 
keep in mind that this is only searches that you have performed, this will not display 
searches performed on other computers.  To access the results for the search click on the 
selection to display the results.   

If you want to start fresh, click on the Clear All link next to Recent Search to remove all 
previous parameters.   

Recent Records 

All the records you have viewed from your search results appear beneath Recent Records.  
To access any record click on the link to open the complete details. 

Again, if you want to start fresh, click on the Clear All link next to Recent Records to 
remove all previously viewed records.   
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Configured Items 

Configured Items encompasses most of the devices within your database, this can include 
sets, circuits, network devices, cell phones, etc.  Within each section you can add, modify 
and delete each of the specific devices.  You can also view all the related details such as 
equipment, services, connectivity, etc.  There are several different menu options within 
Configured Items: 

• Set Management 

• Cisco Phones 

• AS5300 Phones 

• Network Devices 

• Authorization Codes 

• Circuits 

• Cell Phones 

• Land Radio 

• Hardware 

• Assigned Inventory 

• Accounting Entries 

 

Configured Items – Set Management  
In telephone system distribution, providing equipment for telephone users at various levels 
is a key service. The CAIRS software offers the choice of Set Templates for the set types 
available at your specific location.  

The administrator (or someone authorized by the administrator) assigns Set Templates for 
each user group defined by profile or group profiles. User Profiles are the basis for 
assigning set types and features. For an explanation of User Profiles, see System Settings 
→Profiles.  
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Available set type features are determined by the features the set suppliers define as 
useable for each specific set type. Set suppliers may also specify set type locations where 
a feature can (or must) be placed. Unique Communications provides this information as a 
“core data import” during installation and provides updated information as necessary based 
on set supplier’s feedback. 

Configured Sets  
Configured Sets are sets currently within your database and configured according to the 
customer’s request. In this section, you can select sets and modify them for a specific user 
or reassign them to a new user. 

Unique Communications assists your site with building the Feature Packages that provide 
various feature combinations for each set device. These combinations relate to the different 
user levels based on their needs. Feature Packages are included in Set Templates 
prepared by the administrator with the assistance of the Unique Communications installer. 
Only the features Set Device suppliers have identified as compatible with specific Set 
Types are included in the choices for a Feature Package. This includes restrictions Set 
Device suppliers have determined regarding where the feature can be located on the Set 
Device. 

Set Management 

Several menu options exist within Set Management with each option allowing you to either 
configure a new set or modify existing sets. You have the following available options: 

• Configured Sets – manage all phones relating to set that all switch types except for 
CM6 and AS5300  

• Cisco Phones – manage all phones relating to your CM6 

• AS5300 Phones – manage all phones relating to your AS5300  

• Directory – search, view, and export directory information for each configured set. 

• Published Directory – search, view, and export information relating to only 
published configured sets.  

• Active Primary Published Directory – search, view, and export information relating 
to primary telephone numbers on configured sets.  

• Multiline Hunt Groups – manage your multiline hunt group members. 

• Call Pickup Groups – manage your call pickup groups. 

• Intercom Groups – manage your intercom groups. 

• Office Hunt Groups – manage your office hunt groups. 

• Distribution Groups – create your Distribution Groups and members. 

• Set Templates – design the set types allowed within each site. 
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• Feature Packages –manage the feature packages assigned to your various set 
types. 

• Feature Key Templates – manage features associated with the switch 
manufacturer and type. 

• Authorization Codes – manage you authorization codes, if necessary. 

Understanding the Set Management Window 
The Set Management window has several information panes with each pane allowing you 
to perform a specific function relating to a part of the configured set. In addition to the 
panes, the ribbon at the top of the screen allows you to perform multiple functions for the 
configured set. 

Ribbon Groups 

Each ribbon group allows you to perform a set of functions for the configured set, for 
example, attach notes to the set, associate equipment, send your changes to the 
associated switch, etc. 

Actions       

Within the Actions ribbon group, you can perform the following: 

• Save & Close – click this button to save the completed information and to return to 
the Set Management list. 

• Delete – click this button to delete the set device.  

• Save – click this button to save the completed information and continue working 
within the set device. 

• Save & New – click this button to save the completed set information and to start 
adding a new set. 

• Refresh – click this button to refresh the screen and apply recently changed items. 

Show 

View and modify the associated set information within the Show ribbon group, for example, 
view calls, set history, appearance, related orders and troubles, etc.  

Launch 

Here you can view the WOPR Script History for the set.  This includes all scripts associated 
to the set and any associated messages.  The second button within this ribbon group, 
Multiple Listings.  This button displays all the subscribers related to the set.    

Convert (EWSD Only) 

Within the Convert ribbon group, you convert a set to a multiline hunt group. There is also a 
Convert ribbon group within a Multiline Hunt Group to change it to a regular set. 
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Run Time 

Within the Run Time ribbon group, click the Go button to send the changes you just made 
to the switch for application to the set. 

Notes 

Within the Notes ribbon group, you can create a note associated with the set. When a note 
is attached to the set a small number icon is added to the notes button.    

The process to add, modify and delete notes is same throughout CAIRS, we have 
consolidated notes into one sections of the manual.  Please see Common Elements → 
Notes to learn more.   

Attach 

Within the Attach ribbon group, you can attach a file to the set device. Your CAIRS 
administrator pre-defines the attachable file types.  

The process to attach notes to a record is same throughout CAIRS, we have consolidated 
file attachments into one sections of the manual.  Please see Common Elements → File 
Attachments to learn more.   

Status Bar 

Directly below the ribbon is a Status Bar.  The bar displays important information regarding 
the set, for example, if there are any pending scripts, if the set is assigned to a bad port, 
etc.   

Configured Set Panes 

When you double-click a configured set, the Set Management window opens to the Device 
Details. Within this window, there are four panes of information. Each pane contains certain 
set device information, for example, the facilities pane holds all the building, terminal and 
connection information.  

In the upper-right-hand corner of each pane is a pushpin. By clicking the pushpin, you 
minimize that pane and enlarge the others. To reset the pane to its original position, click 
the pushpin again. 

Device Properties Pane 

This is the first pane you complete when adding a set. Within the Device Properties pane, 
you define where the set is located, what template the set is associated to, DSN Access, 
ring type, etc.  

Button Properties Pane 

From the Buttons Properties pane, you view detailed information relating to each button on 
the set. There are two columns within this pane; the left-hand column displays the list of 
buttons. The right-hand column displays the information for the highlighted button.  
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Facilities/Equipment & Services 

At the bottom of the pane are two tabs, when you click on a tab the pane name changes to 
tab name.  When you click a tab the pane changes to the display the associated 
information. The following tabs are available: 

• Facilities - this is the default tab. It displays the set’s building, connection, and 
connection path information. 

• Equipment and Services – this tab displays the equipment and services associated 
to the set. At the top of the pane is a dropdown box that allows you to select what 
view you want, whether active, billed, installed, etc.  There are two checkboxes 
allowing you select whether you want to view equipment, services, or both.   

Account Management/Device Display Pane 

At the bottom of the pane are two tabs, when you click a tab the pane changes to the 
display the associated information. The following tabs are available: 

Device Details – this is the default tab. It displays the template of the set. This tab gives 
you a visual representation of what the set looks like in the switch environment as well as 
what the customer sees.   

Account Management– this tab displays the account numbers responsible for the one-
time, recurring and call charges relating to the set device.   At the top of the pane is a 
dropdown box that allows you to select the telephone number, this changes the information 
to display only the account number responsible for the selected telephone number.    

Configuring a Set 
Within this section, we will explain how to configure a complete set. This includes adding 
and removing features, telephone numbers, equipment, services, appearances, listings, 
and accounts.     

Adding Set Information 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management and then Configured Sets. 

3. There are two ways you can start to add a new set, with either of the below options 
once selected the Set Management window opens to Device Properties: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New, then select Set Management. 

• Within the Actions pane, click Add New Set Management.  

4. Within the Device Properties pane, complete the following information (required 
fields are marked with an asterisk (*): 

• Site* – click the drop-down arrow to access a list, then, select the set installation 
site. The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site.  
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• Switch Name – click the drop-down arrow to access a list, and then select the 
switch associated with the site and set installation. The switches that display 
within the list are only those associated with the selected site.  

5. Once the switch name is selected the fields after Template Name change to those 
specific to the switch. Within this section, we will cover the basic information, as if a 
switch were not present (required fields are marked with an asterisk (*): 

• Organization Name – click the drop-down arrow to access a list, and then select 
the name of the organization. There can be three columns of information: org 
code, organization name and organization path.  The org code is 3-character 
code used to identify the org, your administrator determines if this column is 
visible.  The organization name column displays the lowest child organization 
name.  The organization path displays the complete path to the selected org, this 
includes all parents and children.  Once you select an organization, the complete 
path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list, and then select 
the subscriber name responsible for the set. 

• Template Name – click the drop-down arrow to access a list, and then select the 
template name associated with the set. The template displays in the Device 
Display pane in the lower-right-hand corner of the screen. If there are any 
features assigned to the template, they will automatically display on the button in 
the Button Properties pane. When you create the first number on the set, it is in 
the position of the primary number as indicated on the template.  

• Set Type Name – once you select a Template Name, this field auto-populates 
with the predefined set type name. 

• Set Name in Switch – once you select a Template Name, this field auto-
populates with the predefined set type name within the switch environment. 

• Directory Number* – click the drop-down arrow to access the Directory Number 
Plans table. There are three ways to populate the table: 

• Click the drop-down arrow within the Number Plan field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of numbers. Within the list double-click the number, the 
table closes, and the number displays within the field.  

• Within the Search textbox, type the number or portion of the number and then 
click the magnifying glass. When the list populates, double-click the number. 
The table closes, and the number displays within the field.  

• Within the lower pane, click the Click Here link to view all the numbers. When 
the list populates, double-click the number. The table closes, and the number 
displays within the field.  

• Port Name (TN, LEN) – click the drop-down arrow to access the Port Groups 
table. There are three ways to populate the table: 
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• Click the drop-down arrow within the Port Groups field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of ports. Within the list, double-click the number. That 
table closes, and the number displays within the field.  

• Within the Search textbox, type the number or portion of the port number and 
then click the magnifying glass. When the list populates, double-click the 
number. The table closes, and the number displays within the field. 

• Within the lower pane, click the Click Here link to view all port numbers. 
When the list populates, double-click the number, the table closes, and the 
number displays within the field. 

In the lower right-hand corner of the port selection box, is an ‘Include Dedicated Plant’ 
checkbox.  This remains checked to include all the ports that are available within your 
switch whether they are associated to a dedicated plant record or not.  Uncheck the box to 
show only the records that are not associated to a dedicated plant record.  To learn more 
about Dedicated Plant please see Set Facilities – Dedicated Plant.    

• Active or Suspended – defaults to Active indicating you are creating an active 
set. 

• Class of Service Name – click the drop-down arrow to access a list, and select 
the set’s class of service. 

• Class of Restriction Name – click the drop-down arrow to access a list, and 
select the set’s class of restriction. 

• Trouble Restoration Priority - type the trouble restoration priority number, 1 to 
99, for the set. When your help desk initiates a trouble ticket on this circuit, 
CAIRS uses this field to determine the priority, 1 is the most important, while 99 
is the least important. 

• Set Misc 1-20 – use these fields for typing in any miscellaneous set information. 

6. At this point, you should save your progress. Within the Actions ribbon group, click 
the Save button. 

Set Facilities 

7. Within the Facilities\E & S\Accounts pane, click the Facilities tab.  There are two 
sections within the Facilities pane. The top portion allows you to assign a few basic 
items within Facilities, and the lower half allows you to assign the complete facilities 
package.  

8. Within the top section, complete the following fields (required fields are marked with 
an asterisk (*): 

• Assigned Site – populates with the site chosen in the Device Properties pane. 

• Assigned Building * – click the drop-down arrow to access a list, and then 
select the building name. 
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• Alternate Location – type in any alternate location information relating to the 
set.  This field can appear in the 911 interface 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. The Directory Building name is 
defined as the common name for the building, for example, the assigned building 
name is 100 and the directory building name is Post Office.  This field is read 
only.    

• Floor – type the floor number, if applicable. 

• Room – type the room number, if applicable. 

• Jack – type the jack number, if applicable. 

• Dedicated Plant – click the arrow to access a drop-down list, from the list select 
the type of dedication, it automatically defaults to Not Dedicated. You can change 
the selection to dedicate with port or dedicated without port. When you choose to 
dedicate, anytime you move or delete the device, the facilities remain in place 
and are unavailable to use in other situations.  

• Latitude/Longitude/Elevation – type in the coordinates of where the phone is 
located.  If used this information, will transfer in the 911 interface and display the 
terminal that is nearest the location of the phone.   

These coordinates work in connection with the Nearest Building tab (if you do not see the 
tab, you will need to change the system setting ‘Show Nearest Building Button in Facilities’ 
to True).  The buildings with the nearest coordinates will appear in the tab.   

9. Within the lower section, when you click the first line (marked with an asterisk) the 
site and building name populate with the information you entered in the upper 
section.  

10. Within the terminal name column, click the drop-down arrow to access a list, and 
then select the terminal name associated with the building. (If your building has only 
one terminal associated, this field automatically populates with that terminal name.) 

11. If you do not see, the Connection Name line, click the plus sign (+) next to the site 
name. The following fields open to allow you to complete adding the facilities, 
complete the following fields (required fields are marked with an asterisk (*): 

• Connection Name – click the drop-down arrow to access a list, and then select 
the set’s connection. 

• Path Number – this field auto-populates with the next available path in the 
terminal. To change this selection, click the drop-down arrow to access a list and 
then select the set’s path number. 

• Path Usage – click the drop-down arrow to access a list, then, select the path 
usage type. This is a list that is pre-defined within Facilities and indicates how the 
path is being used, for example, data, voice, transmit, etc.  
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• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is a Read Only field.  

• In Row, Block, Pin – these fields auto-populate within number(s) corresponding 
to the path number. This information is defined within Facilities; each terminal is 
designed with either a Binding Post or Frame Location. This is a Read Only field. 

12. At this point it is a good idea to save the information you entered so far, within the 
Actions ribbon group, click the Save button.  

13. You can continue to add-in cross connect buildings, terminals, and connection 
information for the set device by entering in another site, building name, and 
terminal. 

14. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

15. Although you have created the set and saved it within your database, you have not 
created the appearance within the switch. To do so, click the Go button within the 
Run Time ribbon group.  

Deleting Set Information 

Before deleting a set, you must make sure that no other set is dependent upon the primary 
button. If another set is dependent, a message box displays with the button number of the 
dependent telephone number.  

It is important to note that when you delete a set that has existing charges whether call, 
equipment or services need a billing end date.  If you do not indicate a billing end date, 
CAIRS auto-populates the billing end date with the current date.    

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Configured Sets. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

5. Within the Buttons Properties window, select the primary appearance or main 
listed telephone number for the set. Deleting this button deletes the set from CAIRS.  

6. Within the Actions ribbon group, click the Delete button.  
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7. Once you click Delete, a message box displays verifying that you really want to 
delete the entire set. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once you click Yes, the Scripts window opens. Click the plus sign (+) next to the 
script name and complete the fields. Once the fields are complete, you have the 
following choices: 

• Schedule – click the schedule field within the top line. Click the drop-down arrow 
to access a calendar and from the calendar click the date to select, once clicked 
the date displays in the field (to change the month and year click the right or left 
arrow, and once at the appropriate month and year, click the number to select 
the date.) The time (12:00 am) also populates in the box. To change the time, 
click the hour, minute or am/pm to type the new time. Then click the Continue 
button.  

• Continue – click the Continue button to delete the Set Device in CAIRS and 
send the script to the switch to delete it from switch database.  

• Skip – click the Skip button to delete the Set Device in CAIRS but not in the 
switch. When you click Skip, a message box displays verifying that you really 
want to skip running the scripts, within the box click Yes to continue or No to 
return to the Scripts window.  

• Cancel – click the Cancel button to abort the operation. 

9. When you click continue, a Script Progress box displays displaying the progress of 
the script executing within the switch.  

Suspending a Set 

Within the Device Properties pane on the Device Details ribbon group, you can suspend a 
set if your switch type allows for suspending a set. This allows the set to remain in your 
database and the switch without having to delete and re-add in the future. Within the 
Device Properties pane, find the Active or Suspended field, within the drop-down list, then 
select Suspended.  

It is important to note that if there is equipment or service charges associated with the set, 
you need to suspend those as well. The Active or Suspended field only changes the set 
information within the database and the switch it does not affect billing. There are two ways 
to suspend the charges associated with the set; first, you can delete the associated 
equipment and services. If you do delete, you will have to re-add all associated equipment 
and services when you reactivate the set. Alternatively, you can access the account and 
suspend the account. This stops all charges from being billed to the account. Keep in mind, 
that if there are more than one set devices associated with the account, those will also be 
suspended.  

Re-activating a Set 

You can activate a set that you have previously set to suspended. Within the Device 
Properties pane, find the Active or Suspended field, within the drop-down list, and then 
select Active.  
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Depending on how you dealt with the equipment and services when you suspended the 
set, you will need to either re-add the equipment and services. Alternatively, you will need 
to access the account and change the status to active.  

Set Facilities – Dedicated Plant 

Dedicated plant allows you to leave connections and paths associations to a room and jack 
without having a device associated. When you create a device and you add a room and 
jack, you can make that dedicated.  Dedicated means that the connection and paths 
associated to the room and jack until you remove them.  Even if you remove the set, the 
connections stay in place and cannot be used for another assignment until the room and 
jack are removed.   

There are two types of dedicated plant incorporated into CAIRS: Dedicated without Port 
and Dedicated with Port. The first type, Dedicated without Port, is the one we are all 
familiar with, this dedication includes room, jack, connections, and paths.  

The second type, Dedicated with Port, goes one-step further and includes the port number. 
This means that the port number is dedicated to the connections, paths, room, and jack. If 
you have previously selected a port within the device properties, the dedicated plant port 
overrides your selection.  

When you add a new device, by selecting the room and the jack, the Load Dedicated Plant 
button becomes available and once clicked, automatically loads the complete connectivity.  

Loading Dedicated Plant to a Set Device 

10. Click Configured Items. 

11. In the Navigation pane, click Set Management > Configured Sets. 

12. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

13. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

14. Within the Facilities pane, click the Dedicated Plant tab (located in the line between 
the top and bottom sections). 

15. Within the list, find the correct record; this includes the item number or name, site, 
building name, floor, room, jack, dedicated plant and port.  

16. There are two ways to add the record to the set: 

• Double-click the record.  
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• Click the record to highlight then click the Load Dedicated Plant button in the 
upper right-hand corner of the pane.  

With either procedure the assigned building, floor, room, and jack populate in the top 
section of the pane.  

17. To view the complete cross connection information, click the View tab.  

18. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

Editing Dedicated plant 

After you have loaded a dedicated plant connection, you can edit the connection record.  

19. Within the Facilities pane, click the Edit tab.  

20. Within the bottom section, make the necessary changes to the record. 

21. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list.  

Making the connection path a dedicated plant 

You can designate any connection record that you have created as dedicated plant. All 
dedicated plant records need to include a room and jack. Once you have your complete 
cross connection information in place, within the Dedicated Plant column, click the drop-
down arrow to access a list, and then select one of the following options: 

• Not Dedicated – this is the default selections, this means that once the device is 
removed from the database, the connection, path, and port are available to use 
elsewhere.  

• Dedicated with Port – when selected you are including the port in the dedication 

• Dedicated without Port – when selected you are dedicating the connection, 
path, room and jack 

Within the Actions ribbon group, click Save (to save and stay) to continue working with this 
set, or click Save & Close (to save and exit) to return to the Set Management list.  

Set Facilities – Nearest Building 

The Nearest Building tab displays the buildings that are nearest to the coordinates listed in 
the upper pane of facilities.  This tab displays the buildings that are nearest to the assigned 
building based on the latitude, longitude and elevation.  Based on distance the buildings 
that are nearest appear at the top of the list. 

The coordinates are useful in the 911 interface.  They will transfer into the file to provide a 
911 system with not only the assigned building but also the surrounding buildings.  This is 
most useful for VoIP phones.   
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Set Buttons – Telephone Numbers 

Add a Telephone Number to a Button  

22. Click Configured Items. 

23. In the Navigation pane, click Set Management > Configured Sets. 

24. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

25. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

26. There are two sections within the Buttons Properties pane, the left section displays 
a list of the buttons associated with the set, and this includes all buttons types. The 
right section displays the information associated with the highlighted button.  

27. Within the left-hand section, highlight the button to which the telephone number will 
be added. Within the right-hand section, a list of links display. Click the Add Number 
link. 

28. The pane changes to allow you to add the information relating to the button, 
complete the following button information (required fields are marked with an 
asterisk (*)): 

! The fields that display within your Button Properties pane may differ from those listed 

below. The fields displayed are determined the switch selected within the Device Properties 
pane. Below is a list of the basic information for adding a telephone number to a button.  

• Appearance Type – this field defines the appearance of the telephone number. 
The field auto-populates with one of the following options: 

• Single – this designates that the telephone number displays on this set once 

• Multiple Primary and Multiple Secondary – these fields work together to 
describe the telephone listing that displays on the button, if multiple primary is 
listed, there are two appearances of the same telephone number on the set, 
the second appearance is listed as multiple secondary. For example, if 
2160017 is listed on button 5 and 10, the button listing that was added first is 
designated Multiple Primary, the other button is designated as Multiple 
Secondary.  

• Directory Number* – click the field to access the Directory Number Plans table. 
There are three ways to populate the table: 
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• Click the drop-down arrow within the Number Plan field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to display 
a complete list of numbers. Within the list double-click the number, the table 
closes, and the number displays within the field.  

• Within the Search textbox, type the number or portion of the number and then 
click the magnifying glass. When the list populates, double-click the number. 
The table closes, and the number displays within the field.  

• Within the lower pane, click the Click Here link to view all the numbers. When 
the list populates, double-click the number. The table closes, and the number 
displays within the field.  

• Trouble Priority – type the trouble restoration priority number, 1 to 99 (1 is the 
most important, while 99 is the least important), for the set. CAIRS uses this field 
to determine the priority when you initiate a trouble ticket on this set. 

• Yearly Audit Date – click the field to access a drop-down arrow. Once clicked a 
calendar displays. From the calendar, select the date to audit the button/set. To 
change the month and year, click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Install Date – click the field to access a drop-down arrow. Once clicked, a 
calendar displays. From the calendar, select the date to install the button/set. To 
change the date, click the field to access a drop-down calendar. To change the 
month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

• Personnel – type the name of the person assigned to the phone. 

• Job Description – type the job description for the person using this set. 

• Official Symbol – type the office symbol. 

• Contact Phone Number – type the contact telephone number for the person 
using this set. 

• Key Word – type a name or description that allows your operators to perform a 
quick search on the telephone number. For example, if the telephone number 
belongs to the Library you would type Library into this field for an easier 411 
search.  

• Publishing – click the drop-down arrow to access a list, and then select one of 
the following publishing options: 

• Published – if selected, this listing displays in any printed or online directory. 

• Non-published – if selected, this listing will not display in any printed or 
online directory. 

• Classified – if selected, this listing displays in the classified directory only. 
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• Temporary – if selected, this displays as a temporary listing.  

• Alternate – if selected, the Alternate Number displaying in the Alt Number 
field is shown in place of the original number in both the printed and online 
directories. 

• Alt Number – type the alternate telephone number for the publishing.  

• Directory Misc 1 -10 – use these fields for any miscellaneous directory 
information. 

29. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

30. Although you have created the set and saved it within your database, you have not 
created the appearance within the switch. To do so, click the Go button within the 
Run Time ribbon group.  

Delete a Telephone Number from a Button  

31. Click Configured Items. 

32. In the Navigation pane, click Set Management > Configured Sets. 

33. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

34. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

35. There are two sections within the Buttons Properties pane, the left section displays 
a list of the buttons associated with the set, and this includes all buttons types. The 
right section displays the information associated with the highlighted button.  

36. Within the left-hand section, highlight the button to delete. Within the right-hand 
section, a list of links displays. Click the Delete Button link. 

37. A message box displays verifying that you really want to delete the information from 
the button.  

! Be aware that after you click yes on the next step, there is no undo button. Make sure 

that you really want to delete the information.  

38. Click Yes within the box to continue or No to cancel the operation. 
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39. Although you have deleted the appearance off the set and saved it within your 
database, you have not deleted the appearance within the switch. To do so, click the 
Go button within the Run Time ribbon group. 

Set Buttons - Features 

Adding a Feature to a Button 

40. Click Configured Items. 

41. In the Navigation pane, click Set Management > Configured Sets. 

42. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

43. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

44. There are two sections within the Buttons Properties pane, the left section displays 
a list of the buttons associated with the set, and this includes all buttons types. The 
right section displays the information associated with the highlighted button.  

45. Within the left-hand section, highlight the button to add a feature onto, within the 
right-hand section a list of links displays, click the Add Feature link. 

46. Within the right-hand section, the Features field displays. Double-click the field to 
open the Switch Features window, within the window the following columns of 
information define the characteristics of the feature, the information is Read Only: 

•  Select – a checkmark in the column indicates that you are adding the feature to 
the set 

! Your CAIRS administrator or switch technician defines the characteristics from each 

feature available for each switch.  

• Feature Name – displays the common feature name. 

• Manufacturer Feature Name – displays the code used within the switch 
environment.  

• Switch Type – displays the switch name 

• Category – displays the category assigned to the feature 

• Add Feature Code – displays the information sent to the switch when this 
feature is added to a set. 
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• Delete Feature Code – displays the information sent to the switch when the 
feature is deleted from a set. 

• Hybrid Digital – (EWSD only) a checkmark is field indicates that this feature is a 
hybrid digital 

• Add Sort Order –this field displays an add position for the feature.  

• Delete Sort Order –this field displays the delete position for the feature.  

47. Within the Select column, click the box to insert a checkmark to add the feature to 
the set.  

48. If you do not readily find your feature, you can search for a feature by typing in the 
name or portion of the name within the Search Parameter field and then clicking the 
magnifying glass.  

49. Once the feature displays, click in the select column to insert a checkmark. Click the 
Ok button to close the Switch Features window. The Add Features Prompts pop-up 
opens. Within the pop-up, complete any required values, if necessary.  

! Save Values as Defaults – The Save Values as Defaults checkbox is designed to make 

the process of adding a feature to a phone easier. Often time, the values that you complete 
are the same for each feature that you add to a set. When you place a checkmark in the 
box, CAIRS saves the values for all fields, so the next time you add a feature the values 
populate automatically.  

! Alternatively, you can have a little more control and use the button. When you click the 

button, the fields that are completed save as your default, so the next time the field is in the 
list, the values populate automatically. Any field that is left blank, are defaulted to blank and 
require the user to enter in the information.  

50. Within the Add Feature Prompts pop-up, click the Continue button to finish adding 
the feature or click the Cancel button.  

 The feature name populates in the field and on the button within the Device 
Properties pane. 

51. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

52. Although you have added the feature to the set and saved it within your database, 
you have not created the appearance within the switch. To do so, click the Go button 
within the Run Time ribbon group. 

Delete a Feature from a Button  

53. Click Configured Items. 

54. In the Navigation pane, click Set Management > Configured Sets. 



Configured Items 

70 CAIRS User Guide 

55. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

56. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

57. Within the Buttons Properties windows, select the button to delete. 

58. Within the bottom portion of the pane, click the Delete Button link. 

59. A message box displays verifying that you really want to delete the information from 
the button. Click Yes within the box to continue or No to cancel the operation. 

60. The Delete Feature Prompts pop-up opens, within the pop-up, complete any 
required values, if necessary. Click the Continue button to finish deleting the feature 
or click the Cancel button.  

! Save Values as Defaults – The Save Values as Defaults checkbox is designed to make 

the process of adding a feature to a phone easier. Often time, the values that you complete 
are the same for each feature that you add to a set. When you place a checkmark in the 
box, CAIRS saves the values for all fields, so the next time you add a feature the values 
populate automatically.  

Alternatively, you can have a little more control and use the button. When you click the 
button, the fields that are completed save as your default, so the next time the field is in the 
list, the values populate automatically. Any field that is left blank, are defaulted to blank and 
require the user to enter in the information.  

61. Although you have deleted the appearance off the set and saved it within your 
database, you have not deleted the appearance within the switch. To do so, click the 
Go button within the Run Time ribbon group. 

Account Management 

The new account management option is available in version 14.  

The Account Management tab displays the different account numbers that are associated 
to the set.  Each account number can be responsible for different charges.   

At the top of the pane is a dropdown box, this box allows you to select the different buttons 
appearances on the set.  The pane will change to display the appropriate account 
information.   

There are 3 different types of charges you can associated to the set; one-time, recurring 
and call charges.  For each charge type, you can associate a different account.  This allows 
you to have up to 3 different accounts associated to the set. 
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Account Management 

62. Click Configured Items. 

63. In the Navigation pane, select Set Management > Configured Sets. 

64. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

65. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

66. The Set Management window opens. 

67. Within the lower portion of the Device Properties/Account Management pane is the 
Account Management tab.  If you are not already on the Account Management tab, 
click on the tab.  The pane changes to display the accounts related to the different 
charge types for the set.   

68. At the top of the pane is a Number dropdown list, click on the arrow to access a list 
of the telephone numbers of the set.  From the list, select the number that you want 
to associate an account, the list will default to the primary telephone number.   

! Default from Primary Number – If you place a checkmark in the box, all charges 

relating to any telephone number of the set will automatically be associated to the account 
related to the primary telephone number.   

Include Inactive Accounts – this defaults to remain unchecked meaning that you are only 
going to see accounts that are active or that have a Billing End Date that has not occurred 
yet.  If you check the box, all the accounts will appear within the list whether they have 
active charges or billed charges.   

69. Click the row marked with the asterisk to enter in a new account number for the 
equipment and services. Complete the following fields, required fields are marked 
with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• All Charges – bills the account for all charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Call Charges – bills the account for charges related to call 

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Set Device window.  
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• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   

From the list, select the account number and organization responsible for the 
charges.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

70. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

Deleting an Account Number from a Set 

71. Click Configured Items. 

72. In the Navigation pane, select Set Management > Configured Sets. 

73. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 
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74. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

75. The Set Management window opens. 

76. Within the lower portion of the Device Properties/Account Management pane is the 
Account Management tab.  If you are not already on the Account Management tab, 
click on the tab.  The pane changes to display the accounts related to the different 
charge types for the set.   

77. At the top of the pane is a Number dropdown list, click on the arrow to access a list 
of the telephone numbers of the set, from the list select the telephone to modify.  
The pane changes to display the account number associated to the telephone 
number.   

! Delete Date When you are deleting an account you can manually set the Delete Date or 

Billing End Date.  This allows you to set the end date in the future or past.  If you do not fill 
out the billing end date, cairs will automatically stop the billing the date you delete the 
account from the set.   

78. Within the list, right click on the selector box next to the charge type, a small popup 
menu opens, within the box click Delete. 

79. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

80. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set, or click Save & Close (to save and exit). 

Equipment & Services 

Each set can have multiple pieces of equipment or services associated to it.  Since adding, 
modifying, deleting and viewing equipment and services is the same throughout CAIRS, we 
have consolidated the process into one section of the manual.  Please see Common 
Elements – Equipment & Services to learn how to more.   

It is important to remember that if you are billing for any equipment or services that you also 
associate an account number for the related charges. 

Calls 

To view the calls associated to the set, click the Calls button within the Show ribbon group. 
Depending on the amount of calls associated to the set, the list may not populate right 
away. To populate the list, complete one of the following: 

• Within the search box, type any portion of a call record (Date Called, Call Type, etc.) 
then click the magnifying glass. 

• Click the Show All button. 

The window displays the following call information: 
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• Call Type – call type name.  

• Total Calls – the total number of calls made. 

• Total Cost – the total cost of calls. 

• Total Call Duration – the total duration of calls in minutes. 

At the bottom of the list, are call charge totals. To view the details for each call type, click 
the plus sign (+) next to the call type name, to return to the default view, click the minus 
sign (-) next to the call type name.  

You can export or print the call data by clicking on the Sharing tab at the top of the screen. 
There are 4 export formats: 

• PDF – you can export the total report (expanded bands only or primary band) to a 
PDF file. Once selected the PDF file generates to your screen, you can save the file 
to any location. 

• Excel – you can export the total report (expanded bands only or primary band) to an 
Excel spreadsheet. Once selected, Excel opens with your report, you can save the 
file to any location. 

• Print – you can send the entire report (expanded bands only or primary band) to a 
printer. Once selected the Print box displays allowing you to choose your printing 
options.  

• Text – you can export the total report (expanded bands only or primary bands) to a 
tab delimited text file. Once selected, the Select the location to save the Tab-
delimited Text File box opens. Browse to the location, type the file name within the 
text box and click the Save button.  

Appearances 

This section allows you to view and designate a directory number as a primary listing. This 
button works in conjunction with the Button Properties pane on the Device Details screen. 
When you highlight a button within the Button Properties pane, the information within the 
Appearance screen changes to reflect the appearance of the highlighted number and the 
primary button.  

Viewing Appearances 

81. Click Configured Items. 

82. In the Navigation pane, select Set Management, > Configured Sets. 

83. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 



Configured Items 

CAIRS User Guide 75 

84. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
view. 

85. Within the Show ribbon group, click the upper half of the Appearances button.  

86. The screen changes to display the following Read Only information: 

• Primary Number 

• Port 

• Button Number 

• Button Type 

• Directory Number 

• Is Primary Appearance 

Assigning an Appearance as a Primary Number 

87. Click Configured Items. 

88. In the Navigation pane, select Set Management > Configured Sets. 

89. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

90. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
view. 

91. Within the Show ribbon group, click the upper half of the Appearances button.  

92. The list of appearances populates. Highlight the telephone number to display as the 
primary listing. 

93. Within the Show ribbon group, click the lower half of the Appearances button to 
access a drop-down list. From the list, select Set Selected as Primary.  

94. A checkmark now displays in the Is Primary Appearance column for the selected 
number.  

95. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set device, or click Save & Close (to save and exit) to return to the Set 
Management list. 

Show Related Orders and Troubles 

Within this button, you can view the open or complete work orders or troubles relating to 
the set.   

96. Click Configured Items. 

97. In the Navigation pane, select Set Management and then Configured Sets. 
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98. Before the Configured Set list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

99. The Configured Sets lists opens to the right, displaying all existing sets. Double-click 
the set to view. 

100. Within the Show ribbon group, click on the Show Related Orders and 
Troubles button. 

101. A list of all associated work order and trouble tickets appear within the pane. 
The following information is displayed: 

• Work Order Number 

• Work Flow Name 

• Org Name 

• Site Name  

• Work Order Desc 

• Open Date 

• Current Status 

102. By double clicking on the work order number, the work order opens allowing 
you to view the complete detailed information. Click on the x in the upper right hand 
corner to close the work order and return to the set.  

WOPR Script History 

Viewing Script History of a Configured Set  

When a set is added, modified, or deleted, CAIRS sends scripts to the switch making those 
changes display within the switch environment. Once the script is finished, you can view 
the details for the completed actions.  

103. Click Configured Items. 

104. In the Navigation pane, select Set Management > Configured Sets. 

105. Depending on the amount of records you have within your database, the list 
may not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

106. The Configured Sets list opens, displaying all existing sets. Double-click the 
set to view.  The Set Management window opens. 

107. Within the Launch ribbon group, click the WOPR Script History button. 
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108. The Configured Set Script History opens and all scripts run on the set display 
within this list. Pay close attention to the status column to know what scripts 
complete successfully or unsuccessfully.  

109. Click the plus sign (+) next to the order number to view a complete list of the 
values sent with the script.  

Multiple Listings 

You can use Multiple Listings to track the subscribers assigned to a single telephone 
number. You must first create the set device and then you can add the multiple subscribers 
to the listing. This is helpful in the event that you want to publish a directory, when printed; 
each subscriber has the same telephone number listed.  

Viewing Multiple Listings 

110. Click Configured Items. 

111. In the Navigation pane, select Set Management > Configured Sets. 

112. Depending on the amount of records you have within your database, the list 
may not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

113. The Configured Sets list opens, displaying all existing sets. Double-click the 
set to view. 

The Set Management window opens. 

114. Within the Launch ribbon group, click the Multiple Listings button. 

The screen changes to display all the Subscriber and/or Job Descriptions associated 
with the set device. The screen also indicates whether the publishing status of the 
listing whether published, non-published, classified, temporary, or alternate.  

Adding a Multiple Listing 

115. Click Configured Items. 

116. In the Navigation pane, select Set Management > Configured Sets. 

117. Depending on the amount of records you have within your database, the list 
may not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

118. The Configured Sets list opens, displaying all existing sets. Double-click the 
set to view. 

The Set Management window opens. 
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119. Within the Launch ribbon group, click the Multiple Listings button. 

120. Click the row marked with an asterisk (*), to add new items and complete the 
following information (required fields are marked with an asterisk (*):  

• Subscriber Name – click the drop-down arrow to access a list, and then select 
the subscriber name. 

• Job Description – type the job description. 

• Published* – click the drop-down arrow to access a list from the list select the 
publishing option: 

• Published – if selected, this listing displays in any printed or online directory. 

• Non-published – if selected this listing does not displays in any printed or 
online directory. 

• Classified – if selected this listing displays in only the classified directory. 

• Temporary – if selected this displays as a temporary listing.  

• Alternate – if selected, the Alternate Number displaying in the Alt Number 
field is shown in place of the original number in both printed and online 
directories. 

• Room – type the room number. 

121. Within the Actions ribbon group, click Save (to save and stay) to continue 
working with the set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

Deleting a Multiple Listing 

122. Click Configured Items. 

123. In the Navigation pane, select Set Management > Configured Sets. 

124. Depending on the amount of records you have within your database, the list 
may not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

125. The Configured Sets list opens, displaying all existing sets. Double-click the 
set to view. 

The Set Management window opens. 

126. Within the Launch ribbon group, click the Multiple Listings button. 

127. Within the Multiple Listings list, right-click the selector box next to the 
subscriber name, a small pop-up menu opens, within the box click Delete. 
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128. Once you click Delete, a message box displays verifying that you really want 
to delete the listing. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, CAIRS draws a line through the item allowing you to delete multiple 
items at once.  

129. If you do not want to delete a listing, right-click the record to access a pop-up 
menu, from the pop-up, click Undelete. 

130. Once you select Undelete, a message box displays verifying that you really 
want to keep the record. Click Yes within the box to continue or No to cancel the 
operation. 

131. Within the Actions ribbon group, click Save (to save and stay) to continue 
working with the set device, or click Save & Close (to save and exit) to return to the 
Set Management list. 

Convert  

This ribbon group displays when the set and switch support Multiline Hunt Groups.  We 
currently support Multiline Hunt Groups on the EWSD, SL100 and CS2100 switch types.   

To learn more about adding a Multiline Hunt Group and Hunt Group Members please see 
the complete section on Multiline Hunt Groups.   

Set Device Notes 

Please see Common Elements → Notes to learn more.   

Set Device File Attachments 

Please see Common Elements → File Attachments to learn more.   

Switch Communications 

There are two parts to every Add, Move, or Change that you make to a set. The first part is 
to make the Add, Move, or Change and save it to the CAIRS database. The second part is 
to communicate the Add, Move, or Change to the switch database.  

When Unique representative’s setup your CAIRS database, they also setup a set of scripts. 
A script sends the necessary information from the CAIRS database to the switch database. 
After you save the information into your CAIRS database, click the Go button within the 
Run Time ribbon group. A small pop-up window opens; within the window is a list of scripts. 
By clicking the plus sign (+) next to the script name, you can view the additional values 
required before the script can be sent to the switch. A value represents information that the 
switch needs to properly add, move, or change the information within the switch database.   

Although most of the values auto-populate from the information you entered within the Set 
Device window, you may be required to enter a value, simply click the field, and type the 
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necessary information. Once all the required fields are completed, you have four choices 
for sending the scripts to the switch: 

132. Schedule – click the schedule field within the top line. Click the drop-down 
arrow to access a calendar and from the calendar click the date to select, once 
clicked the date displays in the field (to change the month and year click the right or 
left arrow, and once at the appropriate month and year, click the number to select 
the date.) The time (12:00 am) also populates in the box. To change the time, click 
the hour, minute or am/pm to type the new time. Then click the Continue button.  

133. Continue – click the Continue button to send the script to the switch.  

134. Skip – click the Skip button to make the changes within the CAIRS database 
but not in the switch. 

135. Cancel – click the Cancel button to abort the operation. 

Sending Information to the Switch 

136. Click Configured Items. 

137. In the Navigation pane, click Set Management and then Configured Sets. 

138. Depending on the amount of records you have within your database, the list 
may not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

139. The Configured Sets list opens, displaying all existing sets. Double-click the 
set to modify. 

The Set Management window opens. 

140. Within the Run Time ribbon group, click the Go button.  

The Scripts window opens displaying the list of switch scripts that commit the 
information to the switch.  

141. Click the plus sign (+) next to the script name to view a list of parameters and 
values that are required for the script to run successfully, complete all parameters 
(fields marked with an asterisk (*) are required). 

142. Once all the required fields are completed, you have four choices: 

• Run Unattended – click this button to have WOPR run your scripts when it is 
available, your request will be run in the order it was received. 

• Continue – click the Continue button to send the script to the switch.  

• Skip – click the Skip button to make the changes within the CAIRS database but 
not in the switch. When you click Skip, a message box displays verifying that you 
really want to skip running the scripts, within the box click Yes to continue or No 
to return to the Scripts window.  
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• Cancel – click the Cancel button to abort the operation. 

143. After you click your selection, the window closes. To view whether a script 
was completed, click the WOPR Script History button. Pay close attention to the 
Status column to verify that your script ran successfully.  

144. If the script failed, a message displays in the Error Message column.  

Scheduling Switch Communications 

You can schedule your scripts to run at any time. To do so, complete the following steps: 

145. Click Configured Items. 

146. In the Navigation pane, select Set Management >Configured Sets. 

147. Depending on the amount of records you have within your database, the list 
may not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

148. The Configured Sets list opens, displaying all existing sets. Double-click the 
set to modify. 

The Set Management window opens. 

149. Within the Run Time ribbon group, click the Go button.  

The Scripts window opens, displaying the list of switch scripts that commit the 
information to the switch.  

150. Click the plus sign (+) next to the script name to view a list of parameters and 
values that are required for the script to run successfully, complete all parameters 
(required fields are marked with an asterisk (*). 

151. Click the schedule field within the top line, click the drop-down arrow to 
access a calendar and from the calendar click the date to select, once clicked the 
date displays in the field (to change the month and year click the right or left arrow, 
and once at the appropriate month and year, click the number to select the date.) 
The time (12:00 am) also populates in the box. To change the time, click the hour, 
minute or am/pm to type the new time.  

The date and time display in the Schedule field. 

152. Click the Continue button. Just below the ribbon is a yellow status line.  The 
line displays a message if the set has any scripts pending submission to the switch.   
When the scheduled date and time occur the scripts run automatically.   

153. To view whether a script was completed, click the WOPR Script History 
button. Pay close attention to the Status column to verify that your script ran 
successfully.  

If the script failed, a message displays in the Error Message column.  
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Viewing Set Information  

154. Click Configured Items. 

155. In the Navigation pane, select Set Management > Configured Sets. 

156. Depending on the amount of records you have within your database, the list 
may not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

157. The Configured Sets list opens, displaying all existing Configured Sets.  

158. Use the Views pane to sort the Configured Sets list. The following views are 
available: 

• Basic Lookup – this is the default view, the list provides only the directory 
number and the port number.  The view was designed to load set data quicker on 
slower networks.   

• Simple List – the list provides basic set information such as building name, 
primary number, site, etc.  

• Detailed List – this is provides several columns of information for each set such 
as, organization, class of service, port, connectivity, etc.   

• Configured Set – displays a few basic set details plus all 20 set miscellaneous 
fields 

• Configured Set Switch – displays the switch, button number, button type and a 
few switch specific fields such as COS, COR, display name, etc.  

• Configured Line Multiples – displays the multiple appearances of each primary 
number 

• Call Pickup Group – displays the directory number plus the call pickup name, 
call pickup description and CPU options.  

• Configured Set Switch Hunt Group – provides a list of hunt groups for each 
switch 

• Deleted Set History – provides a list of the sets that have been deleted from 
your database 

• Suspended Numbers – provides a list of sets that are currently suspended 
within your database 

• Configured Base Set – provides a list of the sets that are incomplete or those 
sets that do not have a primary button.   

• Custom View - this selection allows you to create a custom view by dragging 
and dropping column headers to create a line display.  
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• Miscellaneous List – this list is a duplicate of the Simple List with the Set Misc 
fields added.   

159. To select a different view, click the option button next to the selection. There 
are two ways to populate the list: 

• Within the search box, type any portion of a record and then click the magnifying 
glass. 

• Click the Show All button. 

160. If available, click the plus sign (+) next to the group to view the individual 
records.  

161. Double-click the record to view the Set Management window.  

Cisco Phones 
A few things need to be setup within CAIRS before you can view your complete inventory 
of cisco phones. First, you must create the Cisco switch with an SMA connection in 
switches.  To learn more about creating a switch, please see the Switches chapter.   

Next, you will need to perform a switch sync.  The sync pulls all the telephone information 
from your switch to populate CAIRS.  Once the sync is complete you will be able to view 
your complete Cisco phone inventory and there related data.   

Once you have the switch created and the sync done, you can start to perform adds, 
moves and changes for all your cisco phones.   

Performing a Sync 

Before you can start to perform any actions on your Cisco phones, you will need to perform 
a sync.  The sync duplicates the data you have in your Cisco switch into the CAIRS 
database.   

1. Click Configured Items. 

2. In the Navigation pane, select Cisco Phones 

3. Within the Actions pane, click on the ‘Resync from Switch’ link 

4. A box with the sync progress will open in the lower right hand corner of your screen.  
Once the sync is complete, the box will close and your inventory will populate with 
the list.   

Don’t worry you can sync multiple times without losing any of the data that you have 
entered into CAIRS.   

Set Data 

Depending on your access rights to the switch, you may be able to load the information 
directly from the switch each time you access the set.  However, if your access rights are 
restricted a sync can be performed and the data will be placed in a cache.  This allows you 
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to view the data without making changes.  However, in some situations you may be able to 
connect to the switch and make changes.  There are two buttons with the Set Data ribbon 
group that allow you to load data and possibly make changes. 

• Load Live Data – click on this button to connect to the switch and load the set 
information. You will be able to edit the information once loaded 

• Load Cached Data – click on this button to load the set information from the cached 
data.  The only fields that you will be able to edit are field specific to CAIRS. All switch 
related fields are read only. 

**Within in each switch there is a data caching setting.  If you cannot see live data, please 
contact your CAIRS administrator.   

Understanding the Cisco Window 

When you access a Cisco set, it is a little different then a set device in Set Management.  
There are three panes of information: Information from CAIRS, Switch Summary 
Information, and Switch Detail Information. 

Information from CAIRS 

This pane displays the information that resides in the CAIRS database.  You will see the 
switch name, phone model and phone template.   

Switch Summary Information 

This pane displays the information associated to each button on the set.  When you click on 
the link, the switch detail pane changes to displays the buttons information.   

Switch Detail Information 

This pane displays the current data associated to the set within your CUCM.  There are 
four tabs of information at the bottom.  The Switch Detail Information displays the current 
information associated to the set, this information comes directly from your CUCM.  The 
remaining tabs display the sets connectivity, account information and any equipment or 
services associated to the set.   

Configuring a New Cisco Phone 

1. Click Configured Items. 

2. In the Navigation pane, select Cisco Phones 

3. There are two ways you can start to add a cisco phone, with either option the 
General – Cisco Phone window opens: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New, then select Cisco Phone. 

• Within the Actions pane, click Add New Cisco Phone 
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4. In the Information from CAIRS pane, complete the following fields, required fields 
are marked with an asterisk (*): 

• Switch Name * - click on the dropdown arrow to access a list of the switched 
created in your database, from the list select the CUCM to add the phone to 

• Phone Model * - click on the dropdown arrow to access a list of the phone 
models associated with your CUCM.  The models that appear in this list are 
populated directly from your switch.   

• Phone Template * - click on the dropdown arrow to access a list of the phone 
template associated with your CUCM.  Again, the templates within this list come 
directly from the templates created in your CUCM, to manipulate this information 
you must access your CUCM directly.   

• Site – click the drop-down arrow to access a list, then, select the set installation 
site. The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site.  

• Organization Name – click the drop-down arrow to access a list, and then select 
the name of the organization. There can be three columns of information: org 
code, organization name and organization path.  The org code is 3-character 
code used to identify the org, your administrator determines if this column is 
visible.  The organization name column displays the lowest child organization 
name.  The organization path displays the complete path to the selected org, this 
includes all parents and children.  Once you select an organization, the complete 
path populates within the field.  

• End User – type in the name of the end user of the phone 

• Device Name – type in the specific device name that was registered in the 
CUCM 

• Description – type in the description of the phone, up to 99 characters 

• Device Pool – type in the device pool 

• IP Address – type in the IP Address for the device 

• CUCM Misc 1 – 5 – use these fields to enter in any additional information 
regarding the phone.  Each field contains a maximum of 99 characters. 

• Publishing * – this field defaults to published meaning the phone number will 
appear as a listing in the printed and online directory.  To change the listing, click 
the drop-down arrow to access a list, and then select one of the following 
publishing options: 

• Non-published – if selected, this listing will not display in any printed or 
online directory. 

• Classified – if selected, this listing displays in the classified directory only. 

• Temporary – if selected, this displays as a temporary listing.  
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• Alternate – DO NOT USE, there is no Alternate Telephone number available 
for a CUCM phone. 

5. Once you have the above required fields completed the other two panes of 
information will become available for you to populate.  Let’s start with the Switch 
Detail Information pane. 

Switch Detail Information Pane 

6. Within the Switch Detail Information pane, there are several sections of information 
based on the phone model and template that you have chosen within the Information 
from CAIRS pane.  We will cover the panes that are consistent for every phone 
added into the CUCM 

Section 1: Phone Type 

7. There are two fields within this pane, the phone model and the protocol.  The model 
matches the one from the information from cair.net pane.  The protocol used is pre-
determined by your CUCM 

Section 2: Device Information 

8. This pane allows you to add more information regarding the phone.   

There are several fields of information displayed within this pane, for the purposes of this 
manual we are going to focus on the fields that are required.  To learn more about each 
field, click on the Open CUCM Help button with the Cisco ribbon group 

9. Complete all necessary fields, you must complete the field marked with an asterisk 
(*): 

• MAC Address * - type in the MAC address of the gateway.  This MAC address is 
the unique identifier for the device 

• Device Pool * - click on the arrow to access a dropdown list, from the list select 
the appropriate device pool 

• Phone Button Template * - this field auto-populates with the phone template you 
selected in the information from CAIRS pane.  To change the template, click on 
the dropdown arrow to access a list of template, from the list select the new 
phone button template 

• Common Phone Profile * - click the arrow to access a dropdown list, from the list 
select either the Standard or Special phone profile 

• Location * - click on the arrow to access a dropdown list, from the list select the 
location of the device 

Section 3: Protocol Specific Information 

10. Within this section you are going to complete fields that are specific to the protocol 
associated to the set model.  The protocol is determined by your CUCM settings. 
Complete all necessary fields, you must complete the field marked with an asterisk 
(*): 
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• Device Security Profile * - click the arrow to access a dropdown list, from the list 
select the security profile for the device.  

Other Sections 

11. The remaining sections are phone specific, if any section has required fields those 
will be indicated by an asterisk (*).  You must complete those fields before you can 
save the device.   

12. Once you have completed the information within the Switch Detail pane, it is a good 
idea to Save the information you have entered.  Within the Action ribbon group, click 
on the Save button.     

Switch Summary Information 

13. Within the switch summary pane, you can configure the set buttons with telephone 
numbers or features.  You can click on any of the links within the pane to access the 
buttons information.  

14. At this point you have completed the necessary set information, you can Save and 
Close to return to the main menu or you can continue to add set connectivity, 
account management and equipment or services.  Please see the below sections to 
learn more.   

Set Connectivity 

1. Click Configured Items. 

2. In the Navigation pane, select Cisco Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the Cisco phone to access its detailed information.    

5. Connectivity, Equipment & Services and Account Management all share a pane, to 
access Connectivity click on the tab at the bottom of the pane. 

6. There are two sections within the Facilities pane. The top portion allows you to 
assign a few basic items within Facilities, and the lower half allows you to assign the 
complete facilities package.  

7. Within the top section, complete the following fields (required fields are marked with 
an asterisk (*): 

• Assigned Site – click the drop-down arrow to access a list, from the list select 
the assigned site.   

• Assigned Building * – click the drop-down arrow to access a list, and then 
select the building name. 
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• Alternate Location – type in any alternate location information relating to the 
set.  This field can appear in the 911 interface 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. The Directory Building name is 
defined as the common name for the building, for example, the assigned building 
name is 100 and the directory building name is Post Office.  This field is read 
only.    

• Floor – type the floor number, if applicable. 

• Room – type the room number, if applicable. 

• Jack – type the jack number, if applicable. 

• Dedicated Plant – click the arrow to access a drop-down list, from the list select 
the type of dedication, it automatically defaults to Not Dedicated. You can change 
the selection to dedicate with port or dedicated without port. When you choose to 
dedicate, anytime you move or delete the device, the facilities remain in place 
and are unavailable to use in other situations.  

• Latitude/Longitude/Elevation – type in the coordinates of where the phone is 
located.  If used this information, will transfer in the 911 interface and display the 
terminal that is nearest the location of the phone.   

These coordinates work in connection with the Nearest Building tab (if you do not see the 
tab, you will need to change the system setting ‘Show Nearest Building Button in Facilities’ 
to True).  The buildings with the nearest coordinates will appear in the tab.   

8. Within the lower section, when you click the first line (marked with an asterisk) the 
site and building name populate with the information you entered in the upper 
section. If the building only has 1 terminal the name of the terminal will also auto-
populate.   

9. If there is more than one terminal, click the drop-down arrow to access a list, and 
then select the terminal name associated with the building. 

10. If you do not see, the Connection Name line, click the plus sign (+) next to the site 
name. The following fields open to allow you to complete adding the facilities, 
complete the following fields (required fields are marked with an asterisk (*): 

• Connection Name – click the drop-down arrow to access a list, and then select 
the set’s connection. 

• Path Number – this field auto-populates with the next available path in the 
terminal. To change this selection, click the drop-down arrow to access a list and 
then select the set’s path number. 

• Path Usage – click the drop-down arrow to access a list, then, select the path 
usage type. This is a list that is pre-defined within Facilities and indicates how the 
path is being used, for example, data, voice, transmit, etc.  
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• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is a Read Only field.  

• In Row, Block, Pin – these fields auto-populate within number(s) corresponding 
to the path number. This information is defined within Facilities; each terminal is 
designed with either a Binding Post or Frame Location. This is a Read Only field. 

11. At this point it is a good idea to save the information you entered so far, within the 
Actions ribbon group, click the Save button.  

Account Management 

The Account Management tab displays the different account numbers that are associated 
to the set.  Each account number can be responsible for different charges.   

At the top of the pane is a dropdown box, this box allows you to select the different buttons 
appearances on the set.  The pane will change to display the appropriate account 
information.   

There are 3 different types of charges you can associated to the set; one-time, recurring 
and call charges.  For each charge type, you can associate a different account.  This allows 
you to have up to 3 different accounts associated to the set. 

Adding an account number 

1. Click Configured Items. 

2. In the Navigation pane, select Cisco Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the Cisco phone to access its detailed information.    

5. Within the lower portion of the Switch Details pane is the Account Management tab.  
If you are not already on the Account Management tab, click on the tab.  The pane 
changes to display the accounts related to the different charge types for the set.   

6. At the top of the pane is a Number dropdown list, click on the arrow to access a list 
of the telephone numbers of the set.  From the list, select the number that you want 
to associate an account, the list will default to the primary telephone number.   

! Default from Primary Number – If you place a checkmark in the box, all charges 

relating to any telephone number of the set will automatically be associated to the account 
related to the primary telephone number.   
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Include Inactive Accounts – this defaults to remain unchecked meaning that you are only 
going to see accounts that are active or that have a Billing End Date that has not occurred 
yet.  If you check the box, all the accounts will appear within the list whether they have 
active charges or billed charges.   

7. Click the row marked with the asterisk to enter in a new account number for the 
equipment and services. Complete the following fields, required fields are marked 
with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• All Charges – bills the account for all charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Call Charges – bills the account for charges related to call 

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Set Device window.  

• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   

From the list, select the account number and organization responsible for the 
charges.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
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change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

Deleting an Account Number from a Set 

1. Click Configured Items. 

2. In the Navigation pane, select Cisco Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the Cisco phone to access its detailed information.    

5. Within the lower portion of the Switch Details pane is the Account Management tab.  
If you are not already on the Account Management tab, click on the tab.  The pane 
changes to display the accounts related to the different charge types for the set.   

6. At the top of the pane is a Number dropdown list, click on the arrow to access a list 
of the telephone numbers of the set, from the list select the telephone to modify.  
The pane changes to display the account number associated to the telephone 
number.   

! Delete Date When you are deleting an account you can manually set the Delete Date or 

Billing End Date.  This allows you to set the end date in the future or past.  If you do not fill 
out the billing end date, CAIRS will automatically stop the billing the date you delete the 
account from the set.   

7. Within the list, right click on the selector box next to the charge type, a small popup 
menu opens, within the box click Delete. 

8. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set, or click Save & Close (to save and exit). 

Equipment & Services 

Please see Common Elements – Equipment & Services to learn more.   
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Show Related Orders and Troubles 

Within this button, you can view the open or complete work orders or troubles relating to 
the set.   

1. Click Configured Items. 

2. In the Navigation pane, select Cisco Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the Cisco phone to access its detailed information.    

5. Within the Show ribbon group, click on the Show Related Orders and Troubles 
button. 

6. A list of all associated work order and trouble tickets appear within the pane. The 
following information is displayed: 

• Work Order Number 

• Work Flow Name 

• Org Name 

• Site Name  

• Work Order Desc 

• Open Date 

• Current Status 

7. By double clicking on the work order number, the work order opens allowing you to 
view the complete detailed information. Click on the x in the upper right-hand corner 
to close the work order and return to the phone.  

Calls 

To view the calls associated to the phone, click the Calls button within the Show ribbon 
group. Depending on the amount of calls associated to the phone, the list may not populate 
right away. To populate the list, complete one of the following: 

• Within the search box, type any portion of a call record (Date Called, Call Type, etc.) 
then click the magnifying glass. 

• Click the Show All button. 

The window displays the following call information: 

• Call Type – call type name.  

• Total Calls – the total number of calls made. 
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• Total Cost – the total cost of calls. 

• Total Call Duration – the total duration of calls in minutes. 

At the bottom of the list, are call charge totals. To view the details for each call type, click 
the plus sign (+) next to the call type name, to return to the default view, click the minus 
sign (-) next to the call type name.  

You can export or print the call data by clicking on the Sharing tab at the top of the screen. 
There are 4 export formats: 

• PDF – you can export the total report (expanded bands only or primary band) to a 
PDF file. Once selected the PDF file generates to your screen, you can save the file 
to any location. 

• Excel – you can export the total report (expanded bands only or primary band) to an 
Excel spreadsheet. Once selected, Excel opens with your report, you can save the 
file to any location. 

• Print – you can send the entire report (expanded bands only or primary band) to a 
printer. Once selected the Print box displays allowing you to choose your printing 
options.  

• Text – you can export the total report (expanded bands only or primary bands) to a 
tab delimited text file. Once selected, the Select the location to save the Tab-
delimited Text File box opens. Browse to the location, type the file name within the 
text box and click the Save button.  

File Attachments 

Please see Common Elements → File Attachments to learn more. 

Deleting a Cisco Phone 

It is important to note that when you delete a phone that has existing charges whether call, 
equipment or services, those need a billing end date.  If you do not indicate a billing end 
date, CAIRS auto-populates the billing end date with the current date.    

1. Click Configured Items. 

2. In the Navigation pane, select Cisco Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, click on the phone you want to delete and perform one of 
the following options: 

• Within the Actions pane, click on the ‘Delete Cisco Phone’ link 
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• Double click on the record to open the device details window, within the Actions 
ribbon group, click the Delete button.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the phone. Click Yes within the box to continue or No to cancel the operation 

Viewing Cisco Set Information  

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Cisco Sets. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Cisco Phone list opens, displaying all existing sets.  

5. Use the Views pane to sort the Configured Sets list. The following views are 
available: 

• Basic Lookup – displays the MAC Address and the Directory Number 

• Simple List – displays basic set information such as MAC Address, End User, 
Device Pool, etc. 

• Accounting View – displays the directory number and basic accounting 
information such as Billing Start Date, Billing End Date, Account, etc. 

• Connectivity View – displays basic set information plus the connectivity 
information 

• Equipment and Services View – displays basic set information plus any related 
equipment and services.   

6. To select a different view, click the option button next to the selection. There are two 
ways to populate the list: 

• Within the search box, type any portion of a record and then click the magnifying 
glass. 

• Click the Show All button. 

7. If available, click the plus sign (+) next to the group to view the individual records.  

8. Double-click the record to view the Cisco window.  

AS5300 Sets 
A few things need to be setup within CAIRS before you can view your complete inventory 
of AS5300 sets. First, you must create the switch with an SMA connection in switches.  To 
learn more about creating a switch, please see the Switches chapter.   
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Next, you will need to perform a switch sync.  The sync pulls all the telephone information 
from your switch to populate CAIRS.  Once the sync is complete you will be able to view 
your complete AS5300 phone inventory and the related data.   

Once you have the switch created and the sync done, you can start to perform adds, 
moves and changes for all your AS5300 sets.   

Performing a Sync 

Before you can start to perform any actions on your AS5300 phones, you will need to 
perform a sync.  The sync duplicates the data you have in your AS5300 switch into the 
CAIRS database.   

9. Click Configured Items. 

10. In the Navigation pane, select AS5300 Phones 

11. Within the Actions pane, click on the ‘Resync from Switch’ link 

12. A box with the sync progress will open in the lower right-hand corner of your screen.  
Once the sync is complete, the box will close and your inventory will populate with 
the list.   

13. Don’t worry you can sync multiple times without losing any of the data that you have 
entered into CAIRS.   

Set Data 

Depending on your access rights to the switch, you may be able to load the information 
directly from the switch each time you access the set.  However, if your access rights are 
restricted a sync can be performed and the data will be placed in a cache.  This allows you 
to view that data without making changes.  However, in some situations you may be able to 
connect to the switch and make changes.  There are two buttons with the Set Data ribbon 
group that allow you to load data and possibly make changes. 

• Load Live Data – click on this button to connect to the switch and load the set 
information. You will be able to edit the information once loaded 

• Load Cached Data – click on this button to load the set information from the cached 
data.  The only fields that you will be able to edit are field specific to CAIRS. All switch 
related fields are read only. 

**Within each switch there is a data caching setting.  If you cannot see live data, please 
contact your CAIRS administrator.   

Understanding the AS5300 Window 

When you access a AS5300 set, it is a little different then a set device in Set Management.  
There are three panes of information: AS5300 Device Information, AS5300 Switch Data 
and Connectivity. 
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AS5300 Device Information 

This pane displays the information that resides in the CAIRS database.  You will see the 
switch name, domain and phone type.   

AS5300 Switch Data 

This pane displays the switch data relating to the set.  There are three panes of sections of 
information; User/Directory Information, Personal Information and Other Information.   

Connectivity 

This pane allows you to associated connectivity with the set.  As well as, accounts, 
equipment and services.  As you click on the different tabs, the name of the pane changes.  
The default is to display the Connectivity of the set.   

Configuring a New AS5300 Phone 

1. Click Configured Items. 

2. In the Navigation pane, select AS5300 Phones 

3. There are two ways you can start to add a phone, with either option the General – 
AS5300 Phone window opens: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New, then select AS5300 Phone. 

• Within the Actions pane, click Add New AS5300 Phone 

4. In the Information from CAIRS pane, complete the following fields, required fields 
are marked with an asterisk (*): 

• Switch Name * - click on the dropdown arrow to access a list of the switched 
created in your database, from the list select the switch to add the phone to 

• Domain * - click on the dropdown arrow to access a list of the domains 
associated with your AS5300.  The domains that appear in this list are populated 
when you perform the sync with the switch.   

• Type * - click on the dropdown arrow to access a list of the phone types 
associated with your AS5300.  The types within this list come directly from the 
types created in your AS5300, this list populates when you perform the switch 
sync.   

• AS5300 Port – type in the port number for the set 

• AS5300 Call Pickup Group – type in the call pickup group for the set 

• AS5300 Misc 1-5 – use these fields to enter in any additional information you 
would like to track regarding the set. 

• Site – click the drop-down arrow to access a list, then, select the set installation 
site. The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site.  
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• Organization Name – click the drop-down arrow to access a list, and then select 
the name of the organization. There can be three columns of information: org 
code, organization name and organization path.  The org code is 3-character 
code used to identify the org, your administrator determines if this column is 
visible.  The organization name column displays the lowest child organization 
name.  The organization path displays the complete path to the selected org, this 
includes all parents and children.  Once you select an organization, the complete 
path populates within the field.  

• Publishing * – this field defaults to published meaning the phone number will 
appear as a listing in the printed and online directory.  To change the listing, click 
the drop-down arrow to access a list, and then select one of the following 
publishing options: 

• Non-published – if selected, this listing will not display in any printed or 
online directory. 

• Classified – if selected, this listing displays in the classified directory only. 

• Temporary – if selected, this displays as a temporary listing.  

• Alternate – DO NOT USE, there is no Alternate Telephone number available 
for a AS5300 set. 

5. Once you have the above fields completed the AS5300 Switch Data pane becomes 
available.  There are several sections within this pane, you will need to complete all 
the required fields before you can save the set.  All required fields are marked with 
an asterisk (*), depending on the set type the requirements may change:   

• User Name/Directory Number - type in the user name or directory name related 
to the set 

• Password & Confirm Password * – type in the password associated to the set, 
you will have to enter it twice for confirmation 

• Service Set - click on the dropdown arrow to access a list of the service sets from 
the list select the service.  A service set is a group of services available to a user.  
These are determined by the administrator of you AS5300 

• First Name *  

• Last Name * 

• Email Address 

• Business Phone 

• Home Phone 

• Cell Phone 

• Pager 

• Fax 
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• Status * - this field defaults to Active, to change the set to inactive, click the 
dropdown arrow to access a list, from the list select Inactive 

• Time Zone * - this field default to the Eastern Time Zone, click the dropdown 
arrow to access a list, from the list select you time zone. This list is in 
alphabetical order so you may have to scroll to find your time zone. 

• Locale * - this field defaults to English, to change the language associated to the 
set click on the dropdown arrow to access a list from the list select the 
appropriate language.   

6. Once you have completed the information within this pane, it is a good idea to Save 
the information you have entered.  Within the Action ribbon group, click on the Save 
button.     

Set Connectivity 

1. Click Configured Items. 

2. In the Navigation pane, select AS5300 Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the AS5300 phone to access its detailed information.    

5. Within the Connectivity pane you can assign the facilities associated to the set.  
There are two sections within the Facilities pane. The top portion allows you to 
assign a few basic items within Facilities, and the lower half allows you to assign the 
complete facilities package.  

6. Within the top section, complete the following fields (required fields are marked with 
an asterisk (*): 

• Assigned Site – click the drop-down arrow to access a list, from the list select 
the assigned site.   

• Assigned Building * – click the drop-down arrow to access a list, and then 
select the building name. 

• Alternate Location – type in any alternate location information relating to the 
set.  This field can appear in the 911 interface 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. The Directory Building name is 
defined as the common name for the building, for example, the assigned building 
name is 100 and the directory building name is Post Office.  This field is read 
only.    

• Floor – type the floor number, if applicable. 
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• Room – type the room number, if applicable. 

• Jack – type the jack number, if applicable. 

• Dedicated Plant – click the arrow to access a drop-down list, from the list select 
the type of dedication, it automatically defaults to Not Dedicated. You can change 
the selection to dedicate with port or dedicated without port. When you choose to 
dedicate, anytime you move or delete the device, the facilities remain in place 
and are unavailable to use in other situations.  

• Latitude/Longitude/Elevation – type in the coordinates of where the phone is 
located.  If used this information, will transfer in the 911 interface and display the 
terminal that is nearest the location of the phone.   

These coordinates work in connection with the Nearest Building tab (if you do not see the 
tab, you will need to change the system setting ‘Show Nearest Building Button in Facilities’ 
to True).  The buildings with the nearest coordinates will appear in the tab.   

7. Within the lower section, when you click the first line (marked with an asterisk) the 
site and building name populate within the information you entered in the upper 
section.  

8. Within the terminal name column, click the drop-down arrow to access a list, and 
then select the terminal name associated with the building. (If your building has only 
one terminal associated, this field automatically populates with that terminal name.) 

9. If you do not see, the Connection Name line, click the plus sign (+) next to the site 
name. The following fields open to allow you to complete adding the facilities, 
complete the following fields (required fields are marked with an asterisk (*): 

• Connection Name – click the drop-down arrow to access a list, and then select 
the set’s connection. 

• Path Number – this field auto-populates with the next available path in the 
terminal. To change this selection, click the drop-down arrow to access a list and 
then select the set’s path number. 

• Path Usage – click the drop-down arrow to access a list, then, select the path 
usage type. This is a list that is pre-defined within Facilities and indicates how the 
path is being used, for example, data, voice, transmit, etc.  

• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is a Read Only field.  

• In Row, Block, Pin – these fields auto-populate within number(s) corresponding 
to the path number. This information is defined within Facilities; each terminal is 
designed with either a Binding Post or Frame Location. This is a Read Only field. 

10. At this point it is a good idea to save the information you entered so far, within the 
Actions ribbon group, click the Save button.  
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Account Management 

The Account Management tab displays the different account numbers that are associated 
to the set.  Each account number can be responsible for different charges.   

At the top of the pane is a dropdown box, this box allows you to select the different buttons 
appearances on the set.  The pane will change to display the appropriate account 
information.   

There are 3 different types of charges you can associated to the set; one-time, recurring 
and call charges.  For each charge type, you can associate a different account.  This allows 
you to have up to 3 different accounts associated to the set. 

Adding an account number 

1. Click Configured Items. 

2. In the Navigation pane, select AS5300 Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the phone to access its detailed information.    

5. Within the lower portion of the Connectivity pane is the Account Management tab.  If 
you are not already on the Account Management tab, click on the tab.  The pane 
changes to display the accounts related to the different charge types for the set.   

6. At the top of the pane is a Number dropdown list, click on the arrow to access a list 
of the telephone numbers of the set.  From the list, select the number that you want 
to associate an account, the list will default to the primary telephone number.   

! Default from Primary Number – If you place a checkmark in the box, all charges 

relating to any telephone number of the set will automatically be associated to the account 
related to the primary telephone number.   

Include Inactive Accounts – this defaults to remain unchecked meaning that you are only 
going to see accounts that are active or that have a Billing End Date that has not occurred 
yet.  If you check the box, all the accounts will appear within the list whether they have 
active charges or billed charges.   

7. Click the row marked with the asterisk to enter in a new account number for the 
equipment and services. Complete the following fields, required fields are marked 
with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• All Charges – bills the account for all charges 
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• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Call Charges – bills the account for charges related to call 

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Set Device window.  

• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   

From the list, select the account number and organization responsible for the 
charges.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

Deleting an Account Number from a Set 

1. Click Configured Items. 

2. In the Navigation pane, select AS5300 Phones 
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3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the phone to access its detailed information.    

5. Within the lower portion of the Connectivity pane is the Account Management tab.  If 
you are not already on the Account Management tab, click on the tab.  The pane 
changes to display the accounts related to the different charge types for the set.   

6. At the top of the pane is a Number dropdown list, click on the arrow to access a list 
of the telephone numbers of the set, from the list select the telephone to modify.  
The pane changes to display the account number associated to the telephone 
number.   

! Delete Date When you are deleting an account you can manually set the Delete Date or 

Billing End Date.  This allows you to set the end date in the future or past.  If you do not fill 
out the billing end date, CAIRS will automatically stop the billing the date you delete the 
account from the set.   

7. Within the list, right click on the selector box next to the charge type, a small popup 
menu opens, within the box click Delete. 

8. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set, or click Save & Close (to save and exit). 

Equipment & Services 

Please see Common Elements – Equipment & Services to learn more.   

Show Related Orders and Troubles 

Within this button, you can view the open or complete work orders or troubles relating to 
the set.   

1. Click Configured Items. 

2. In the Navigation pane, select AS5300 Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Within the list, double click on the phone to access its detailed information.    

5. Within the Show ribbon group, click on the Show Related Orders and Troubles 
button. 

6. A list of all associated work order and trouble tickets appear within the pane. The 
following information is displayed: 

• Work Order Number 

• Work Flow Name 

• Org Name 

• Site Name  

• Work Order Desc 

• Open Date 

• Current Status 

7. By double clicking on the work order number, the work order opens allowing you to 
view the complete detailed information. Click on the x in the upper right-hand corner 
to close the work order and return to the phone.  

Calls 

To view the calls associated to the phone, click the Calls button within the Show ribbon 
group. Depending on the amount of calls associated to the phone, the list may not populate 
right away. To populate the list, complete one of the following: 

• Within the search box, type any portion of a call record (Date Called, Call Type, etc.) 
then click the magnifying glass. 

• Click the Show All button. 

The window displays the following call information: 

• Call Type – call type name.  

• Total Calls – the total number of calls made. 

• Total Cost – the total cost of calls. 

• Total Call Duration – the total duration of calls in minutes. 

At the bottom of the list, are call charge totals. To view the details for each call type, click 
the plus sign (+) next to the call type name, to return to the default view, click the minus 
sign (-) next to the call type name.  

You can export or print the call data by clicking on the Sharing tab at the top of the screen. 
There are 4 export formats: 
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• PDF – you can export the total report (expanded bands only or primary band) to a 
PDF file. Once selected the PDF file generates to your screen, you can save the file 
to any location. 

• Excel – you can export the total report (expanded bands only or primary band) to an 
Excel spreadsheet. Once selected, Excel opens with your report, you can save the 
file to any location. 

• Print – you can send the entire report (expanded bands only or primary band) to a 
printer. Once selected the Print box displays allowing you to choose your printing 
options.  

• Text – you can export the total report (expanded bands only or primary bands) to a 
tab delimited text file. Once selected, the Select the location to save the Tab-
delimited Text File box opens. Browse to the location, type the file name within the 
text box and click the Save button.  

File Attachments 

Please see Common Elements → File Attachments to learn more.  

Deleting an AS5300 Phone 

It is important to note that when you delete a phone that has existing charges whether call, 
equipment or services, those need a billing end date.  If you do not indicate a billing end 
date, CAIRS auto-populates the billing end date with the current date.    

1. Click Configured Items. 

2. In the Navigation pane, select AS5300 Phones 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, click on the phone you want to delete and perform one of 
the following options: 

• Within the Actions pane, click on the ‘Delete AS5300 Phone’ link 

• Double click on the record to open the device details window, within the Actions 
ribbon group, click the Delete button.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the phone. Click Yes within the box to continue or No to cancel the operation 

Viewing AS5300 Set Information  

1. Click Configured Items. 
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2. In the Navigation pane, select Set Management > AS5300 Phones. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The AS5300 Phone list opens, displaying all existing sets.  

5. Use the Views pane to sort the Configured Sets list. The following views are 
available: 

• Simple View 

• Accounting View 

• Connectivity View 

• Equipment and Services View 

6. To select a different view, click the option button next to the selection. There are two 
ways to populate the list: 

• Within the search box, type any portion of a record and then click the magnifying 
glass. 

• Click the Show All button. 

7. If available, click the plus sign (+) next to the group to view the individual records.  

8. Double-click the record to view the AS5300 window.  

Directory 
The Directory provides users with a quick resource to view the subscriber information 
associated with a set device. The information within this list is read-only, however, if you 
double-click any record the Set Management window opens allowing you to make changes.  

Viewing Directory Information 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Directory. 

3. Before the Directory list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. There are four views to choose from when viewing directory information: 

• Simple List – this is the default view 
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• View Detailed – provides a list of with more detailed information 

5. To view the complete set information, double-click any listing. 

Exporting Directory Information 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Directory. 

3. Before the Directory list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are seven options to choose from, the options that you would most likely use 
are the following: 

• Excel (All levels) – exports all directory information to an Excel spreadsheet. If 
you have several records in your database, this procedure may take some time. 

• Excel (Multiple Files) – exports each set into a separate file. When you select 
this option, the Browse For Folder pop-up opens, within the box select the 
location of where you want to save the files to, and then click the Ok button. The 
files are created and saved in the specified location.  

• PDF (All levels) – exports all directory information to a PDF file. If you have 
several records in your database, this procedure may take some time. 

5. The file opens onto you screen allowing you to save or modify the file in the 
appropriate program.  

Published Directory 
Published Directory allows your operators a quick resource to view only the telephone 
numbers designated as published within your database. The information within this list is 
read-only, however, if you double-click any record the Set Management window opens 
allowing you to make changes.  

Viewing Published Directory Information 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Published Directory. 

3. Before the Directory list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. To view the complete set information, double-click any listing. 
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Exporting Published Directory Information 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Published Directory. 

3. Before the Directory list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are seven options to choose from, the options that you would most likely use 
are the following: 

• Excel (All levels) – exports all directory information to an Excel spreadsheet. If 
you have several records in your database, this procedure may take some time. 

• Excel (Multiple Files) – exports each set into a separate file. When you select 
this option, the Browse For Folder pop-up opens, within the box select the 
location of where you want to save the files to, and then click the Ok button. The 
files are created and saved in the specified location.  

• PDF (All levels) – exports all directory information to a PDF file. If you have 
several records in your database, this procedure may take some time. 

5. The file opens onto you screen allowing you to save or modify the file in the 
appropriate program.  

Active Primary Published Directory 
The Active Primary Published Directory displays all primary telephone numbers. The 
telephone number designated as a Single or Multiple Primary appearance types appear 
within this directory. This means that any button on the set in any location designated as 
those two types appear within this list.    

Viewing Directory Information 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Active Primary Published 
Directory. 

3. Before the Directory list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. To view the complete set information, double-click any listing. 
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Exporting Directory Information 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Active Primary Published 
Directory. 

3. Before the Directory list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are seven options to choose from, the options that you would most likely use 
are the following: 

• Excel (All levels) – exports all directory information to an Excel spreadsheet. If 
you have several records in your database, this procedure may take some time. 

• Excel (Multiple Files) – exports each set into a separate file. When you select 
this option, the Browse For Folder pop-up opens, within the box select the 
location of where you want to save the files to, and then click the Ok button. The 
files are created and saved in the specified location.  

• PDF (All levels) – exports all directory information to a PDF file. If you have 
several records in your database, this procedure may take some time. 

5. The file opens onto you screen allowing you to save or modify the file in the 
appropriate program.  

Multiline Hunt Groups 
A Multiline Hunt Group consists of numbers (called Members) that can forward calls to 
each other. The members use a position variable to determine a ringing pattern, going from 
0 to 1 to 2 to … and back to 0. The first member of the group is assigned a position variable 
of 0 (in some cases 1); all other members are assigned the next number in the sequence. A 
member with a position variable of 0 will forward to the member with a position variable of 
1, and a member with a position variable of 1 will forward to the member with a position 
variable of 2, and so forth. If the first member of the group is busy, the switch hunts the 
group until a member answers the call.  

You first define the group, or the first member. After you create the groups, you can add 
members.    

We currently support Multiline Hunt Groups on the EWSD, SL100, and CS2100 switch 
types.   
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Groups 

Adding a Multiline Hunt Group 

When you add a multiline hunt group you are performing two actions in one, you are adding 
a new set device into the database and creating the new multiline hunt group. The set 
starts the new group and becomes the first member. CAIRS assigns this set to Hunt Group 
Position of 1. When you add subsequent member to this new group, the second member is 
given the position of 2 and the next member added to the group is given position 3, and so 
forth. This position sequence gives the forwarding pattern for the group. 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Multiline Hunt Group. 

3. In the Actions pane, click Add New Multiline Hunt Group Management. 

The Set Management window opens.  

4. Within the Device Properties pane, configure the following fields (required fields are 
marked with an asterisk (*): 

• Site* – click the drop-down arrow to access a list, then, select the set installation 
site. The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site.  

• Switch Name – click the drop-down arrow to access a list, from the list select the 
switch.  If you are using ASI this is the switch that CAIRS will communicate with 
to install the set.  The switches displayed in the list are only those associated to 
the selected site.    

5. Once the switch name is selected, the fields after Template Name change to those 
specific to the switch. Within this section, we will cover the basic information, as if a 
switch were not present. Complete the following fields as necessary: 

• Organization – click the drop-down arrow to access a list from the list select the 
name of the organization. The organization drop-down list displays the bottom-
most organization first. After the ~~the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 

Once you select an organization, the complete path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list, and then select 
the subscriber name responsible for the set. 

• Template Name – click the drop-down arrow to access a list, and then select the 
template name associated with the set. The template displays in the Device 
Display pane in the lower-right-hand corner of the screen. Once you select a 
template name, you will notice that features pre-assigned to the template display 
within the lower half of the pane. When you create the first number on the set, it 
is in the position of the primary number as indicated on the template. 

Once you select a Template Name, an Add Feature Prompts pop-up displays. 
Depending on your site, each template may come with a set of standard features. 
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This pop-up allows you to view the standard features as well as define additional 
feature values.  

• Set Type Name – once you select a Template Name, this field auto-populates 
with the predefined set type name. 

• Set Name in Switch – once you select a Template Name, this field auto-
populates with the predefined set type name within the switch environment. 

• Directory Number* – click the drop-down arrow to access the Directory Number 
Plans table. There are three ways to populate the table: 

o Click the drop-down arrow within the Number Plan field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of numbers. Within the list, double-click the number, 
the table closes, and the number displays within the field.  

o Within the Search textbox, type the number or portion of the number and then 
click the magnifying glass. When the list populates, double-click the number, 
the table closes, and the number displays within the field.  

o Within the lower pane, click the Click Here link to view all the numbers. When 
the list populates, double-click the number, the table closes, and the number 
displays within the field.  

• Port – click the field to access the Port Groups table. There are three ways to 
populate the table: 

• Click the drop-down arrow within the Port Groups field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of ports. Within the list, double-click the number, the 
table closes, and the number displays within the field.  

• Within the Search textbox, type the number or portion of the port number and 
then click the magnifying glass. When the list populates, double-click the 
number, the table closes, and the number displays within the field. 

• Within the lower pane, click the Click Here link to view all port numbers. 
When the list populates, double-click the number, the table closes, and the 
number displays within the field. 

• Active or Suspended – defaults to Active indicating you are creating an active 
set. 

• Class of Service Name – click the drop-down arrow to access a list, and then 
select the set’s class of service. 

• Class of Restriction Name – click the drop-down arrow to access a list, and 
then select the set’s class of restriction. 

• User Misc 1-20 – use these fields for typing in any miscellaneous set 
information. 
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6. At this point, you should save your progress. Within the Actions ribbon group, click 
the Save button. 

Multiline Hunt Group 

7. Within the lower portion of the Facilities pane, click on the Multiline Hunt Group tab, 
complete the following fields, required fields are marked with an asterisk (*):   

• Hunt Group Name * – type the name of the hunt group 

• Hunt Group Type – type the group type 

• Description – type a brief description of the hunt group 

• CX Group – type the Centrex Group Data 

• Ring Type – type the ring type 

8. Again, you should save your progress, within the Actions ribbon group, click the 
Save button.  

Set Facilities 

9. Within the lower portion of the Multiline Hunt Group pane, click on the Facilities tab, 
there are two sections within the Facilities pane. The top portion allows you to assign 
the site and building information, and the lower half allows you to assign the set a 
terminal, connection, and path information.    

10. Within the top section, complete the following, required fields are marked with an 
asterisk (*):   

• Assigned Site – this field auto-populates with the site chosen in the Device 
Properties pane. 

• Assigned Building * – click the drop-down arrow to access a list, and then 
select the building name. 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. You can change the name by 
clicking the field and typing the new information. If you change the field here, it 
does not change the name anywhere else.  

• Floor – type the floor number, if applicable. 

• Room – type the room number, if applicable. 

• Jack – type the jack number, if applicable. 

• Dedicated Plant – click the arrow to access a drop-down list, from the list select 
the type of dedication, it automatically defaults to Not Dedicated. You can change 
the selection to Dedicated with Port or Dedicated without Port. When you choose 
to dedicate, anytime you move or delete the device, the facilities remain in place 
and are unavailable to use in other situations.  

11. When you click the first line (marked with an asterisk) of the lower section, the site 
and building name populate within the information you entered in the upper section. 
Within the terminal name, click the drop-down arrow to access a list, and then select 
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the terminal name associated with the building. (If your building has only one 
terminal associated, this field automatically populates with that terminal name.) 

12. Click the plus sign (+) next to the site name, the following fields open to allow you to 
complete adding the facilities, complete the following fields, required fields are 
marked with an asterisk (*):   

• Connection Name – click the drop-down arrow to access a list, and from the 
select the set’s connection. 

• Path Number – this field auto-populates with the next available path in the 
terminal, you can change this selection, click the drop-down arrow to access a 
list, and select the set’s path number. 

• Path Usage – click the drop-down arrow to access a list, and then select the 
path usage type. This is a list that is pre-defined within Facilities and indicates 
how the path is being used, for example, data, voice, transmit, etc.  

• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is Read Only.  

• In Row, Block, Pin – these fields auto-populate within number(s) corresponding 
to the path number. This information is defined within Facilities; each terminal is 
designed with either a Binding Post or Frame Location. This field is Read Only.  

13. At this point it is a good idea to save the information you entered so far, within the 
Actions ribbon group, click the Save button.  

14. You can continue to add-in cross connect buildings, terminals, and connection 
information for the set device by entering in another site, building name, and 
terminal. 

15. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list.  

Button Properties 

16. Within the Buttons Properties pane, complete the following button information, if 
applicable: 

• Appearance Type – this field defines the appearance of the telephone number. 
The field auto-populates with one of the following options: 

• Single – this designates that the telephone number displays on this set once 

• Multiple Primary and Multiple Secondary – these fields work together to 
describe the telephone listing that displays on the button, if multiple primary is 
listed, there are two appearances of the same telephone number on the set, 
the second appearance is listed as multiple secondary. For example, if 
2160017 is listed on button 5 and 10, the button listing that was added first is 
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designated Multiple Primary, the other button is designated as Multiple 
Secondary.  

• Directory Number* – this field auto-populates with the information you chose in 
the Device Properties pane.  

• Trouble Priority – type the trouble restoration priority number, 1 to 99 (1 is the 
most important, while 99 is the least important), for the set. CAIRS uses this field 
to determine the priority when you initiate a trouble ticket on this set. 

• Yearly Audit Date – click the field to access a drop-down arrow, once clicked a 
calendar displays, from the calendar select the date to audit the button/set. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Install Date – click the field to access a drop-down arrow, once clicked, a 
calendar displays. From the calendar, select the date to install the button/set. To 
change the date, click the field to access a drop-down calendar. To change the 
month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

• Personnel - type the name of the person assigned to the phone. 

• Job Description – type the job description for the person using this set. 

• Official Symbol – type the office symbol. 

• Contact Phone Number – type the contact telephone number for the person 
using this set. 

• Key Word – type a name or description that allows your operators to perform a 
quick search on the telephone number. For example, if the telephone number 
belongs to the Library you would type Library into this field for an easier 411 
search.  

• Publishing – click the drop-down arrow to access a list, then select one of the 
following publishing options: 

• Published – if selected, this listing displays in any printed or online directory. 

• Non-published – if selected, this listing will not display in any printed or 
online directory. 

• Classified – if selected, this listing displays in the classified directory only. 

• Temporary – if selected, this displays as a temporary listing.  

• Alternate – if selected, the Alternate Number displaying in the Alt Number 
field is shown in place of the original number in both the printed and online 
directories. 

• Directory Misc 1-10 – use these fields for any miscellaneous directory 
information. 
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17. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list.  

18. Although you created the Multiline Hunt Group and saved it within your database, 
you have not created the group within the switch. To do so, click the Go button 
within the Run Time ribbon group. To learn about the processes that occur when 
you click the buttons please refer to the Switch Communication section.  

! Remember that to complete the set, you need to associate an account and add the 

necessary equipment and services.  

Deleting a Multiline Hunt Group 

There are two things to know when you are deleting a multiline hunt group.  First, all the 
members of the group need to be reassigned or deleted from the group.  CAIRS will not 
allow a group with more than one member to be deleted.  Second, when can not remove 
the remaining set from the hunt group, you must delete the entire set from the database.    

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Multiline Hunt Groups. 

3. The Multiline Hunt Groups list opens. 

! In the Navigation pane there is a ‘Delete Multiline Hunt Group Management’ link, it will 

not actually delete the group.  You will however, receive a message that you can not delete 
the gourp from here you must access the set to delete.   

4. Double-click the set to open the Set Management window. 

5. Within the Actions ribbon group, click the Delete button.  

6. Once you click Delete, a message box displays verifying that you really want to 
delete the entire set. Click Yes within the box to continue or No to cancel the 
operation. 

7. Once you click Yes, the Scripts window opens. Click the plus sign (+) next to the 
script name to view a list of parameters and values that are required for the script to 
run successfully, complete all parameters (required fields are marked with an 
asterisk (*). 

• Schedule – click the schedule field within the top line, click the drop-down arrow 
to access a calendar, from the calendar select the date (To change the month 
and year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date.) The date and time (12:00 am) populate in 
the box. To change the time, click the hour, minute or am/pm to type the new 
time. Then click the Continue button.  

• Continue – click the Continue button to delete the Set Device in CAIRS and 
send the script to the switch to delete it from switch database.  
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• Skip – click the Skip button to delete the Set Device in CAIRS but not in the 
switch. When you click Skip, a message box displays verifying that you really 
want to skip running the scripts, within the box click Yes to continue or No to 
return to the Scripts window.  

• Cancel – click the Cancel button to abort the operation. 

8. When you click continue, a Script Progress box displays displaying the progress of 
the script executing within the switch.  

Members 

When you add a member to a group, you have two choices; you can add a new set device 
and then add it as a member. Alternatively, you can add an existing set as a member to a 
group.  

Adding a Multiline Hunt Member (New Set Device) 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Multiline Hunt Groups. 

3. In the Actions pane, click Add New Multiline Hunt Group Management. 

 The Set Management window opens.  

4. Within the Device Properties pane, configure the following fields (required fields are 
marked with an asterisk (*): 

• Site* – click the drop-down arrow to access a list, then, select the set installation 
site. The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Switch Name – click the drop-down arrow to access a list, from the list select the 
switch.  If you are using ASI this is the switch that CAIRS will communicate with 
to install the set.  The switches displayed in the list are only those associated to 
the selected site.    

Once the switch name is selected the fields after Template Name change to those 
specific to the switch. Within this section, we will cover the basic information, as if a 
switch were not present (required fields are marked with an asterisk (*) : 

• Organization – click the drop-down arrow to access a list from the list select the 
name of the organization. The organization drop-down list displays the bottom-
most organization first. After the ~~the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 

Once you select an organization, the complete path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list, and then select 
the subscriber name responsible for the set. 

• Template Name – click the drop-down arrow to access a list, and then select the 
template name associated with the set. The template displays in the Device 
Display pane in the lower-right-hand corner of the screen. Once you select a 
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template name, you will notice that features pre-assigned to the template display 
within the lower half of the pane. When you create the first number on the set, it 
is in the position of the primary number as indicated on the template. 

Once you select a Template Name, an Add Feature Prompts pop-up displays. 
Depending on your site, each template may come with a set of standard features. 
This pop-up allows you to view the standard features as well as define additional 
feature values.  

• Set Type Name – once you select a Template Name, this field auto-populates 
with the predefined set type name. 

• Set Name in Switch – once you select a Template Name, this field auto-
populates with the predefined set type name within the switch environment. 

• Primary Button Number – if you are adding this number as an appearance on 
the set, this field populates with the telephone number of the primary listing 

• Directory Number* – click the drop-down arrow to access the Directory Number 
Plans table. There are three ways to populate the table: 

o Click the drop-down arrow within the Number Plan field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of numbers. Within the list, double-click the number, 
the table closes, and the number displays within the field.  

o Within the Search textbox, type the number or portion of the number and then 
click the magnifying glass. When the list populates, double-click the number, 
the table closes, and the number displays within the field.  

o Within the lower pane, click the Click Here link to view all the numbers. When 
the list populates, double-click the number, the table closes, and the number 
displays within the field.  

• Port – click the field to access the Port Groups table. There are three ways to 
populate the table: 

• Click the drop-down arrow within the Port Groups field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of ports. Within the list, double-click the number, the 
table closes, and the number displays within the field.  

• Within the Search textbox, type the number or portion of the port number and 
then click the magnifying glass. When the list populates, double-click the 
number, the table closes, and the number displays within the field. 

• Within the lower pane, click the Click Here link to view all port numbers. 
When the list populates, double-click the number, the table closes, and the 
number displays within the field. 

• Active or Suspended – defaults to Active indicating you are creating an active 
set. 
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• Class of Service Name – click the drop-down arrow to access a list, and then 
select the set’s class of service. 

• Class of Restriction Name – click the drop-down arrow to access a list, and 
then select the set’s class of restriction. 

• User Misc 1-20 – use these fields for typing in any miscellaneous set 
information. 

5. At this point, you should save your progress. Within the Actions ribbon group, click 
the Save button. 

Multiline Hunt Group Member 

6. Within the Convert ribbon group, click the drop-down arrow to access a list. From 
the list, select Multiline Hunt Group Member. 

7. The screen changes to add the Multiline Hunt Group pane. Within the pane, 
complete the following fields: 

• Hunt Group Name* – click the drop-down arrow to access a list, and then select 
the hunt group name.  

• Position* – this field displays as the next available position in the hunt group. For 
example, if this set is the first member, then the position number will be 2. (1 is 
always given to the set that started the group and is considered as the Multiline 
Hunt Group). If this set is the second member, then the position number will be 3, 
and so forth. Click the field to type the new position within the hunt group.  

8. Again, you should save your progress, within the Actions ribbon group, click the 
Save button.  

Set Facilities 

9. Within the Facilities\E & S\Accounts pane, click the Facilities tab.  There are two 
sections within the Facilities pane. The top portion allows you to assign the set a few 
basic items within Facilities, and the lower half allows you to assign the set a 
complete facilities package.  

10. Within the top section, complete the following fields (required fields are marked with 
an asterisk (*)): 

• Assigned Site – populates with the site chosen in the Device Properties pane. 

• Assigned Building * – click the drop-down arrow to access a list, and then 
select the building name. 

• Floor – type the floor number, if applicable. 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. You can change the name by 
clicking the field and typing the new information. If you change the field here, it 
does not change the name anywhere else.  

• Room – type the room number, if applicable. 



Configured Items 

118 CAIRS User Guide 

• Jack – type the jack number, if applicable. 

• Dedicated Plant – click the arrow to access a drop-down list, from the list select 
the type of dedication, it automatically defaults to Not Dedicated. You can change 
the selection to Dedicated with Port or Dedicated without Port. When you choose 
to dedicate, anytime you move or delete the device, the facilities remain in place 
and are unavailable to use in other situations.  

11. When you click the first line (marked with an asterisk) of the lower section the site 
and building name populate within the information you entered in the upper section. 
Within the terminal name, click the drop-down arrow to access a list, and then select 
the terminal name associated with the building. (If your building has only one 
terminal associated, this field automatically populates with that terminal name.) 

12. Click the plus sign (+) next to the site name, the following fields open to allow you to 
complete adding the facilities, complete the following fields required fields are 
marked with an asterisk (*)): 

• Connection Name – click the drop-down arrow to access a list, and from the 
select the set’s connection. 

• Path Number – this field auto-populates with the next available path in the 
terminal, you can change this selection, click the drop-down arrow to access a 
list, and select the set’s path number. 

• Path Usage – click the drop-down arrow to access a list, and then select the 
path usage type. This is a list that is pre-defined within Facilities and indicates 
how the path is being used, for example, data, voice, transmit, etc.  

• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is Read Only.  

• In Row, Block, Pin – these fields auto-populate within number(s) corresponding 
to the path number. This information is defined within Facilities; each terminal is 
designed with either a Binding Post or Frame Location. This field is Read Only.  

13. At this point it is a good idea to save the information you entered so far, within the 
Actions ribbon group, click the Save button.  

14. You can continue to add-in cross connect buildings, terminals, and connection 
information for the set device by entering in another site, building name, and 
terminal. 

15. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this set or click the Save & Close button (save and exit).  

Button Properties 

16. Within the Buttons Properties pane, complete the following button information, if 
applicable: 



Configured Items 

CAIRS User Guide 119 

• Appearance Type – this field defines the appearance of the telephone number. 
The field auto-populates with one of the following options: 

• Single – this designates that the telephone number displays on this set once 

• Multiple Primary and Multiple Secondary – these fields work together to 
describe the telephone listing that displays on the button, if multiple primary is 
listed, there are two appearances of the same telephone number on the set, 
the second appearance is listed as multiple secondary. For example, if 
2160017 is listed on button 5 and 10, the button listing that was added first is 
designated Multiple Primary, the other button is designated as Multiple 
Secondary.  

• Directory Number* – this field auto-populates with the information you chose in 
the Device Properties pane.  

• Trouble Priority – type the trouble restoration priority number, 1 to 99 (1 is the 
most important, while 99 is the least important), for the set. CAIRS uses this field 
to determine the priority when you initiate a trouble ticket on this set. 

• Yearly Audit Date – click the field to access a drop-down arrow, once clicked a 
calendar displays, from the calendar select the date to audit the button/set. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Install Date – click the field to access a drop-down arrow, once clicked a 
calendar displays, from the calendar select the date to install the button/set. To 
change the date, click the field to access a drop-down calendar. To change the 
month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

• Job Description – type the job description for the person using this set. 

• Official Symbol – type the office symbol. 

• Contact Phone Number – type the contact telephone number for the person 
using this set. 

• Key Word – type a name or description that allows your operators to perform a 
quick search on the telephone number. For example, if the telephone number 
belongs to the Library you would type Library into this field for an easier 411 
search.  

• Publishing – click the drop-down arrow to access a list, then select one of the 
following publishing options: 

• Published – if selected, this listing displays in any printed or online directory. 

• Non-published – if selected, this listing will not display in any printed or 
online directory. 

• Classified – if selected, this listing displays in the classified directory only. 
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• Temporary – if selected, this displays as a temporary listing.  

• Alternate – if selected, the Alternate Number displaying in the Alt Number 
field is shown in place of the original number in both the printed and online 
directories. 

• Directory Misc 1-10 – use these fields for any miscellaneous directory 
information. 

17. Within the Actions ribbon group, click Save (to save and stay) to continue working 
within this set, or click Save & Close (to save and exit) to return to the Set 
Management list.  

18. Although you created the Multiline Hunt Group and saved it within your database, 
you have not created the group within the switch. To do so, click the Go button 
within the Run Time ribbon group. To learn about the processes that occur when 
you click the buttons please refer to the Switch Communication section.  

Adding an Existing Set as a Multiline Hunt Member 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Configured Sets. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
view. 

 The Set Management window opens. 

5. Within the Convert ribbon group, click the drop-down arrow to access a list. From 
the list, select Multiline Hunt Group Member. 

6. The screen changes to add the Multiline Hunt Group pane. Within the pane, 
complete the following fields: 

• Hunt Group Name* – click the drop-down arrow to access a list, and then select 
the hunt group name.  

• Position* – this field displays as the next available position in the hunt group. For 
example, if this set is the first member, then the position number will be 2. (1 is 
always given to the set that started the group and is considered as the Multiline 
Hunt Group). If this set is the second member, then the position number will be 3, 
and so forth. Click the field to type the new position within the hunt group.  

7. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this set or click the Save & Close button (save and exit).  
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Deleting a Multiline Hunt Member 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Multiline Hunt Groups. 

 The Multiline Hunt Members list opens, displaying all members and groups. 

 The Multiline Hunt Group Member is designated with position numbers other than 1. 

3. Double-click the Hunt Group member to delete. 

 The Set Management window opens.  

4. Within the Actions ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the hunt group member. Click Yes within the box to continue or No to cancel 
the operation. 

6. Once you click Yes, the Scripts window opens. Click the plus sign (+) next to the 
script name to view a list of parameters and values that are required for the script to 
run successfully, complete all parameters (required fields are marked with an 
asterisk (*): 

• Schedule – click the schedule field within the top line, click the drop-down arrow 
to access a calendar, from the calendar select the date (To change the month 
and year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date.) The date and time (12:00 am) populate in 
the box. To change the time, click the hour, minute or am/pm to type the new 
time. Then click the Continue button.  

• Continue – click the Continue button to delete the member in CAIRS and send 
the script to the switch to delete the member from the group in the switch 
database.  

• Skip – click the Skip button to delete the member in CAIRS but not in the switch. 
When you click Skip, a message box displays verifying that you really want to 
skip running the scripts, within the box click Yes to continue or No to return to the 
Scripts window.  

• Cancel – click the Cancel button to abort the operation. 

7. When you click continue, a Script Progress box displays displaying the progress of 
the script executing within the switch.  

Call Pickup Groups  
A call pickup group is a group of members that can answer incoming calls to any number 
within their group. The numbers in a call pickup group are physically located in close 
proximity so their users can hear the lines ring. Once a call pickup group is established, you 
can add members.   

When you access a Call Pickup Group there are two panes of information the top pane 
displays the call pickup group general information such as switch name, call pickup name 
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and description.  The lower pane displays a list of the members that belong to the call 
pickup group.   

Call Pickup Group Views 

There are two different view options with Call Pickup Groups.  The Simple list is the default 
view, this view displays the switch name, call pickup name and description.  The alternate 
is the Member Detail view, this view shows the same information as the simple view with 
the addition of the directory number, button number, port name, CPU Options and site.   

Groups 

Adding a Call Pickup Group  

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Call Pickup Groups. 

3. In the Actions pane, click the Add New Call Pick Up Group link. 

4. The General – Call Pickup Group window opens. Configure the following fields 
(fields marked with an asterisk (*) are required): 

• Switch Name* – click the drop-down arrow to access a list, from the list select 
the switch.  If you are using ASI this is the switch that CAIRS will communicate 
with to create the Call Pickup Group.  The switches displayed in the list are only 
those associated to the selected site.    

• Call Pickup Name* – type the new call pickup group name. 

• Description – type a brief call pickup group description. 

5. Within the Actions ribbon group, click Save & New (to save and stay) to reset the 
screen and continue adding new call pickup groups, or Save & Close (to save and 
exit) to return to the Set Management list.  

Deleting a Call Pickup Group  

To delete a call pickup group, all members of the group must first be deleted or be 
reassigned to a different group. (Please refer to “Deleting a Member from a Call Pickup 
Group. CAIRS offers two ways to delete a Call Pickup Group: 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Call Pickup Groups. 

3. The Call Pickup Groups list opens, displaying all existing call pickup groups.  

4. There are two ways to delete a Call Pickup Group: 

• Highlight the group name within the list and click the Delete Call Pickup Group 
link within the Actions pane. 

• Double-click the group name. The Call Pickup Group window opens. Within the 
Actions ribbon group, click the Delete button.  
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5. Once you click Delete, a message box displays verifying that you really want to 
delete the call pickup group. Click Yes within the box to continue or No to cancel the 
operation. 

Members 

Adding a Member into a Call Pickup Group  

1. Add Members once the call pickup group is established.  

2. Click Configured Items. 

3. In the Navigation pane, click Set Management and then Configured Sets. 

1. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

2. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

3. Within the Device Properties pane, find the Call Pickup Name field. Click the drop-
down arrow to access a list, and then select the new Call Pickup Group.  

4. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this set or click the Save & Close button (save and exit).  

5. Although you have added the set to a Call Pickup Group within your database, you 
have not created the appearance within the switch. To do so, click the Go button 
within the Run Time ribbon group. To learn about the processes that occur when 
you click the buttons please refer to the Switch Communications section. 

Viewing Members of a Call Pickup Group 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management >Call Pickup Groups. 

3. The Call Pickup Groups list opens, displaying all existing call pickup groups. Double-
click the group to view. 

4. The Call Pickup Group window opens displaying the selected group in detail.  

5. The Members pane displays a complete list of the numbers that belong to the call 
pickup group.  The following read only information displays: 

• Directory Number 

• Button Number 

• Group Name 
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• CPU Options 

Deleting a Member from a Call Pickup Group 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management >Configured Sets. 

3. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

 The Set Management window opens. 

4. Within the Device Properties pane, find the Call Pickup Name field. Click the drop-
down arrow to access a list, and then select the blank line at the top of the list to 
remove the Call Pickup Group. 

5. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this set or click the Save & Close button (save and exit).  

6. Although you have deleted the appearance off the set and saved it within your 
database, you have not deleted the appearance within the switch. To do so, click the 
Go button within the Run Time ribbon group. To learn about the processes that 
occur when you click the buttons please refer to the Switch Communication section. 

Intercom Groups  
Intercom Group is an added set button feature allowing group members to send messages 
or to call each other. You must first create the group, then members you can add members.  

When you access an Intercom Group there are two panes of information the top pane 
displays the intercom group general information such as switch name, intercom name and 
description.  The lower pane displays a list of the members that belong to the intercom 
group.   

Groups 

Adding an Intercom Group  

1. Click Configured Items. 

2. In the Navigation pane, select Set Management >Intercom Groups. 

3. In the Actions pane, click the Add New Intercom Group link. 

4. The General – Intercom Group window opens. Configure the following fields 
(required fields are marked with an asterisk (*): 

• Switch Name* – click the drop-down arrow to access a list, from the list select 
the switch.  If you are using ASI this is the switch that CAIRS will communicate 
with to create the Intercom Group.  The switches displayed in the list are only 
those associated to the selected site.    

• Intercom Name* – type the new Intercom name. 
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• Description – type a brief Intercom description. 

5. Within the Actions ribbon group, click Save & New (to save and stay) to reset the 
screen to continue adding new intercom groups, or click Save & Close (to save and 
exit).  

Deleting an Intercom Group 

To delete an intercom group, you need to delete or re-assign all of its members of the 
group. Please refer to the “Deleting an Intercom Member” section.)  

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Intercom Groups. 

3. The Intercom Groups list opens, displaying all existing groups.  

4. There are two ways to delete an Intercom Group: 

• Highlight the group within the list and click the Delete Intercom Group link within 
the Actions pane. 

• Double-click the group within the list. The Intercom window opens. Within the 
Actions group, click the Delete button.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the group. Click Yes within the box to continue or No to cancel the operation. 

Members 

Adding a Member into an Intercom Group  

Once you create an Intercom Group, you can add members into the group. Add members 
by configuring the set and then add the intercom group feature onto the set.  

1. Click Configured Items. 

2. In the Navigation pane, click Set Management and then Configured Sets. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

The Set Management window opens. 

5. Within the Button Properties pane, select the button position.  

There are two sections within the Buttons Properties pane, the left section displays a 
list of the buttons associated with the set, and this includes all buttons types. The 
right section displays the information associated with the highlighted button.  
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6. Within the left-hand section, highlight the button to add a feature onto, within the 
right-hand section a list of links displays, click the Add Intercom Group link. 

7.  Within the pane, complete the following fields (required fields are marked within an 
asterisk (*): 

• Intercom Name * – click the drop-down arrow to access a list, then select the 
name of the Intercom Group to add the set to. 

• Intercom Address – type the Intercom Group address. 

• Features - Double-click the field to open the Switch Features window, within the 
window find the feature to add to the button, click the box in the select to insert a 
checkmark.  When you are finished adding features, clcik on the OK button.   

8. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this set or click the Save & Close button (save and exit). Although you 
have added the set to an Intercom Group within your database, you have not 
created the appearance within the switch. To do so, click the Go button within the 
Run Time ribbon group.  

Viewing Members of an Intercom Group 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Intercom Groups. 

3. The Intercom Groups list opens, displaying all existing groups. Double-click the 
group to view. 

4. The Intercom Group window opens displaying the selected group in detail. 

5. The Members pane displays a complete list of the numbers that belong to the call 
intercom group.  The following read only information displays: 

• Directory Number 

• Button Number 

• Group Name 

• Intercom Address 

Deleting a Member from an Intercom Group 

Deleting a member removes the set device from the intercom group. You are essentially 
deleting the intercom group feature from the set device.  

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Configured Sets. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 



Configured Items 

CAIRS User Guide 127 

• Click the Show All button. 

4. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

5. There are two sections within the Buttons Properties pane, the left section displays 
a list of the buttons associated with the set, and this includes all buttons types. The 
right section displays the information associated with the highlighted button.  

6. Within the left-hand section, highlight the button to delete. 

7. Within the bottom portion of the right-hand pane, click the Delete Button link. 

8. A message box displays verifying that you really want to delete the information from 
the button. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this set or click the Save & Close button (save and exit).  

10. Although you have deleted the appearance off the set and saved it within your 
database, you have not deleted the appearance within the switch. To do so, click the 
Go button within the Run Time ribbon group. To learn about the processes that 
occur when you click the buttons please refer to the Switch Communication section. 

Office Hunt Groups 
An Office Hunt group consists of numbers (called Members) that can be forwarded to each 
other. Each group uses a combination of a forward number and position. Each member has 
a designated forwarding number, when the first number does not answer an incoming call, 
the call forwards to the next member, if that member does not answer; the switch forwards 
the call to the next member until the call is answered. In addition, an office hunt group 
creates a ringing pattern; the position indicates when the member receives a call.  

You first define the group, or the first member. After the group is created, you add members 
into the group.  

Groups 

Adding an Office Hunt Group 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Office Hunt Groups. 

3. In the Actions pane, click the Add New Office Hunt Group link. 

The General – Office Hunt Group window opens. Configure the following fields 
(required fields are marked with an asterisk (*) : 

• Site* – click the drop-down arrow to access a list, and then select the site. 

• Switch Name* – click the drop-down arrow to access a list, from the list select 
the switch.  If you are using ASI this is the switch that CAIRS will communicate 
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with to create the Office Hunt Group.  The switches displayed in the list are only 
those associated to the selected site.    

• Office Hunt Name* – type the new call pickup group name. 

• Description – type a brief office hunt group description. 

4. Within the Actions ribbon group, click Save & New (to save and stay) to reset the 
screen to continue adding new hunt groups or click Save & Close (to save and exit). 

Deleting an Office Hunt Group 

To delete an Office Hunt Group, you must first delete all of its members. (Please refer to 
the “Deleting an Office Hunt Member” section.) CAIRS offers two ways to delete an office 
hunt group: 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Office Hunt Groups. 

3. The Office Hunt Groups list opens, displaying all existing groups.  

4. There are two ways to delete an Office Hunt group: 

• Highlight the group with the list and click the Delete Office Hunt Group link 
within the Actions pane. 

• Double-click the name. The Office Hunt Group window opens. Within the 
Actions ribbon group, click the Delete button.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the group. Click Yes within the box to continue or No to cancel the operation. 

Members 

Adding an Office Hunt Member  

You can add numbers as group members once an Office Hunt group is established. Each 
member has a designated forwarding number to create a ring circle.  

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Office Hunt Groups. 

3. The Office Hunt Group list opens, displaying all existing office hunt groups. Double-
click the group name to add members. 

4. The Office Hunt Group window opens displaying the selected group information. 

5. Within Show ribbon group, click the lower half of the Members button to access a 
drop-down menu, then select Add Member. The Office Hunt Group Member pop-up 
opens. Configure the following fields (required fields are marked with an asterisk (*): 

• Number* – if this member is the first one being added to this group, this field is 
empty, click the field to access the Directory Number Plans table. There are three 
ways to populate the table: 
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o Click the drop-down arrow within the Number Plan field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of numbers. Within the list, double-click the number, 
the table closes, and the number displays within the field.  

o Within the Search textbox, type the number or portion of the number and then 
click the magnifying glass. When the list populates, double-click the number, 
the table closes, and the number displays within the field.  

o Within the lower pane, click the Click Here link to view all the numbers. When 
the list populates, double-click the number, the table closes, and the number 
displays within the field.  

! If there are existing members in the group, CAIRS auto populates this field with previous 

forwarding, for example, if you are adding position 5, this field populates with the forwarding 
number for position 4.  

• Forward Number* – click the field to access the Directory Number Plans table. 
There are three ways to populate the table: 

o Click the drop-down arrow within the Number Plan field, and then select the 
plan. Once selected, either click the Next link to have CAIRS automatically 
select the next number in the sequence or click the Show All button to 
display a complete list of numbers. Within the list, double-click the number, 
the table closes, and the number displays within the field.  

o Within the Search textbox, type the number or portion of the number and then 
click the magnifying glass. When the list populates, double-click the number, 
the table closes, and the number displays within the field.  

o Within the lower pane, click the Click Here link to view all the numbers. When 
the list populates, double-click the number, the table closes, and the number 
displays within the field.  

• Position* – this field is auto populated by CAIRS. For the first member of a 
group, the position defaults to 1 and the next member added is #2 and so forth. If 
you wish to change the position number, click the field and type the new number. 

Once you click Yes, the Scripts window opens. Once you click Yes, the Scripts 
window opens. Click the plus sign (+) next to the script name to view a list of 
parameters and values that are required for the script to run successfully, complete 
all parameters (required fields are marked with an asterisk (*)): 

• Schedule – click the schedule field within the top line, click the drop-down arrow 
to access a calendar, from the calendar select the date (To change the month 
and year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date.) The date and time (12:00 am) populate in 
the box. To change the time, click the hour, minute or AM/PM, to type the new 
time, then click the Continue button.  



Configured Items 

130 CAIRS User Guide 

• Continue – click the Continue button to send the script to the switch to complete 
the action immediately. If you click Continue, a Script Progress pop-up opens this 
displays the progress and completion of the script within the switch.  

• Skip – click the Skip button to add the member within CAIRS but not in the 
switch. When you click Skip, a message box displays verifying that you really 
want to skip running the scripts, within the box click Yes to continue or No to 
return to the Scripts window.  

• Cancel – click the Cancel button to abort the operation. 

6.  Within the Office Hunt Group Member pop-up, click the Ok button to return to the 
General – Office Hunt Group window.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set 
Management list.  

Deleting an Office Hunt Member 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Office Hunt Groups. 

3. The Office Hunt Group list opens, displaying all existing office hunt groups. Double-
click the group name with the member you wish to delete. 

4. The Office Hunt Group window opens displaying the selected group information. 

5. Go to the Show ribbon group and click the Members button. 

6. The Office Hunt Group Members pane opens and displays all members within this 
group. There are two ways to delete a member: 

• Click the member to delete, once the selected the member record is highlighted, 
within the Show ribbon group and click the lower half of the Members button to 
access drop-down menu, then select Delete Member. 

• Right-click the record selector box next to the number, a small pop-up menu 
opens. Click Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the member. Click Yes within the box to continue or No to cancel the 
operation. 

8. The Switch Request window opens. If you would like to send the deleted information 
to the switch, click the Yes button. Once you click Yes, the Scripts window opens. 
Click the plus sign (+) next to the script name to view a list of parameters and values 
that are required for the script to run successfully, complete all parameters (required 
fields are marked with an asterisk (*): 

• Schedule – click the schedule field within the top line, click the drop-down arrow 
to access a calendar, from the calendar select the date (To change the month 
and year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date.) The date and time (12:00 am) populate in 
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the box. To change the time, click the hour, minute or am/pm to type the new 
time. Then click the Continue button.  

• Continue – click the Continue button to send the script to the switch to complete 
the action immediately. If you click Continue, a Script Progress pop-up opens this 
displays the progress and completion of the script within the switch.  

• Skip – click the Skip button to add the member within CAIRS but not in the 
switch. When you click Skip, a message box displays verifying that you really 
want to skip running the scripts, within the box click Yes to continue or No to 
return to the Scripts window.  

9. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this set or click the Save & Close button (save and exit). 

Distribution Groups 
A Distribution Group works similar to a queue or ring group but is different from a Call 
Pickup Group in that the switch determines who receives the next call. The member who 
receives the call is generally the person who has been idle the longest amount of time and 
who is not currently on a call.  

This menu option is a little different from any other in that you are not creating the group to 
send to the switch, you are creating the group name within the CAIRS database. Once you 
create the group, each set you want to include in the group needs to have the ACD feature 
assigned to a button. Once you send the scripts to the switch to add the feature onto the 
set(s), your next step is to perform a Data Sync. This synchronizes the groups from the 
switch database to those within the CAIRS database, thereby adding the members into the 
group.  

When you access a Distribution Group there are two panes of information the top pane 
displays the distribution group general information such as name, switch name and 
distribution type.  The lower pane displays a list of the members that belong to the 
distribution group.   

Groups 

Adding a New Distribution Group 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Distribution Groups. 

3. In the Actions pane, click the Add New Distribution Group link. 

4. The General – Distribution Groups window opens. There are two panes of 
information; Group and Members.  The Group pane allows you to define the group 
details, whereas the Members pane allows you to view the set devices that belong to 
the group.   

5. Within the Group pane, complete the following fields (required fields are marked with 
an asterisk (*): 
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• Name* – type the Distribution Group name. 

• Switch Name* – click the drop-down arrow to access a list, from the list select 
the switch.  If you are using ASI this is the switch that CAIRS will communicate 
with to create the Distribution Group.  The switches displayed in the list are only 
those associated to the selected site.    

• Distribution Type – type in the distribution type into the field, for example, ACD 
or UCD.   

6. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this Distribution Group or click the Save & Close button (save and 
exit).  

Deleing an Distribution Group 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Distribution Groups. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. There are two ways to delete a Distribution Group: 

• Highlight the group within the list and click the Delete Distribution Group link 
within the Actions pane. 

• Double-click the name. The Distribution Group window opens. Within the 
Actions ribbon group, click the Delete button.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the group. Click Yes within the box to continue or No to cancel the operation. 

Members 

Adding Distribution Group Members 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Configured Sets. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 
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4. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

 The Set Management window opens. 

5. There are two sections within the Buttons Properties pane, the left section displays 
a list of the buttons associated with the set, and this includes all buttons types. The 
right section displays the information associated with the highlighted button.  

6. Within the left-hand section, highlight the button to add a feature onto, within the 
right-hand section a list of links displays, click the Add Feature link. 

7. Within the right-hand section, the Features field displays. Double-click the field to 
open the Switch Features window and within the window find feature that provide the 
for the distribution group. If you do not readily find the feature, you can search for a 
feature by typing in the name or portion of the name within the Search Parameter 
field and then clicking the magnifying glass. Once the feature displays, click in the 
select column to insert a checkmark. 

8. Within the Select column, select the checkbox to, this inserts a checkmark, to 
indicate that you want to add the feature to the set.  

9. Click the Ok button to close the Switch Features window. The Add Features 
Prompts pop-up opens. Within the pop-up, complete the following information: 

• ACD Number – type the name or the number of the ACD group. 

• CLID – type the Calling Line ID. 

• Position – type the set’s position number. 

10. Click the Continue button to finish adding the feature or click the Cancel button.  

The feature name populates in the field and on the button within the Device 
Properties pane. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
members, or click Save & Close (to save and exit) to return to the Set Management 
list.  

12. Although you have added the feature to the set and saved it within your database, 
you have not created the appearance within the switch. To do so, click the Go button 
within the Run Time ribbon group. To learn about the processes that occur when 
you click the buttons please refer to the Switch Communication section. 

Viewing Members of a Distribution Group 

1. Click Configured Items. 

2. In the Navigation pane, select Set Management > Distribution Groups. 

3. The Distribution Groups list opens, displaying all existing groups. Double-click the 
group to view. 

4. The Distribution Group window opens displaying the selected group in detail. 
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5. The Members pane displays a complete list of the numbers that belong to the 
distribution group.  The following read only information displays: 

• Position 

• Directory Number 

• Port Name 

• Button Number 

• Is Primary 

Deleting Distribution Group Members 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Configured Sets. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Configured Sets list opens, displaying all existing sets. Double-click the set to 
modify. 

 The Set Management window opens. 

5. Within the Buttons Properties windows, highlight the button that has the Automatic 
Call Distribution feature on it. 

6. Within the bottom portion of the right-hand section, click the Delete Button link. 

7. A message box displays verifying that you really want to delete the information from 
the button. Click Yes within the box to continue or No to cancel the operation. 

8. Although you have deleted the appearance off the set and saved it within your 
database, you have not deleted the appearance within the switch. To do so, click the 
Go button within the Run Time ribbon group. To learn about the processes that 
occur when you click the buttons please refer to the Switch Communication section. 

Set Templates 
Set Templates are created to simulate what a set looks like in the CAIRS database, the 
switch database and what the person using the phone sees. The templates can work in 
conjunction with the Set Type Management Utility; however, you do not need to create 
templates (to learn more about the Set Type Management Utility see System Admin -> Set 
Type Management). The purpose of the Set Template is to combine the set types with 
feature key packages and/or feature key maps.  
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The templates and the set types you create can work together to give your users an 
accurate picture of what is one the set. This allows for more accurate troubleshooting 
because your users see what your customer sees. 

Adding a Set Template 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Set Templates. 

3. There are two ways to add a Set Templates: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Set Templates. 

• Within the Actions pane, click Add New Set Templates.  

4. With either option, the Set Templates window opens. Complete the following fields to 
add the template (required fields are marked with an asterisk (*): 

• Template Name* – type the template name which should be the name a user is 
most familiar with, for example M5216, Censet, Analog, etc. 

• Set Type Name* – click the drop-down arrow to access a list, and then select the 
set type name. 

• Set Name in Switch* – type the name of the set within the switch environment. 

• Switch Name – click the drop-down arrow to access a list, and then select the 
switch name. 

• Feature Key Map – click the drop-down arrow to access a list, and then select 
the Feature Key Map associated with this set. 

• Feature Package – click the drop-down arrow to access a list, and then select 
the Feature Package associated with this set. 

• Addon Name in Switch – type the addon name as it displays in the switch, if 
applicable. 

5. Within the Actions ribbon group, click Save & New (to save and stay) to continue 
adding new templates, or click Save & Close (save and exit) to return to the Set 
Templates list. 

Deleting a Set Template 

A template that is associated with any existing set device cannot be deleted. You must first 
delete or reassign the sets in order to delete the template. If the template is associated with 
a set device, CAIRS notifies the user that it cannot be deleted.  

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Set Templates. Click the 
template name to delete. 

3. The Set Templates list opens, displaying all existing templates.  
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4. There are three ways to delete a template: 

• Highlight the template name within the list and within the Actions pane click the 
Delete Set Templates link. 

• Highlight the template name and within the toolbar directly above the Navigation 
pane, click the red X. 

• Double-click the template name. The Set Templates window opens. Within the 
Actions ribbon group, click the Delete button 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the Set Templates. Click Yes within the box to continue or No to cancel the 
operation. 

Modifying a Set Template 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Set Templates. 

3. The Set Templates list opens, displaying all existing Set Templates. Double-click the 
Set Templates needing modification. 

4. The Set Templates window opens. Modify the data in any of the fields visible on this 
screen required fields are marked with an asterisk (*): (refer to the section “Adding a 
Set Template” for more information on the use of these fields) 

• Template Name * – the data in this field can be modified, but not deleted 
entirely, as it is a required field. 

• Set Type Name * – the data in this field can be modified, but not deleted entirely, 
as it is a required field. 

• Set Name in Switch * – the data in this field can be modified, but not deleted 
entirely, as it is a required field. 

• Switch Name – click the drop-down arrow to access a list, then select the switch 
name  

• Feature Key Map – click the drop-down arrow to access a list, and then select 
the Feature Key Map associated with this set. 

• Feature Package – click the drop-down arrow to access a list, and then select 
the Feature Package associated with this set. 

• Addon Name In Switch – type the Addon name as it displays in the switch, if 
applicable. 

5. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this set, or click Save & Close (to save and exit) to return to the Set Templates 
list. 
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Feature Packages 
You can create a set of features that are standard for each type of switch that you use. 
These packages can then be associated with a set device to add the set of features with 
one-step. This is a two-step process, you first create the package, and then you assign 
features to the package.  

In order for you to add Feature Package into your database, you must first create your 
switch.  

Creating a Feature Packages  

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Feature Packages. 

3. In the Actions pane, select Add New Feature Packages. 

4. The General Feature Packages window opens.  

5. Complete the following information for the Feature Package (required fields are 
marked with an asterisk (*): 

• Feature Package * – type the feature package name, for example, Analog, 
ISDN, VTC, etc. 

• Switch Name* – click the drop-down arrow to access a list, and then select the 
switch name. 

• Category* – click the drop-down arrow to access a list, then select the feature 
package category, for example, Digital, Analog, ISDN, etc. 

6. Within the Actions ribbon group, click Save (to save and stay) to continue creating 
feature packages, or click Save & Close (to save and exit) to return to the Feature 
Package list.  

Deleting a Feature Package 

1.  Click Configured Items. 

2. In the Navigation pane, click Set Management > Feature Packages. 

3. The Feature Packages list opens, displaying all feature packages. There are three 
ways to delete a feature package: 

• Highlight the feature package within the list and within the Actions pane click the 
Delete Feature Package link. 

• Highlight the feature package and within the toolbar directly above the 
Navigation pane, click the red X. 

• Double-click the feature package name, Feature Package window opens. Within 
the Configuration ribbon group, click the Features button. 
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4. Once you click Delete, a message box displays verifying that you really want to 
delete the feature package. Click Yes within the box to continue or No to cancel the 
operation 

Adding/Deleting a Feature to a Feature Package  

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Feature Packages. 

3. The Feature Packages list opens, displaying all existing feature packages. Double-
click the package. 

4. The Feature Package window opens. Within the Configuration ribbon group, click 
the Features button. 

5. A list of all available features for the selected switch display with the following 
information: 

• Select – a checkmark indicates the feature is assigned to the feature package. 

• Feature Name – displays the common feature name. 

• Manufacturer Feature Name – displays the code used within the switch 
environment.  

• Add Feature Code – displays the information sent to the switch when this 
feature is added to a set. 

• Delete Feature Code – displays the information sent to the switch when the 
feature is deleted from a set. 

• Hybrid Digital – (EWSD only)  

• Add Sort Order –this field allows you to place an add position onto the feature, 
for example if this feature is dependent on another feature to be added first, the 
sort order would have to be higher. Click the field to type the appropriate sort 
order.  

• Delete Sort Order –this field allows you to place a delete position onto the 
feature, for example if this feature is dependent on another feature to be deleted 
first, the sort order would have to be higher. Click the field to type the appropriate 
sort order 

6. Click the box within the Select column to insert a checkmark and add the feature to 
the package.  

7. Click the column to remove the checkmark to delete the feature from the package.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue 
adding/deleting features, or click Save & Close (to save and exit) to return to the 
Feature Packages list.  
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Feature Key Templates 
A Feature Key Template works differently than a feature package, in that you assign 
features to a particular button within the template. When you create the set device and 
assign the template, the feature auto-assign to the appropriate buttons.  

In order for you to add Feature Key Templates into your database, you must first create 
your switch. Each switch can have multiple feature key templates.  

Creating a Feature Key Template 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Feature Key Templates. 

3. A list of the switches displays, each of the switches allow you to create a Feature 
Key Template, double-click the switch name.  

4. The Feature Key Template window opens. Click the field with an asterisk to start 
adding a Feature Key Map, and type the Feature Key Map name. Once you start 
typing, a new line displays at the top to allow you to continue adding templates. This 
name displays in the drop-down list associated with the Feature Key Map field. 

5. Click the plus sign (+) next to the name to configure the following fields (required 
fields are marked with an asterisk (*): 

• Button Number* – type the number of the button position for the feature. 

• Button Type* – click the drop-down arrow to access a list, then select one of the 
following button types: 

• Standard 

• Softkey 

• Previous Standard Button Group 

• Next Standard Button Group 

• Previous Softkey Button Group 

• Next Softkey Button Group 

• Button Label 

• Activator – click the field to insert a checkmark indicating the feature includes an 
activator, for example, a pulse dial tone when you have voice mail. 

• Indicator – click the field to insert a checkmark indicating the feature includes an 
indicator light on the set device; for example, when voice mail is present a light 
on the phone blinks. 

• Group Number – type the feature group number. 

• Ignore on Install* – click the field to insert a checkmark indicating that you want 
CAIRS to ignore sending the feature to the switch upon installation. 
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• Addon Number – type the number of the add-on that relates to the button 
position 

• Manufacturer Feature Name* – click the drop-down arrow to access a list, and 
then select the feature to place on the button. 

6. Within the Actions ribbon group, click Save (to save and stay) to continue creating 
templates, or click Save & Close (to save and exit) to return to the Feature 
Packages list.  

Modifying a Feature Key Template 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Feature Key Templates. 

3. Within the Feature Key Templates list, double-click the switch you want to modify. 

4. The Feature Key Template window opens. Click the plus sign (+) next to the Feature 
Key Map name to view the button feature assignments. Within the list, make any 
necessary modifications. 

5. Within the Actions ribbon group, click Save (to save and stay) to continue modifying 
the template, or click Save & Close (to save and exit) to return to the Feature Key 
Templates list.  

Deleting a Feature Key Template 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Feature Key Templates. 

3. Within the Feature Key Templates list, double-click the switch you want to modify. 

4. The Feature Key Template window opens. Within the list of Feature Key Maps, right-
click the selector box next to the name, a small pop-up menu opens, within the box 
click Delete.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the template. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, CAIRS draws a line through the feature allowing you to delete 
multiple items at once. 

6. If you do not want to delete a template, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

7. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue deleting 
templates, or click Save & Close (to save and exit) to the Feature Key Templates 
list.  
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Delete a Feature from a Feature Key Template 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Feature Key Templates. 

3. Within the Feature Key Templates list, double-click the switch you want to modify. 

4. The Feature Key Template window opens. Click the plus sign (+) next to the Feature 
Key Map name to view the button feature assignments. 

5. Within the list of button feature assignments, right-click the selector box next to the 
button number. A small pop-up menu opens, within the box click Delete.  

6. Once you click Delete, a message box displays verifying that you really want to 
delete the feature. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, CAIRS draws a line through the feature allowing you to delete 
multiple items at once. 

7. If you do not want to delete a feature, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

8. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue deleting 
features, or click Save & Close (to save and exit) to return to the Feature Key 
Templates list. 

Authorization Codes 
Within Authorization Codes, you can track the codes used by your subscribers or 
organizations to an account number. Thereby allowing you to bill for call charges incurred 
while using the code. Due to security concerns, this section of the software may be visible 
to only those involved with the distribution and billing of call charges.  

Please be aware that when you are adding an authorization code to a subscriber or 
unofficial account, the only place to view the association is within Authorization Codes. 
However, if you associate an authorization code to an official account, you can view the 
associated code by accessing the Auth Code button within the Show ribbon group.  

Adding/Modifying/Deleting 

Adding an Authorization Code 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Authorization Codes. 

3. Within the Actions pane, click the Add New Authorization Codes link. 

4. The General – Authorization Code window opens. Complete the following fields 
(required fields are marked with an asterisk (*)): 
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• Authorization Code* – if you have auto-numbering activated this field populate 
with Auto (to learn more see System Admin -> System Settings -> Auto Number 
Setup). Alternatively, you can click the field to type the code.  

• Switch Name – click the drop-down arrow to access a list, then select the switch 
name 

• Account Number * – click the drop-down arrow to access a list of account 
number, from the select the select the appropriate number.  

When you open the account number drop-down, there are four columns of 
information. The first displays whether the account number is official or unofficial. 
The three remaining columns determine the charge types for the account, 
whether one-time, recurring, and/or call charges.  

• Organization Name – click the drop-down arrow to access a list from the list 
select the name of the organization. The organization drop-down list displays the 
bottom-most organization first. After the ~~the complete path to the selected 
organization displays. In the example below, we selected Documentation, which 
is a child to Development and Unique. Each level of the organizational tree is 
separated by a >. 

 

Once you select an organization, the complete path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list, and then select 
the subscriber. 

• Class of Service Name – click the drop-down arrow to access a list, and then 
select the COS. 

• Class of Restriction Name – click the drop-down arrow to access a list, and 
then select the COR. 

• Class of Service – click the drop-down arrow to access a list, then select the 
COS Number 

• Class of Restriction – click the drop-down arrow to access a list, then select the 
COR Number 

• Months Before Reuse – type a number between 1 and 12 to indicate the 
number of months that have to pass before the authorization code is usable. 
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• Expiration Date – click the field to access a drop-down calendar and from the 
calendar select the date the authorization code expires. To change the date, click 
the field to access a drop-down calendar. To change the month and year click 
the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box.  

• Miscellaneous 1 – 5 – type any additional authorization code information. 

• Sent to Switch – this field defaults to include a checkmark that indicates once 
you save the record to the CAIRS database, the appropriate scripts run to add 
the authorization, and related information to the switch database.  

• Withdraw From Switch – this fields defaults to include a checkmark to indicate 
that once you delete the record from the CAIRS database, the appropriate scripts 
run to delete the code from the switch database.  

5. Within the Actions ribbon group, click Save & New to continue adding authorization 
codes, or Save & Close (to save and exit) to return to the Authorization code list.  

Modifying an Authorization Code 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Authorization Codes. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

4. If the list of Authorization Codes does not populate, either: 

• Within the search box, type the Authorization Code or portion of the code and 
then click the magnifying glass. 

• Click the Show All button. 

5. Click the Authorization Code to modify. The Authorization Code window opens.  

6. Within the list, find the field to modify. If the field contains a drop-down arrow, select 
the new information from the list. If you click the field and a cursor becomes 
available, type the new information.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue modifying 
or, Save & Close to return to the Authorization Code list.  

Deleting and Authorization Code 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management > Authorization Codes. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Authorization Code or portion of the code and 
then click the magnifying glass. 

• Click the Show All button. 



Configured Items 

144 CAIRS User Guide 

4. The Authorization Code list opens, displaying all codes. There are three ways to 
delete an authorization code: 

• Highlight the code in the list and within the Actions pane click the Delete 
Authorization Codes link. 

• Highlight the code and within the toolbar directly above the Navigation pane, 
click the red X. 

• Double-click the code and the Authorization Code window opens. Within the 
Actions ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the code. Click Yes within the box to continue or No to cancel the operation. 

! Viewing Deleted Authorization Codes After you delete an authorization code, you can 

access a list of all delete codes by clicking the option button next the Delete Authorization 
Codes within the Views pane. A list appears within the pane displaying basic authorization 
code information as well as the username of the person who deleted the code and the date 
they deleted the code.  

Switch Communications 

Sending the Authorization Code to the Switch 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management and then Authorization Codes. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Authorization Code or portion of the code and 
then click the magnifying glass. 

• Click the Show All button. 

4. Click the Authorization Code to modify. The Authorization Code window opens.  

5. Within the Run Time ribbon group, click the Go button.  

The Scripts window opens, displaying the list of switch scripts that commit the 
information to the switch.  

6. Click the plus sign (+) next to the script name to view a list of parameters and values 
that are required for the script to run successfully, complete all parameters (fields 
marked with an asterisk (*) are required). 

7. Once all the required fields are completed, you have three choices: 

• Continue – click the Continue button to send the script to the switch.  

• Skip – click the Skip button to make the changes within the CAIRS database but 
not in the switch. When you click Skip, a message box displays verifying that you 
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really want to skip running the scripts, within the box click Yes to continue or No 
to return to the Scripts window.  

• Cancel – click the Cancel button to abort the operation. 

8. After you click your selection, the window closes. To view whether a script was 
completed, click the WOPR Script History button. Pay close attention to the Status 
column to verify that your script ran successfully.  

If the script failed, a message displays in the Error Message column.  

Scheduling Switch Communications 

You can schedule your scripts to run at any time. To do so, complete the following steps: 

1. Click Configured Items. 

2. In the Navigation pane, click Set Management and then Authorization Codes. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Authorization Code or portion of the code and 
then click the magnifying glass. 

• Click the Show All button. 

4. Click the Authorization Code to modify. The Authorization Code window opens.  

5. Within the Run Time ribbon group, click the Go button.  

The Scripts window opens, displaying the list of switch scripts that commit the 
information to the switch.  

6. Click the plus sign (+) next to the script name to view a list of parameters and values 
that are required for the script to run successfully, complete all parameters (required 
fields are marked with an asterisk (*). 

7. Click the schedule field within the top line, click the drop-down arrow to access a 
calendar and from the calendar click the date to select, once clicked the date 
displays in the field (to change the month and year click the right or left arrow, and 
once at the appropriate month and year, click the number to select the date.) The 
time (12:00 am) also populates in the box. To change the time, click the hour, minute 
or am/pm to type the new time.  

The date and time display in the Schedule field. 

8. Click the Continue button. The scripts run at the designated date and time. 

9. To view whether a script was completed, click the WOPR Script History button. Pay 
close attention to the Status column to verify that your script ran successfully.  

If the script failed, a message displays in the Error Message column.  
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Configured Items – Cell Phone 

Within Cell Phone, you have the ability to track all non-switch related telephone numbers. 
This allows you to track information relating to the phone for billing purposes. Often times 
these phones are government issued; therefore, the related information will not appear 
within Directory.  

In order for you to assign a cell phone or non-switch related telephone numbers into the 
database your administrator needs to create a commercial number plan. Refer to System 
Admin → Number Plan for more information. 

Managing Cell Phone Types 
Before you add cell phones into your database, you need to build the types of cell phones 
that your site issues.  

Cell Phone Type 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Cell Phone. 

There are two ways to manage your cell phone types:  

• Within the toolbar, click the Manage Cell Phone Types button.  

• Within the Action pane, click the Manage Cell Phone Types link.  

Adding a Cell Phone Type 

3. With either option, the Manage Cell Phone Types window opens. In the Cell Phone 
Type list pane, click the top row, marked with an asterisk (*) to add a new record.  

4. Type the name of the new cell phone type. 

5. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 

Modifying a Cell Phone Type 

6. Click on any existing cell phone type and enter the new information. 

Delete a Cell Phone Type 

7. There are two ways to select the cell phone type to delete: 
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• Right-click the record selector box (located just left of the cell phone type name) 
then click Delete. 

• Highlight the name in the list and within the Actions ribbon group, click the 
Delete button. 

8. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the cell phone type allowing you to 
delete multiple types at 
       once.  

9. If you do not want to delete the cell phone type, right-click the record and click 
Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
cell phone types, or click Save & Close (to save and exit) to return to the Cell 
Phone list. 

Cell Phone Configuration 

Adding a Cell Phone 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Cell Phone. 

3. There are two ways to add a Cell Phone: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Cell Phone. 

• Within the Actions pane, click Add Cell Phone.  

With either option, the General – Cell Phone window opens.  

4. There are four panes of information relating to the cell phone: 

• Cell Phone Information – displays basic cell phone information  

• Accounts for Equipment and Services – displays the account numbers 
responsible for charges incurred from the equipment and services associated to 
the set.  

• Accounts for Calls - display the account number responsible for the call 
charges associated with cell phone. At the top of the pane is a dropdown box 
that allows you to select the telephone number, this changes the information to 
display the account number responsible for the associated with that telephone 
number.   
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• Equipment and Services – displays the equipment and services associated to 
the cell phone. At the top of the pane is a dropdown box that allows you to 
select what view you want, whether active, billed, installed, etc. There are two 
checkboxes allowing you select whether you want to view equipment, services, 
or both.  

5. Within the Cell Phone Information pane, complete the following information (required 
fields are marked with an asterisk (*)): 

• Telephone Number * - type the telephone number. 

• Site * - click the drop-down arrow to access a list and from the list select the set 
installation site. The site drop-down list displays the bottom-most site first. After 
the ~~ is the complete path to the site. In the example below, we selected the 
Henderson site, which is a child to Las Vegas. Each site level is separated by a 
>. 

 

• Cell Phone Type * - click the drop-down arrow to access a list, from the list 
select the cell phone type. 

• Sim Number – type the sim number related to the cell phone. 

• PIN Number – type the PIN number related to the cell phone. 

• Vendor Name – click the drop-down arrow to access a list, from the list select 
the cell phone vendor. 

• Service Provider Name – click the drop-down arrow to access a list, from the list 
select the cell phone service provider. 

• Publishing Option * - click the drop-down arrow to access a list, from the list 
select one of the following publishing options: 

• Published – if selected, this listing appears in any printed or online directory. 

• Non-published – if selected, this listing will not appear in any printed or 
online directory. 

• Classified – if selected, this listing appears in the classified directory only. 

• Temporary – if selected, this appears as a temporary listing.  

• Alternate – if selected, the Alternate Number appearing in the Alt Number 
field is shown in place of the original number in both the printed and online 
directories. 
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• Organization – click the drop-down arrow to access a list from the list select the 
name of the organization. The organization drop-down list displays the bottom-
most organization first. After the ~~ the complete path to the selected 
organization appears. In the example below, we selected Documentation, which 
is a child to Development and Unique. Each level of the organizational tree is 
separated by a >. 

 

Once you select an organization, the complete path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list, from the list 
select the subscriber name responsible for the cell phone. 

• Job Title – type the job title of the cell phone user 

• Order Number – type the order number (this is a text field that can be used to 
enter in any information regarding the cell phone) 

• Purchase Order Number – type the purchase order number for the cell phone 

• Cell Misc 1 – 15 – type any miscellaneous information for the cell phone 

• Cell Date 1-5 – an administrator can customize the field names to allow you to 
enter in date specific information.  

6. Once you have completed the required fields, within the Actions ribbon group, click 
Save (to save and stay) to continue adding cell phones, or click Save & Close (to 
save and exit) to return to the Cell Phone list. 

Deleting a Cell Phone 

It is important to note that when you delete a cell phone that has existing charges whether 
call, equipment or services need a billing end date. If you do not indicate a billing end date, 
cairs.net auto-populates the billing end date with the current date.   

1. Click the Configured Items menu. 

2. In the Navigation pane, click Cell Phone. 

3. Before the Cell Phone list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

The Cell Phone lists opens, displaying all existing phones.  

4. There are three ways to delete a cell phone: 

• Highlight the phone in the list and within the Actions pane click the Delete Cell 
Phone link. 

• Highlight the code and within the toolbar directly above the Navigation pane, 
click the red X. 

• Double-click the code and the Cell Phone window opens. Within the Actions 
ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

Modifying a Cell Phone 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Cell Phone. 

3. Before the Cell Phone list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

        The Cell Phone lists opens, displaying all existing phones.  

4. Double-click the phone to modify. The General – Cell Phone window opens. Make 
any necessary changes to any field.  

5. Within the Actions ribbon group, click Save (to save and stay) to continue modifying 
cell phone types, or click Save & Close (to save and exit) to return to the Cell 
Phone list. 

Calls 

If the cell phone you are currently viewing is responsible for call charges, you can view a 
summary of the charges incurred by the phone. To view the calls associated to the phone, 
click the Calls button within the Show ribbon group. The window displays the following 
information for each call type: 

• Call Type – call type name. 

• Total Calls – the total number of calls made. 

• Total Cost – the total cost of calls. 

• Total Duration – the total duration of call in minutes. 

• Total Minutes – the total duration of calls in hours, minutes, and seconds. 
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At the bottom of the list is a total for all call charges. To view the details for each call type, 
click the plus sign (+) next to the call type name. To return to the default view, click the 
minus sign (-) next to the call type name.  

All calls that are associated with a cell phone have to be inputted through the Vendor Media 
Input system.  

Account Management 

The Account Management tab displays the different account numbers that are associated 
to the set.  Each account number can be responsible for different charges.   

At the top of the pane is a dropdown box, this box allows you to select the different buttons 
appearances on the set.  The pane will change to display the appropriate account 
information.   

There are 3 different types of charges you can associated to the set; one-time, recurring 
and call charges.  For each charge type, you can associate a different account.  This allows 
you to have up to 3 different accounts associated to the set. 

Adding an Account Number 

1. Click the Configured Items menu. 

2. In the Navigation pane, select Cell Phone. 

3. Before the Cell Phone list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

The Cell Phone lists opens, displaying all existing phones.  

4. Double-click the phone to modify. The General – Cell Phone window opens. 

5. The Account Management pane displays a list of the accounts and charges types 
associated to the cell phone.   At the top of the pane is a Number dropdown list, click 
on the arrow to access a list of the telephone numbers of the set.  From the list, 
select the number that you want to associate an account to, the list will default to the 
primary telephone number.   

! Default from Primary Number – If you place a checkmark in the box, all charges 

relating to any telephone number of the set will automatically be associated to the account 
related to the primary telephone number.   

Include Inactive Accounts – this defaults to remain unchecked meaning that you are only 
going to see accounts that are active or that have a Billing End Date that has not occurred 
yet.  If you check the box, all the accounts will appear within the list whether they have 
active charges or billed charges.   
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6. Click on the row marked with an asterisk to enter in a new account number for the 
cell phone,  complete the following fields, required fields are marked with an asterisk 
(*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of 
the following choices: 

• All Charges – bills the account number for recurring, one-time and call 
charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Default for Call Charges – if you assign any telephone numbers to a button, 
this is the default account number that incurs the call charges.  

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected in the Cell Phone Information pane.  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations. If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.  

From the list, select the account number and organization responsible for the 
charges.  

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  
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7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the cell phone, or click Save & Close (to save and exit) to return to the Cell 
Phone list. 

Deleting an Account Number from a Cell Phone 

1. Click the Configured Items menu. 

2. In the Navigation pane, select Cell Phone. 

3. Before the Cell Phone list populates, you must either: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

The Cell Phone lists opens, displaying all existing phones.  

4. Double-click the phone to modify. The General – Cell Phone window opens. 

5. The Account Management pane displays a list of the accounts and charges types 
associated to the cell phone.   At the top of the pane is a Number dropdown list, click 
on the arrow to access a list of the telephone numbers of the set.  From the list, 
select the number that you want to associate an account to, the list will default to the 
primary telephone number.   

6. Within the pane, find the account to delete and right click on the selector box next to 
the charge type, a small popup menu opens, within the box click Delete. 

7. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
items at once.  

9. If you do not want to delete an item, right-click the record to access a popup menu, 
from the popup, click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
keep the account. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the cell phone, or click Save & Close (to save and exit). 

Equipment & Services 

Please see Common Elements → Equipment & Services to learn more.   

File Attachments 

Please see Common Elements → File Attachments to learn more. 
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Configured Items - Assigned 
Inventory 

 

Within Assigned Inventory, you can view and export the equipment that is associated to a 
set device, circuit, cell phone, work order, organization, account, and/or subscriber. All 
information contained within this list is read only.  

There are a few different views that you can choose from to group the list by a common 
element. For example, when you select site, all the assigned equipment of Henderson is 
grouped under one heading. The following views are available: 

• Simple List 

• Bill From Date 

• Bill To Date 

• Item Number or Name 

• Account Number 

• Equipment Name 

• Item Type 

• Site 

• Custom View 

By clicking on the option button next to a view, you can group the list based on the selected 
information.  

Once you generate your report, you can export the information into a PDF, Excel, text file, 
or send the information to be printed. 

Find Equipment or Services with no related account 

Within the Action pane, click on the Find equipment or service with no related account link. 
Cairs.net run through your entire database to find any configured item that had a one-time, 
recurring or call charge associated that does not have an associated account number. 
Once it finds them, an additional window opens with the Item Number or Name, Item Type, 
and the message of what charge type, charge amount, install date and a brief message.  
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Configured Items – Accounting 
Entries 

Within Account Entries, you can view the configured items associated to the account and 
the related charge types. When you access a record, you can modify the account for 
equipment and services as well as the equipment and services associated to the item.  

You can search for a particular item to view or you can view all items by clicking the Show 
All link. The following information displays for the item number or name: 

• Item Number or Name – displays the telephone number, circuit name, etc.  

• Item Type – displays the item type for example, Organization, Cell Phone 
Number, Telephone, Circuit Segment, etc.  

• Item Delete Date – displays the date the item was deleted from the account. The 
item still appears in the list; however, no charges are incurred.  

• Account Number – displays the account number 

• Site – displays the site name 

• Organization Name and Path – displays the organization name and the entire 
organization path 

• Billing Start and End Date – displays the date the account started to incur 
charges and the date the charges ended 

• Charge Type – displays the charge type the account is responsible for, there are 
four types: Call Charges, One Time, Recurring, and Both One Time and 
Recurring Charges.  

• Customer Code – displays the customer code associated to the account.  A 
customer code allows accounts to be assigned to number or configured items 
and changed as s group.  When a change is made to the customer code all 
associated account are also changed.   

By double clicking on any record you open the Assigned Accounts and Equipment window, 
this window allows you to view and modify accounts, equipment and services related to the 
item number or name. Within the Related Item Action ribbon group, you can click the Open 
Item button to open the appropriate window whether a set device, circuit, subscriber, etc.  

Viewing Related Components 

1. Click the Configured Items menu. 
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2. In the Navigation pane, select Accounting Entries 

3. Before the Assigned Accounts list populates, you must either: 

• Within the search box, type any portion of the record, whether account number, 
telephone number, etc and then click the magnifying glass. 

• Click the Show All button. 

4. The Assigned Accounts list opens, displaying the account matching your search 
criteria.  

5. The list displays the following information: 

• Item Number or Name 

• Item Type 

• Item Delete Date 

• Account Number 

• Site 

• Organization Name and Path 

• Billing Start and End Date 

• Charge Type 

• Customer Code 

6. An item may appear in the list more than once depending on the different charge 
types. For example, if the account is responsible for one-time and call charges, the 
item appears twice within the list.  

7. To view more detail, double click on the record to open the Assigned Accounts and 
Equipment window. This window allows you to associate additional equipment and 
services to the component.  

Modifying/Adding/Deleting the Accounts for Equipment and Services 

1. Click the Configured Items menu. 

2. In the Navigation pane, select Accounting Entries 

3. Before the Assigned Accounts list populates, you must either: 

• Within the search box, type any portion of the record, whether account number, 
telephone number, etc and then click the magnifying glass. 

• Click the Show All button. 

4. The Assigned Accounts list opens, displaying the account matching your search 
criteria. Double click the record to open the Assigned Accounts and Equipment 
window.  

5. There are three panes of information; the top pane displays the configured item 
details.  The middle pane is the Accounts for Calls pane, this displays the accounts 
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associated with the item.  The bottom pane displays the equipment and services 
associated to the item number or name.  

6. Within the Accounts for Calls pane, you can add a new account to the item number 
or name by clicking the row marked with the asterisk and complete the following 
fields, required fields are marked with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of 
the following choices: 

• All Charges – bills the account number for recurring, one-time and call 
charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Default for Call Charges – if you assign any telephone numbers to a 
button, this is the default account number that incurs the call charges.  

! If you choose to assign an account number as a default for call charges, you can still 

assign separate account numbers for certain buttons. The selections within the Accounts 
for Calls tab overrides the selection made within this pane.   

• Site* – once you click any of the drop-down lists, the site name auto-
populates with the site selected in the Cell Phone Information pane.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations. If an account number is 
associated to multiple organizations, the account number appears in the list 
multiple times, for example if account number 2424 is associated to three 
different organizations, there are three appearances of the account number 
within the drop-down. Each account number references the different 
organization name.  

From the list, select the account number and organization responsible for the 
charges.  

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Billing Start Date* – click the drop-down arrow to access a calendar, from 
the calendar select the date to start the billing. To change the month and year 
click the right or left arrow and once at the appropriate month and year, click 
the number to select the date. The date populates in the box. 
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• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

7. You can perform one more function; you can delete the account number by right 
clicking the record selector button next to the Charge Type to access a popup menu. 
From the menu select delete. When asked if you really want to delete the row click 
yes to continue or no to cancel the operation.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the assigned account, or click Save & Close (to save and exit) to return to the 
Assigned Account list.  

Modifying/Adding the Equipment and Services 

1. Click the Configured Items menu. 

2. In the Navigation pane, select Accounting Entries 

3. Before the Assigned Accounts list populates, you must either: 

• Within the search box, type any portion of the record, whether account number, 
telephone number, etc and then click the magnifying glass. 

• Click the Show All button. 

4. The Assigned Accounts list opens, displaying the account matching your search 
criteria. Double click the record to open the Assigned Accounts and Equipment 
window.  

5. Within the Equipment and Services pane make any necessary changes to the 
existing information.  

6. Alternately, you can add a new equipment or services to the item number or name 
by clicking the row marked with the asterisk and complete the following fields, 
required fields are marked with an asterisk (*): 

• Equipment or Service Type* – click the drop-down arrow to access a list, from 
the list select the equipment type. The following three columns of information 
display for each equipment type:   

o Equipment or Service Types – displays the name of the equipment or 
service 

o Is Service Type – a checkmark indicates that the type is a service 

o Allow Cost Adjustment – a checkmark indicates that the you can adjust 
the cost of the equipment or service 

 Within the list, select the equipment or service type. 

• Equipment Name* – click the drop-down arrow to access a list, from the list 
select the equipment name. 
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• Part Name* – click the drop-down arrow to access a list and select the 
equipment part name.  

• Site – once you click any of the drop-down lists, the site name auto-populates 
with the site selected in the Cell Phone Information pane 

• Serial Number* – this field may auto-populate after you select a part name, it 
may either contain None or Generate Automatically, if these are contained 
within the field do not change the selection. However, if the field is blank click 
the drop-down arrow to access a list, and select the appropriate serial number 

• Quantity – this field auto-populates with a pre-determined quantity amount. To 
change, click the field and type the new information.  

• One Time Cost – this field auto-populates with the equipment’s one-time 
charge. 

• Recurring Cost – this field auto-populates with the equipment’s recurring 
charge. 

• Total One Time Cost – displays the total one-time cost for the equipment item.  

• Total Recurring Cost – displays the total recurring cost for the equipment 
item. 

! At the bottom of the list of equipment, there is a totals line. This line displays the total for 

one-time and recurring charges for all the equipment items within the list.  

• Install Date* – this field auto-populates with today’s date. To change the date 
click the field to access a drop-down arrow, once clicked a calendar appears, 
from the calendar select the date to install the new equipment, this is the date the 
charges start to appear for billing purposes. To change the month and year click 
the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Delete Date – click the field to access a drop-down arrow, once clicked a 
calendar appears, from the calendar select the date to delete the piece of 
equipment. To change the date, click the field to access a drop-down calendar. 
To change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Location – type the equipment location.  

• Last Recurring Bill Date – this field indicates the last date the piece of 
equipment generated a bill.  

1. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
equipment to the item name or number, or click Save & Close (to save and exit) to 
return to the Assigned Account list.  
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Deleting Equipment or Services 

1. Click the Configured Items menu. 

2. In the Navigation pane, select Accounting Entries 

3. Before the Assigned Accounts list populates, you must either: 

• Within the search box, type any portion of the record, whether account number, 
telephone number, etc and then click the magnifying glass. 

• Click the Show All button. 

4. The Assigned Accounts list opens, displaying the account matching your search 
criteria. Double click the record to open the Assigned Accounts and Equipment 
window.  

5. Within the Equipment and Services pane, find the equipment or service to delete 
and click the selector box next to the equipment or service type, a small pop-up 
menu opens, within the box click Delete.  

6. Once you click Delete, a message box displays, within the box there are two 
choices: 

• Set Delete Date as today – use this to attach today as the delete date. When 
CES runs, it deletes the item from the item number or name and the billing will 
end as of today’s date. 

• Remove the row permanently – use this to delete the item permanently from 
the set, this deletes the item from the item number or name without a delete 
date attached. This selection prevents prorated billing for the last month of use. 
Once you click ok, the item is removed from the Equipment and Services pane.  

• Cancel – this selection cancels the entire delete operation and returns you to 
item number or name.  

7. Click the appropriate option button, and then click Ok to continue, or Cancel to stop 
the operation. If you have selected Set Delete Date as today, today’s date populates 
within the Delete Date field.  

8. To complete the deletion, within the Actions ribbon group, click Save (to save and 
stay) to continue working with the assigned account, or click Save & Close (to save 
and exit) to return to the Assigned Account list.  

Viewing Equipment or Services 

There are several options available when viewing the equipment and services related to a 
record.  At the top of the Equipment and Services pane is a dropdown box click on the 
arrow to select the statue that you want to view, you can choose from one of the following 
statuses: 

• Active Charges – displays a list of the active equipment and services in your billing 
cycle.  This will be mostly recurring charges. After charges are billed, they will be 
moved to the inactive charges list.  
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• Inactive Charges – displays a list of the equipment and services that have been 
billed for, this will be mostly one-time charges.   

• Installed – displays a list of the equipment and services that has not been deleted. If 
you do not do any sort of billing this list will be the same as the active charges list.   

• Deleted – displays a list of equipment and services that have been deleted, with a 
delete date on the record.  Any equipment or service that was deleted permanently 
(with no delete date) will not appear in any list as it no longer appears in the system.   

• All – displays a list of the equipment and services related to the record regardless of 
status.   

Next to the status dropdown box are two checkboxes, one for equipment the other for 
services.  They are both checked to indicate that you want to see both equipment and 
services within the list.  To only view equipment or services click on the box to remove the 
appropriate checkmark, the list changes to display your selection.   
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Configured Items-Circuits 

The Circuits Section offers the capability to track Circuits (cairs.net defines a circuit as any 
communication service that does not produce a dial tone) and their related segments. 
Circuits include items such as: (1) computer circuits, (2) data circuits, (3) fire alarms, (4) 
burglar alarms, (5) signaling circuits, (6) radio loops, and other forms of signal transmission.  

A circuit may have more than one related circuit part and circuit parts have many different 
names including: (1) segments, (2) legs, and (3) drops. Cairs.net refers to all these parts as 
circuit "segments” to simplify the terminology. Cairs.net also uses the terms connections 
and paths for Circuits or segments to indicate the transmission of a signal. A signal 
provides information regarding what action occurred, where the action occurred, or what 
set off a specific alarm as programmed at your location. 

In the Circuits Section, you have the capability to add main Circuits with their associated 
segments as well as track the necessary information for all your Circuits. Examples of 
necessary information include: (1) site, (2) building, (3) connections, (4) paths, (5) alternate 
names, and (6) equipment information.  All this information is required to determine the 
identity and location of any alarm or signal.  

 

! Cairs.net will always treat the circuit in the following manner: 

One Path Circuit -Transmit: a circuit using one wire path to send information from one 
end to another is referred to as the "Transmit Path.” 

Two Path Circuit - Receive: a circuit using two wires paths is a "Transmit and Receive" 
circuit. The first path of wires transmits and the second path receives. Cairs.net always 
considers the first path the "Transmit" path.  

Three Path Circuit - Control: a three-path circuit is a combination of transmit and receive 
paths, plus a third path of wires used for a "Control" path. For this type of circuit, the first 
path transmits, the second path receives, and the third is the control path. 

Four Path Circuit: a four-path circuit is a combination of transmit and receive paths, plus a 
third and fourth path used as the first and second "Control" paths. 
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Circuit Types 
Before you add circuits into your database, you need to build the types of circuits that your 
site installs.  

Managing Circuit Types 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. You have two alternatives for Managing Circuit Types:  

• On the toolbar directly above the Navigation pane, click the Manage Circuit 
Types button.  

• Within the Action pane, click the Manage Circuit Types link.   

4. With either option, the Manage Circuit Types window opens.  

Adding 

5. In the Circuit Type* list pane, click the top row, marked with an asterisk (*) to add a 
new record.  

6. Type the new circuit type name. 

7. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 

8. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Modifying 

9. Click the field to modify and type the new information. 

10. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Deleting 

11. There are two ways to select the circuit type to delete: 

• Right-click the record selector box (located just left of the name) and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

12. Once you click Delete, a message box opens verifying that you really want to delete 
the type. Click Yes within the box to continue or No to cancel the operation. 

13. Once selected, cairs.net draws a line through the circuit type allowing you to delete 
multiple types at the same time.  

14. If you do not want to delete the circuit type, right-click the record and click Undelete. 

15. Once you select Undelete, a message box opens verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 
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16. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Managing Circuit Name Templates 
You can develop plans, similar to Number Plans, to determine how you name your circuits. 
You will first create a template and when your users select the template, cairs.net will 
automatically populate the circuit name.   

Adding a Circuit Name Template 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. You have two alternatives for Managing Circuit Name Templates:  

• On the toolbar directly above the Navigation pane, click the Manage Circuit 
Name Templates button.  

• Within the Action pane, click the Manage Circuit Name Templates link.   

4. With either option, the Manage Circuit Name Templates window opens. In list pane, 
click the top row, marked with an asterisk (*) to add a new record, complete the 
following fields (required fields are marked within an asterisk(*)): 

• Circuit Name * - type the name of the circuit name template 

• Circuit Name Prefix * - type the prefix for the circuit name, when the user 
selects this template, the information within this field will always appear at the 
beginning of the circuit name 

• Circuit Name Starting Number * - type the starting number for the circuits 

• Circuit Name Ending Number * - type the ending number for the circuits 

• Circuit Name Suffix – type the suffix for the circuit name, when the user selects 
this template, the information within this field will always appear at the end of the 
circuit name 

• Circuit Name Last Number Used – this field displays the last number within the 
template that was used to name a circuit. 

5. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 

6. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Deleting a Circuit Name Template 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. You have two alternatives for Managing Circuit Name Templates :  
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• On the toolbar directly above the Navigation pane, click the Manage Circuit 
Name Templates button.  

• Within the Action pane, click the Manage Circuit Name Templates link.   

4. With either option, the Manage Circuit Name Templates window opens.   

5. There are two ways to select the circuit name template to delete: 

• Right-click the record selector box (located just left of the name) and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

6. Once you click Delete, a message box opens verifying that you really want to delete 
the template. Click Yes within the box to continue or No to cancel the operation. 

7. Once selected, cairs.net draws a line through the circuit name template allowing you 
to delete multiple templates at the same time.  

8. If you do not want to delete the circuit name template, right-click the record and click 
Undelete. 

9. Once you select Undelete, a message box opens verifying that you really want to 
keep the template. Click Yes within the box to continue or No to cancel the 
operation. 

10. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Understanding the Circuit Window 
Each ribbon group allows you to perform a set of functions for the circuit, for example, 
attach files, associate segments, add alternate names, etc. 

Ribbon Groups 

Actions       

Within the Actions ribbon group, you can perform the following: 

• Save & Close – click this button to save the completed information and to return to 
the Circuit list. 

• Delete – click this button to delete the circuit  

• Save – click this button to save the completed information and continue working 
within the circuit. 

• Save & New – click this button to save the completed circuit information and to start 
adding a circuit. 

• Refresh – click this button to refresh the screen and apply recently changed items. 
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Show 

View and modify the associated circuit information within the Show ribbon group, for 
example, manipulate alternate names, view related orders and troubles, etc.  

Segments 

Add, modify and delete segments related to the main circuit. 

Attach 

Within the Attach ribbon group, you can attach a file to the circuit. Your cairs.net 
administrator pre-defines the attachable file types.  

Circuit Panes 

Segments 

Within this pane you can view the segments related to the circuit.  When you double click 
any row the Segment window opens allowing you modify any of the segments information.   

Account for Equipment and Services 

This pane allows you to associate account numbers responsible for charges incurred from 
the equipment and services related to the circuit.   

Equipment and Services 

This pane displays the equipment and services associated to the circuit. At the top of the 
pane is a dropdown box that allows you to select what view you want, whether active, 
billed, installed, etc.  There are two checkboxes allowing you select whether you want to 
view equipment, services, or both.   

Configuring a Main Circuit 
When you configure a circuit, you will first add the main circuit into the cairs.net database. 
Onto that main circuit, you can then add equipment, services, account numbers, and circuit 
segments.  

Adding a Main Circuit 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. There are two ways to add a circuit: 

• On the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Circuit. 

• Within the Actions pane, click the Add New Circuit link.  

4. With either option, the General Circuit window opens. Complete the following 
information for the circuit (required fields are marked with an asterisk (*)): 
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• Circuit Name* – type the alphanumeric circuit name, typically the most familiar 
name for the circuit user.  

! Use Name Template - If you want to use the circuit name template, click on the Use 

Name Template button within the Show ribbon group. The Select a circuit name plan to 
determine the circuit name popup opens, within the list double click on the appropriate 
template. The popup closes and the Circuit Name auto-populates within the Circuit Name 
field.   

• Circuit Type* – click the drop-down arrow to access a list and from the list, the 
circuit type.  

• Site* – click the drop-down arrow to access a list and from the list, select the site. 
The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Organization Name– click the drop-down arrow to access a list from the list, 
select the name of the organization. The organization drop-down list displays the 
bottommost organization first. After the ~~ the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list, from the list 
select the subscriber name responsible for the circuit. 

• TCO – click the drop-down arrow to access a list and from the list, select the 
Telephone Control Officer (TCO). 

• Circuit Description – type detailed circuit description.  

• Default Needed Paths* – type the number of paths in the circuit. 

• Trouble Restoration Priority* – type the trouble restoration priority number, 1 to 
99, for the circuit. When your help desk initiates a trouble ticket on this circuit, 
cairs.net uses this field to determine the priority, 1 is the most important, while 99 
is the least important. 

• Bandwidth – type the bandwidth for the circuit  

• User Misc 1-20 – use these fields for any miscellaneous circuit information. 

• Official (Required)* – this field defaults to a checkmark to indicate that the 
circuit is used for official business only, click the field to remove the checkmark to 
indicate that the circuit is used for unofficial business.  

• Notes – type any additional circuit notes. 

5. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Modifying a Main Circuit 

1. Click the Configured Items menu. 
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2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. With either option, the General Circuit window opens. Make any necessary 
modifications. 

6. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Deleting a Main Circuit 

Before you can delete a main circuit, you must remove all circuit segments.  

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. There are two ways to delete a main 
circuit: 

• Within the list, click the circuit to highlight. Within the Actions ribbon group, click 
the Delete Circuit link. 

• Double-click the circuit to delete, the General – Circuit window opens. Within the 
Actions ribbon group, click Delete. 

5. Once you click Delete, a message box opens verifying that you really want to delete 
the entire circuit. Click Yes within the box to continue or No to cancel the operation. 

Viewing Circuits 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Use the Views pane to sort the Circuit 
list. The following views are available: 
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• Simple List  

• Alternate Names 

• Circuit By Active Account 

• Circuit Segment By Location 

• Circuit Segment Connectivity 

• Detail List 

5. To select a different view, click the option button next to the selection. There are two 
ways to populate the list: 

• Within the search box, type any portion of a record and then click the magnifying 
glass. 

• Click the Show All button. 

6. If available, click the plus sign (+) next to the group to view the individual records.  

7. Double-click the record to view the Circuit window 

Accounts for Equipment and Services 

You can associate a few different account numbers to a circuit for the different charge 
types associated with your equipment and services. For example, you can a separate 
account numbers for recurring and one-time charges.  Alternatively, you can have one 
account number for all charges associated with the equipment and services.   

Adding an Account for Equipment and Services 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens.  

6. Within the Accounts for Equipment and Services pane, click the row marked with the 
asterisk to enter in a new account number for the equipment and services. Complete 
the following fields, required fields are marked with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one time 
and recurring charges 
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• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Circuit Device window.  

• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   

From the list, select the account number and organization responsible for the 
charges.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the circuit, or click Save & Close (to save and exit) to return to the Circuit list. 

Deleting an Account 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 
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• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens.  

6. Within the Accounts for Equipment and Services pane, right click on the selector box 
next to the charge type, a small popup menu opens, within the box click Delete. 

7. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
items at once.  

9. If you do not want to delete an item, right-click the record to access a popup menu, 
from the popup, click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
keep the account. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the circuit, or click Save & Close (to save and exit) to return to the Circuit list. 

Equipment & Services 

Please see Common Elements – Equipment & Services to learn more.   

Alternate Circuit Names 

Each circuit can have several names associated, often times, a site names a circuit 
different then the vendor providing the service. The Alternate Circuit Names allows you to 
quickly access circuits by being able to search on your names as well as those provided by 
vendors.     

Adding Alternate Circuit Names 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens. Within the Show ribbon group, click the 
Alternate Names button.  

6. Click the Alternate Name field, marked with an asterisk, to activate the field. Type 
the desired name into the field along with a description.  
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7. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Deleting an Alternate Name 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens. Within the Show ribbon group, click the 
Alternate Names button.  

6. Within the list of names, right click on the selector box next to the name to delete, a 
popup menu opens, within the box click Delete. 

7. Once you click Delete, a message box appears verifying that you really want to 
delete the alternate name. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the name allowing you to delete 
multiple names at once.  

9. If you do not want to delete the name, right-click the record to access a popup menu, 
from the popup, click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
keep the name. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the circuit, or click Save & Close (to save and exit) to return to the Circuit list. 

Show Related Orders and Troubles 

Within this button you can view the open or complete work orders or troubles relating to the 
circuit.   

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to view. 
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5. Within the Show ribbon group, click on the Show Related Orders and Troubles 
button. 

6. A list of all associated work order and trouble tickets appear within the pane. The 
following information is displayed: 

• Work Order Number 

• Work Flow Name 

• Org Name 

• Site Name  

• Work Order Desc 

• Open Date 

• Current Status 

By double clicking on the work order number, the work order opens allowing you to view 
the complete detailed information.  Click on the x in the upper right-hand corner to 
close the work order and return to the circuit.   

File Attachments 

Please see Common Elements → File Attachments to learn more. 

Configuring Circuit Segments 
A circuit can have more than one related circuit part.  Circuit parts are called by many 
different names such as, segments, legs, drops, etc.  Cairs.net refers to these parts as 
circuit "segments.”   

Adding a Circuit Segment 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens. Within the Segments ribbon group, click the 
New button.      

6. The Segment window opens. Within the top pane complete the following information 
(required fields are marked with an asterisk (*)): 

• Circuit Name* – this field auto-populates with the main circuit name. 
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• Number – type the circuit segment number. 

• Local Circuit ID – type the local circuit identification, whether it is a number or 
name or a combination. 

• Organization Name* – click the drop-down arrow to access a list from the list, 
select the name of the organization. The organization drop-down list displays the 
bottommost organization first. After the ~~ the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field. 

• Description – type the circuit segment description. 

• Bandwidth – type the bandwidth. 

• Segment Miscellaneous 1-5 – use these fields to enter any miscellaneous 
information for the circuit segment. 

• DB Gain – type the number that represents the amount of gain or loss the circuit 
experiences when the signal is passed through the segment.  This number can 
represent a gain or a loss, to show a loss place a dash (-). 

Segment Facilities 

7. There are two sections within the Connectivity pane. The top portion allows you to 
assign the segment a few basic items within Facilities, and the lower portion allows 
you to assign the segment a complete facilities package.  

8. Within the top section, complete the following fields (required fields are marked with 
an asterisk (*)): 

• Assigned Site – click the drop-down arrow to access a list and from the list, 
select the site. The site drop-down list displays the bottom-most site first. After 
the ~~ is the complete path to the site. Each site level is separated by a >. 

• Assigned Building* – click the drop-down arrow to access a list and from the 
list, select the building name. 

• Alternate Location – type in any alternate location information relating to the 
set.  This field can appear in the 911 interface 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. The Directory Building name is 
defined as the common name for the building, for example, the assigned building 
name is 100 and the directory building name is Post Office.  This field is read 
only.    

• Floor – type the floor number, if applicable. 

• Room – type the room number, if applicable. 

• Jack – type the jack number, if applicable. 

• Dedicated Plant – click the arrow to access a drop-down list, from the list select 
the type of dedication, it automatically defaults to Not Dedicated. You can change 
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the selection to dedicate with port or dedicated without port. When you choose to 
dedicate, anytime you move or delete the device, the facilities remain in place 
and are unavailable to use in other situations. 

9. Within the lower section, when you click the first line (marked with an asterisk) the 
site and building name populate within the information you entered in the upper 
section.  

10. Within the terminal name column, click the drop-down arrow to access a list and 
from the list, and then select the terminal name associated with the building. (If your 
building has only one terminal associated, this field automatically populates with that 
terminal name.) 

11. If you do not see, the Connection Name line, click the plus sign (+) next to the site 
name. The following fields open to allow you to complete adding the facilities, 
complete the following fields (required fields are marked with an asterisk (*): 

• Connection Name – click the drop-down arrow to access a list, and then the 
segment’s connection. 

• Path Number – this field auto-populates with the next available path in the 
terminal. To change this selection, click the drop-down arrow to access a list and 
select the segment’s path number. 

• Path Usage – click the drop-down arrow to access a list and from the list, select 
the path usage type. This is a list that is pre-defined within Facilities and 
indicates how the path is being used, for example, data, voice, transmit, etc.  

• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is read only.  

• In Row, Block, Pin – these fields auto-populate with number(s) corresponding to 
the path number. This information is defined within Facilities; each terminal is 
designed with either a Binding Post or Frame Location. This is a read only field. 

12. At this point it is a good idea to save the information you entered so far. Within the 
Actions ribbon group, click the Save button.  

13. You can continue to add-in cross connect buildings, terminals, and connection 
information for the segment by entering in another site, building name, and terminal. 

14. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

Deleting a Circuit Segment 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 
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• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens. 

6. Within the Segments pane, double-click the segment you want to delete.  

7. The Segment window opens.  

8. Within the Actions ribbon group, click Delete. 

9. Once you click Delete, a message box opens verifying that you really want to delete 
the segment. Click Yes within the box to continue or No to cancel the operation. 

10. Although the segment is already deleted, if any other changes were made you will 
need to save. Within the Actions ribbon group, click Save (to save and stay) or click 
Save & Close (to save and exit). 

Segment Accounts for Equipment and Services 

Often times a segment may need to be billed separately for the equipment and/or services 
associated.  Within each segment you can associate an account that will override the 
selection you made for the main circuit.   

Adding an Account for Equipment and Services 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens. 

6. Within the Segments pane, double-click the segment you want to delete.  

7. The Segment window opens.  

8. Within the Override Circuit Accounts for Equipment and Services pane, click the row 
marked with the asterisk to enter in a new account number for the equipment and 
services. Complete the following fields, required fields are marked with an asterisk 
(*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 
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• Both One Time and Recurring Charges – bills the account for all one time 
and recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Circuit Device window.  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   

From the list, select the account number and organization responsible for the 
charges.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the segment, or click Save & Close (to save and exit) to return to the Circuit. 

Deleting an Account 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Circuits. 

3. Before the Circuit list populates, you must either: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 
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• Click the Show All link. 

4. The Circuit lists, displaying all existing circuits. Double-click the circuit to modify. 

5. The General-Circuit window opens. 

6. Within the Segments pane, double-click the segment you want to delete.  

7. The Segment window opens.  

8. Within the Override Circuit Accounts for Equipment and Services pane, right click on 
the selector box next to the charge type, a small popup menu opens, within the box 
click Delete. 

9. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

10. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
items at once.  

11. If you do not want to delete an item, right-click the record to access a popup menu, 
from the popup, click Undelete. 

12. Once you select Undelete, a message box appears verifying that you really want to 
keep the account. Click Yes within the box to continue or No to cancel the operation. 

13. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the segment, or click Save & Close (to save and exit) to return to the Circuit. 

Segment Equipment & Services 

Please see Common Elements→ Equipment & Services to learn more.   

File Attachments 

Please see Common Elements → File Attachments to learn more. 
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Configured Items - Land Radio 

You can now manage your Land Mobile Radio within cairs.net.  You can use Land Radio to 
track all your wireless communication system devices that are used in vehicles or are 
portable.  Examples of these are walkie-talkies, two way radios, etc.   

Just like other devices in cairs.net, you can associate accounts, equipment and services.  
However, there will be no connectivity associated with the devices.   

Land Radio Types 
Before you begin to add your Land Radios you need to add in your types.  These types can 
be walkie-talkies, two way radios, etc.   

Managing a Radio Type 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Land Radio. 

3. You have two alternatives for Managing Land Radio Types:  

• On the toolbar directly above the Navigation pane, click the Manage Land 
Radio Types button.  

• Within the Action pane, click the Manage Land Radio Types link.   

4. With either option, the Manage Land Radio Types window opens.  
Adding 

5. In the Manage Land Radio Type* list pane, click the top row, marked with an 
asterisk (*) to add a new record.  

6. Type the new radio type name. 

7. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 
Modifying 

8. Click the field to modify and type the new information. 
Deleting 

9. There are two ways to select the land radio type to delete: 

• Right-click the record selector box (located just left of the name) and click Delete. 
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• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

10. Once you click Delete, a message box opens verifying that you really want to delete 
the type. Click Yes within the box to continue or No to cancel the operation. 

11. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
types at the same time.  

12. If you do not want to delete the type, right-click the record and click Undelete. 

13. Once you select Undelete, a message box opens verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

14. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

 

Configuring a Land Radio 

Adding a Land Radio 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Land Radio. 

3. There are two ways to add a Land Radio 

• On the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Land Radio. 

• Within the Actions pane, click the Add New Land Radio link.  

4. With either option, the General-Land Radio window opens.  There are 3 panes of 
information; Land Radio Information, Equipment & Services and Account 
Management.  For this section we will focus on the Land Radio Information pane, 
this pane displays the detailed information for your radios.   

5. Within the pane, complete the following fields, required fields are marked with an 
asterisk (*): 

• Radio Serial Number * - type in the serial number for the radio 

• Radio Part Number – type in the part number for the radio 

• Radio Frequency – type in the radio frequency  

• Radio Type – click on the dropdown arrow to access a list of the radio types you 
created, from the list click on the type to associate to the radio. The radio type 
appears in the field. 

• Building Name * - click on the dropdown arrow to access a list of buildings, from 
the list click on the building to associate to the radio.  The building name appears 
in the field. 
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• Alternate Location – type in the alternate location for the radio 

• Room – type in the room number 

The next several fields provide you the means to track detailed information regarding 
your LMRs, you can complete as many or as few of the fields as you want: 

• Cage 

• Condition 

• Commodity Code 

• DoDAAC 

• Dra 

• Radio Manufacturer 

• Radio Model Number 

• Radio Description 

• Asset Type 

• Radio User Name 

• Radio User Phone 

• Radio User Email 

• Organization Name 

• Radio Memo 

• Radio Network 

• Radio Transit 

• Radio Receive 

• PWCS Equipment Type 

• Trunk Capable 

• Classification Code 

• Radio Vehicle 

• Radio Misc 1-5 

6. Once you have completed all the necessary fields, within the Actions ribbon group, 
click the Save button (save and stay) to continue working with this radio or click the 
Save & Close button (save and exit) to return to the Land Radio list. 

Deleting a Land Radio 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Land Radio. 
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3. Depending on the amount of records you have in your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Land Radio list opens displaying all existing radios. There are two ways to 
delete a radio: 

• Within the list, click the Radio to highlight. Within the Actions ribbon group, click 
the Delete Land Radio link. 

• Double-click the radio to delete, the General – Land Radio window opens. Within 
the Actions ribbon group, click Delete. 

5. With either option, once you click Delete, a message box opens verifying that you 
really want to delete the entire radio. Click Yes within the box to continue or No to 
cancel the operation. 

6. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this radio or click the Save & Close button (save and exit) to return to 
the Land Radio list. 

 

Account Management 
The Account Management tab displays the different account numbers that are associated 
to the radio.  Each account number can be responsible for different charges.   

There are 3 different types of charges you can associated to the radio; all charges, one-
time, recurring charges.  For each charge type, you can associate a different account.  This 
allows you to have up to 3 different accounts associated to the set. 

Adding an Account 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Land Radio. 

3. Depending on the amount of records you have in your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Land Radio list opens displaying all existing radios. Double-click the radio to 
open the General – Land Radio window opens.  
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5. Within the Account Management pane, click the row marked with the asterisk to 
enter in a new account number for the equipment and services. Complete the 
following fields, required fields are marked with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one-time 
and recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – click on the drop-down arrow to access a list, from the list click on the site 
to associate to the equipment or services 

• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   

From the list, select the account number and organization responsible for the 
charges.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  
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6. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this radio or click the Save & Close button (save and exit) to return to 
the Land Radio list. 

Deleting an Account 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Land Radio. 

3. Depending on the amount of records you have in your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Land Radio list opens displaying all existing radios. Double-click the radio to 
open the General – Land Radio window opens.  

5. Within the Account Management pane, right click on the selector box next to the 
charge type, a small popup menu opens, within the box click Delete. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

7. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
items at once.  

8. If you do not want to delete an item, right-click the record to access a popup menu, 
from the popup, click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
keep the account. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this radio or click the Save & Close button (save and exit) to return to 
the Land Radio list. 

 

Equipment & Services 

Please see Common Elements – Equipment & Services to learn more.   

File Attachments 

Please see Common Elements → File Attachments to learn more. 
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Hardware 

You can now manage your Hardware within CAIRS.  You can use Hardware to track 
anything from your network switched to servers to routers to laptops, etc.   

Just like other devices in CAIRS, you can associate accounts, equipment and services.  
However, there will be no connectivity associated with the devices.   

Hardware Types 
Before you begin to add your hardware you need to add in your types.  These types can be 
things like servers, routers, laptops, etc.     

Managing a Hardware Type 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Hardware. 

3. You have two alternatives for Managing Hardware Types:  

• On the toolbar directly above the Navigation pane, click the Manage Hardware 
Types button.  

• Within the Action pane, click the Manage Hardware Types link.   

4. With either option, the Manage Hardware Types window opens.  
Adding 

5. In the Manage Hardware Type list pane, click the top row, marked with an asterisk 
(*) to add a new record.  

6. Type the new hardware type name. 

7. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 
Modifying 

8. Click the field to modify and type the new information. 
Deleting 

9. There are two ways to select the hardware type to delete: 

• Right-click the record selector box (located just left of the name) and click Delete. 
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• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

10. Once you click Delete, a message box opens verifying that you really want to delete 
the type. Click Yes within the box to continue or No to cancel the operation. 

11. Once selected, CAIRS draws a line through the type allowing you to delete multiple 
types at the same time.  

12. If you do not want to delete the type, right-click the record and click Undelete. 

13. Once you select Undelete, a message box opens verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

14. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

 

Configuring Hardware 

Adding a Hardware 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Hardware. 

3. There are two ways to add a Hardware 

• On the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Hardware. 

• Within the Actions pane, click the Add New Hardware link.  

4. With either option, the General-Hardware window opens.  There are 3 panes of 
information; Hardware Information, Equipment & Services and Account 
Management.  For this section we will focus on the Hardware Information pane, this 
pane displays the detailed information for your hardware.   

5. Within the pane, complete the following fields, required fields are marked with an 
asterisk (*): 

• Hardware Identifier * - this is the only required field, type-in the name or identifier 
of the hardware you want to track 

• Hardware Purchase Date – click on the field to access a dropdown calendar, 
from the calendar select the purchase date of the hardware.  By clicking the right 
or left arrows you can mover forward or backward a month at a time.   

• Hardware Type – click the field to access a dropdown menu, from the menu 
select the hardware type. 

• Vendor Name – click the field to access a dropdown menu, from the menu select 
the vendor.  The vendor list populates from 
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• Organization Name 

• Site 

• Hardware Manufacturer 

• Hardware Model Number 

• Hardware Model Description 

• Hardware User Name 

• Hardware User Phone 

• Hardware User Email 

• Hardware Memo 

• Hardware Date 1-3 

• Hardware Misc 1-5 

6. Once you have completed all the necessary fields, within the Actions ribbon group, 
click the Save button (save and stay) to continue working with this record or click the 
Save & Close button (save and exit) to return to the Hardware list. 

Deleting a Hardware 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Hardware. 

3. Depending on the amount of records you have in your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Hardware list opens displaying all existing records. There are two ways to 
delete a record: 

• Within the list, click the record to highlight. Within the Actions ribbon group, click 
the Delete Hardware link. 

• Double-click the record to delete, the General – Hardware window opens. Within 
the Actions ribbon group, click Delete. 

5. With either option, once you click Delete, a message box opens verifying that you 
really want to delete the hardware. Click Yes within the box to continue or No to 
cancel the operation. 

6. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this record or click the Save & Close button (save and exit) to return to 
the Hardware list. 
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Account Management 
The Account Management tab displays the different account numbers that are associated 
to the hardware.  Each account number can be responsible for different charges.   

There are 3 different types of charges you can associated to the hardware; all charges, 
one-time, recurring charges.  For each charge type, you can associate a different account.  
This allows you to have up to 3 different accounts associated to the set. 

Adding an Account 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Hardware. 

3. Depending on the amount of records you have in your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Hardware list opens displaying all existing records. Double-click the record to 
open the General – Hardware window opens.  

5. Within the Account Management pane, click the row marked with the asterisk to 
enter in a new account number for the equipment and services. Complete the 
following fields, required fields are marked with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one-time 
and recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – click on the drop-down arrow to access a list, from the list click on the site 
to associate to the equipment or services 

• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
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organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   

From the list, select the account number and organization responsible for the 
charges.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

6. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this record or click the Save & Close button (save and exit) to return to 
the Hardware list. 

Deleting an Account 

1. Click the Configured Items menu. 

2. In the Navigation pane, click Hardware. 

3. Depending on the amount of records you have in your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record, then click the magnifying 
glass. 

• Click the Show All link. 

4. The Hardware list opens displaying all existing records. Double-click the hardware to 
open the General – Hardware window opens.  

5. Within the Account Management pane, right click on the selector box next to the 
charge type, a small popup menu opens, within the box click Delete. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

7. Once selected, CAIRS draws a line through the item allowing you to delete multiple 
items at once.  
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8. If you do not want to delete an item, right-click the record to access a popup menu, 
from the popup, click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
keep the account. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click the Save button (save and stay) to continue 
working with this record or click the Save & Close button (save and exit) to return to 
the Hardware list. 

 

Equipment & Services 

Please see Common Elements – Equipment & Services to learn more.   

File Attachments 

Please see Common Elements → File Attachments to learn more. 
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Orders/Troubles 

The Orders and Troubles menu is the primary location for many telephone and data system 
tasks. From this menu, you create and complete work orders, manage information relating 
to set devices, circuits, subscribers, and accounts and create/complete trouble tickets 
relating to set device and circuit repairs and maintenance.  

Through this menu option, users can track work orders in several different ways and view 
the history of completed or cancelled work orders.  

The approach to the work order system is slightly different from the approach used in 
CAIRS 32. In CAIRS, we use Work Flows; this is the process the work order goes through 
from start to finish. Each Work Flow contains two parts, the work centers, and time frames.  

A work center is much like an Inbox/basket in that it holds a set of data components you 
need to complete before the Work Order can be sent to the next work center and time 
frame. Examples of work centers are: Directory, Inside Plant, Outside Plant, QA, etc.  

Each work center is assigned into a time frame; a time frame allows the work flow to 
progress sequentially. This means the work from one work center needs to be complete 
before the work order can continue within the work flow. If two work centers are in the same 
time frame, they can be worked on concurrently. Once this Work Order enters the time 
frame, both work centers can access and complete their work at the same time (with 
respect to Open Record Management).  

! Open Record Management is important in the work order process. When one person is 

accessing the work order, they own it; meaning, if another person tries to open it and make 
changes, CAIRS will notify them that the work order is currently opened by another user 
(the user name is displayed) and any changes they have made might not be saved to the 
record.  
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In the following example, the Order Issuer and Directory Information are assigned into Time 
Frame 1, Inside and Outside Plant are assigned into Time Frame 2, and so on.  

 

Assigned to each work center are one or more data components. A data component is the 
information you are manipulating with the work order. There are eight different data 
components: 

• Subscribers 

• Authorization Code 

Time Frame 1

•Work Center 1 - Order Issuer

•Work Center 2 - Directory Information

Time Frame 2

•Work Center 3 - Inside Plant 

•Work Center 4 - Outside Plant

Time Frame 3

•Work Center 5 - QA
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• Circuit 

• Land Radio 

• Account 

• General Task 

• Cell Phone 

• Set Device 

• AS5300 Sets 

• Cisco Sets 

• Set Device (EWSD) 

Remember, when a data component is added to a work center, the required fields for the 
component must be completed before the work order can be sent to the next work center.  

Menu Options 

The Orders/Troubles menu has five options: 

• Orders –create, modify, and view work orders within the database. 

• My Work Center Orders – provides a list of work orders currently assigned 
to a work center to which you have access. 

• Orders Assigned to Me – provides a list of the work orders assigned or sent 
to you by another user. 

• Orders Created By Me – provides a list of the work orders that you created. 

• Held Orders – provides a list of work orders currently on hold. 

• All Active Orders – provides a list of all open work orders within your 
system. 

• Order History – provides a list of cancelled or completed work orders within 
your system. 

• Troubles – allows you to view, create, and modify trouble tickets within the 
database. 

• My Work Center Troubles – provides a list of trouble tickets currently 
assigned into a work center you have privileges to access. 

• Troubles Assigned to Me - provides a list of trouble tickets assigned or sent 
to you by another user. 

• Troubles Created By Me – provides a list of the trouble tickets that you 
created.  

• Held Troubles – provides a list of trouble tickets currently on hold. 
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• All Active Troubles – provides a list of all open trouble tickets within your 
system. 

• Trouble History – provides a list of trouble tickets cancelled or completed 
within your system. 

• General Orders – allows you to view, create and modify general orders with sub 
work orders 

• All Active General Orders – provides a list of the open general work orders 
within your system. This section allows you to create sub work orders.   

• General Order History – provides a list of the cancelled or completed 
general work orders within your system. 

• General Tasks – allows you to create tasks relating to your work orders or trouble 
tickets. 

• Preventive Maintenance Jobs – allows you to set schedules for preventative 
maintenance, for example, setting reminders to backup your database 

• Reports – there are four different reports that you can view and export to multiple 
formats. 

• All Orders and Troubles – displays a list of all the work order/troubles within 
your system, this includes open, completed and cancelled.  

• All Orders and Troubles By Directory Number – displays a list of the work 
orders/troubles within your system based on telephone number, this report 
includes open, completed and cancelled work orders.  

• All Orders and Troubles By Circuit - displays a list of the work 
orders/troubles within your system based on circuit name, this report includes 
open, completed and cancelled work orders.  

• All Portal Requests – displays a list of work orders/troubles with your system 
that were submitted via the Subscriber Portal, this includes open, completed 
and cancelled work orders.  

• Equipment and Service By Category – this report works in connection with 
the report category associated to an equipment type, when you run this report 
all equipment associated to a work order that have a category display within 
the report  

There are a few items that need to be completed before you can start to work 
through a work order.  The first two being creating your work order categories and 
managing your note categories.   

Work Order Categories 
A work order category allows you to group your work orders together based on your own 
characteristics. Examples of categories can be add, move, delete, change or telephone, 
circuit, subscriber, etc. When you are viewing your work orders, you can specifically search 
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on a category and view just the work orders within the category. The work order category is 
an optional field.  

Managing Work Order Category 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders. 

3. You have two alternatives for managing your work order categories:   

• Within the toolbar directly above the Navigation pane, click the Manage Work 
Order Categories button.  

• Within the Action pane, click the Manage Work Order Categories link.  

4. With either option, the Manage Work Order Categories window opens.  

Adding 

5. In the Work Order Categories list pane, click the top row, marked with an asterisk 
(*) to add a new record.  

6. Type in the name of the category 

7. You can add multiple categories by clicking on the row marked within an asterisk (*).  
Modifying 

8. Click the field to modify and type the new information. 
Deleting 

9. There are two ways to select the category to delete: 

• Right-click the record selector box (located just left of the name) and click 
Delete. 

• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

10. Once you click Delete, a message box opens verifying that you really want to delete 
the type. Click Yes within the box to continue or No to cancel the operation. 

11. Once selected, CAIRS draws a line through the type allowing you to delete multiple 
types at the same time.  

12. If you do not want to delete the type, right-click the record and click Undelete. 

13. Once you select Undelete, a message box opens verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

14. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with work order categories, or Save & Close (to save and exit) to return to the All 
Active Orders list.  
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Managing Note Categories 
Before you start to add notes, it is a good idea to add some categories.  These categories 
allow you to group your notes based on a common element.  For instance, you can have 
note categories called:  Add New Set, Modify Circuit, Modify Account, etc.   

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following:  

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.   

5. Within the Notes pane, click on the Manage Categories link 

Alternatively, from the Orders →any sub-menu you can click on the Manage Note 
Categories link within the Actions pane.   

Adding 

6. The Manage Note Categories popup opens.  Click the row with an asterisk (*) to add 
a new category to the list and type the name. 

7. Once you start typing in the category, a new row with an asterisk (*) displays at the 
top of the list allowing you to add multiple categories at once.  

Deleting 

8. To delete a category, right click on the record selector box next to the category 
name to access a popup menu, from the menu click Delete. 

9. Once you click Delete, a message box displays verifying that you really want to 
delete the category. Click Yes within the box to continue or No to cancel the 
operation.  Once selected, a line is drawn through the name, allowing you to delete 
multiple items at once.  

10. If you do not want to delete the category, right-click the record again and click 
Undelete. 

11. Once you select Undelete, a message box displays verifying that you really want to 
keep the category. Click Yes within the box to continue or No to cancel the 
operation. 

12. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the categories, or click Save & Close (to save and exit) to return to the Work 
Order. 
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Work Order Views 
Within the Views pane, you can sort your work order list based on certain characteristics. 
For example, you can view all the active work orders relating to a site. The default or simple 
list displays all work orders starting with the most recently created work order first. The 
following views are available: 

• Basic List • Building Name 

• Simple List • Switch Name 

• Show Items with Circuit Names • Subscriber Last Name 

• Show Items with Phone Numbers • Organization Name 

• Work Flow Custom Fields • Contact Name 

• Notes • Contact Phone 

• Equipment and Services • TCO Group 

• Work Center Name • Resource Mgr  

• Status • Custom Summary  

• Site  

When you click the option circle next to a selection, the list changes to group your work 
orders based on the common characteristic. For example, if you select Building, all work 
orders assigned to building 1 are grouped together; building 2 are together and so on. 
For each group, you can click the plus sign next to the group name to view the work 
orders within the grouping.  

Understanding the Work Order Details Screen 
The Work Order – [New Work Order] window has several panes. First is the ribbon at 
the top of the window, which allows you to perform actions on the work order, choose 
data components, generate reports etc. Within the panes below the ribbon, you will 
actually create and manage the work order.  

Ribbon Groups 

Each of the ribbon groups allows you to perform certain functions within the work order 
(Example: Attach a file; reject the work order, etc.). 

Actions 

Within the Actions ribbon group, you can perform the following actions: 

• Save & Close – click this button to save the completed information and return to 
the Order/Troubles list. 

• Delete – click this button to delete the work order. This differs from cancel in that 
there will not be a record of this Work Order within your database. 
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• Save – click this button to save the information you have completed and remain 
within the Trouble Ticket. 

• Refresh – click this button to add newly saved information to the work order 
window. 

Show 

There are two views within the work order details screen, Order and Order Log. The 
Order view is the default view and displays the detailed work order information, work 
centers, and configured components.  

The alternate view, Order Log, displays a list of actions for this work order. The Order 
Log view displays the Activity Log which includes two information panes; the top pane 
contains the activity date, work center name, order status, work center status and 
activity note. When you highlight any action within the top pane, the lower pane displays 
the detailed information for the completed action. 

The Contact Info button displays the related contact details for the Subscriber or TCO 
that you selected the Adjustable Fields pane.   

The Packages button allows you to view the sub work orders related to the order.  If this 
work order was submitted via the Subscriber Portal, you can view the package details 
here.   

History provides the user with a timeline of the actions taken on the work order. The 
main window provides a basic list of the actions and by double-clicking the action; a 
pop-up opens with a detailed action description.  

Launch 

The Launch ribbon group allows you to perform action relating to work order packages 
submitted through Subscriber Portal.  

Data Components 

Each of the data components allows you to add a particular item into the database. The 
available components differ depending on the type of work order, work center needs, 
and user privileges. The following data components are available: 

• Subscriber – allows you to add, delete, and modify a database subscriber. 

• Authorization Code – allows you to add, delete, and modify authorization 
codes. 

• Circuit – allows you to add, delete, and modify a main circuit and circuit 
segments. 

• Land Radio – allows you to add, modify and delete in your wireless 
communication devices such as walkie-talkie 

• Account – allows you to associate accounting/billing information to a set device, 
circuit, or subscriber. 

• General Task – allows you to manage work order and/or trouble tickets tasks. 
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• Cell Phone – allows you to add, delete, and modify cell phones. 

• Set Device – allows you to add, delete, and modify an analog, digital, and IP set 
into the database. 

• AS5300 Sets - allows you to add, delete, and modify sets associated to your 
AS5300 

• Cisco Sets – allows you to add, delete and modify sets associated to your Cisco 
switches 

• Set Device (EWSD) – allows those with an EWSD Switch to add, delete, and 
modify sets. 

Each Data Component button is segmented (depending on your screen size the button 
may not be segmented and may only contain a drop-down arrow). When you click the 
lower portion of the button, a drop-down list displays. For each component there is a 
search option, this allows you to search for an existing component to associate to the 
work order. The Set Device button has two search options: 

• Search for Existing Primary Devices – displays a list of the primary button 
information for all set devices 

• Search Existing Devices – displays a list of all telephone numbers associated 
to a set device and their button number 

Often times you may need to remove a configured component from a work order without 
having to delete the entire order. From the drop-down menu for each data component 
there is a drop option. This option allows you to drop any configured component from 
the work order.  Keep in mind this only drops the information from the work order, so if 
the component exists, it remains within the database. 

Order Actions 

There are several work order actions available within this ribbon group: 

• Send To – allows you to send a work order on to a specific person within the 
next work center. 

• Send Back – allows you to send the work order back to a specific person within 
a previous work center. 

• Assign To – allows you to assign the work order to a specific person within the 
current work center. 

• Cancel Order – allows you to cancel the work order at any point. 

• Put on Hold – place a work order on hold allowing you to reserve items within 
the database without having to commit the information. Once you place a hold on 
a work order, the button name changes to Remove (from Hold) allowing you to 
remove the hold and continue processing the order.  

• Optional Work Centers – if the administrator has selected some work centers 
as optional for the work order, you can click the field to access a drop-down list of 
the optional work centers. 
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• Switch Ticket Type – allows you to switch the work order to a trouble ticket with 
an open status.  This does not change the work flow; it simply moves the work 
order to the trouble ticket list. 

Reporting 

Custom reports allow you to print out work order information on a form designed by your 
CAIRS administrator. Your administrator creates cells in a form and associates them to 
certain fields within the work order. When you choose the report, the fields from the 
work order populate the cells to create a complete printable form.   

Attach  

Attach a file to a work order within this ribbon group. Your CAIRS administrator pre-
defines eligible file types.    

Work Order Panes 

There are several panes below the ribbon; each pane contains specific information for 
the work order. Within these panes, you work through the entire work flow process. The 
seven panes of information are (for a detailed description of the pane see the 
appropriate section below): 

• Basic Information 

• Adjustable Fields 

• Other Fields 

• Portal Work Order Info 

• Description 

• Work Flow, Work Notes and Equipment and Services 

• Components 

After you create a work order, CAIRS adds a solid yellow line directly below the ribbon, 
containing the work order status, the active work center name, the name of the person 
that the previous user sent the work order to, and any additional notes.   

Basic Information and Adjustable Fields Pane 

When you first enter the Work Order – [New Work Order] window, the Basic Information 
pane contains the only available fields. Once you select the work flow the remainder of 
the pane become available, plus the Adjustable and Other Fields panes. Within the 
Basic Information pane, you can create a work order number (or have one auto-
generated), an alternate number and a due date.  

The Adjustable Fields pane allows you to enter the work order location and contact 
information. This pane includes site name, building name, contact name, contact 
number, etc. 
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The Adjustable Fields pane can be customized.  You can hide, repositions, and rename 
fields.  If you right click on the pane a menu box will open allowing you to perform the 
following options: 

• Rename field everywhere  

• Rename field in view  

• Mask on field everywhere 

• Mask on field in view  

• Change field required everywhere  

• Change field required in view  

• Update Dropdown 

• Copy 

• Customize 

• Remove this Column 

• Reset Column Visibility 

To reposition a field, simple click on the left-hand side of the field, continue to hold the 
button down and drag and drop the field to the proper location. To learn more about 
customizing, see Getting Started → Customizing your CAIRS.   

The Other Fields pane displays the work order’s status information. Each time the 
status of the work order changes the information within this pane updates.  

After completing the required fields within these three panes, the Create Order button 
becomes available. Once clicked, the work flow displays within the Work Flow pane. 
Throughout your work order’s process, the button label changes to reflect the specific 
action you are completing. For example, when the information is complete in a work 
center or you are ready to close the work order, the button label reads ‘Complete Work 
Center.’  

The Portal Request pane displays the information entered by the subscriber when they 
created the work order on the Subscriber Portal website. The information that is 
populated here will also be visible in the Adjustable Fields pane in the Portal Request 
field.   

The Description pane allows the user to enter in a complete work order description and 
remains available as the Work Order moves through the workflow. The information that 
is populated here will also be visible in the Adjustable Fields pane in the Description 
field.   

The Portal Request and the Description field can be restricted to read only access 
based on profile.  When you right click on the Adjustable Fields pane, the customization 
menu pops up, scroll down and click on Customize.  In the Customize Display popup, 
select the profile that you are customizing, within the Column Properties pane click the 
Read Only column to insert a checkmark.  You can select multiple profiles within the 
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‘Profiles to Update’ pane. Once saved the selected profiles will only be able to read the 
fields.  To learn more about Customizing, please see “Getting Started”. 

Work Flow Pane 

At the bottom of the pane are three tabs: Work Flow, Equipment and Services, and 
Work Notes.  The Work Flow tab allows you to view the complete work flow.  The 
Equipment and Services tab allows you to view, add, and delete equipment and/or 
services related to the work order. The Work Notes tab allows you to attach a note to 
the work order.   

Once you create a work order, the complete work flow displays within the lower left-
hand pane (if the work flow is not visible click the Work Flow tab located in the lower 
portion of the pane). The work flow starts at the top of the pane and flows to the bottom. 
Each time frame is indicated with a solid blue line that displays the time frame number. 
Each work center within the time frame is contained within a box with the work center 
name in the pink line at the top of the box. A green arrow displays to the left of the 
active work center. Within each work center are the available data components, in the 
example below the Subscriber component is the only one available with the Directory 
Work Center.  

 

 

Notice that there are two additional work centers within the above work flow, Inside 
Plant and QA. Once you complete the required fields within the Directory work center, 
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the work order can be sent to the next timeframe and work center. Once sent, the 
Directory work center turn to Not Active and the Inside Plant work center becomes 
active. You continue the same process until the work order reaches the final timeframe 
where you can complete the work order.  

The Equipment and Services tab allows you to view all equipment and/or services 
related to the work order.  In addition, you can add or delete equipment or services 
related to the work order.  If there are any charges related to the equipment or service, 
the account number located in the Adjustable Fields pane incurs all charges.   

The Work Notes tab allows you to add, view, modify, and delete notes relating to the 
work order.   

Configured Components Pane 

Once all the required fields within a data component are complete and saved, a tab for 
the component displays in the lower right hand pane. Each component type displays as 
a new tab. In the example below, there are two components for the work order, Set 
Devices and Cell Phone. Within the Set Device tab, notice that there are two column; 
this indicates that the work order is configuring two different set devices. Each new 
component of the same type displays as a new column within the tab.   

 

At the top of the pane is the List View checkbox, a check in this box changes the view to 
display the configured components in a list.   

To view the information for a component, click the tab and use the scroll bar to view the 
details. If your permissions allow, you can modify the information. To do so, double-click 
any field within the pane and/or column. The component screen opens allowing you to 
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change the appropriate information. However, if the work order is in a work center that 
does not have access to the data component, the information is read-only.  
 

A Work Order – Start to Finish 

Creating a Work Order 

The first step in any work order system is to create a new work order. The workflow 
changes depending on the type of order you are creating, however, the fields within the 
Adjustable Fields pane are consistent with every work order.  

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders. 

3. There are two ways to create a new work order: 

• Within the toolbar directly above the Navigation pane, click the drop-down 
arrow next to New. From the list, select Work Order. 

• Within the Actions pane, click the Create New Work Order link. 

The Work Order – [New Work Order] window opens allowing you to generate a 
new work order. 

4. In the Basic Information pane, click the Work Flow drop-down arrow to 
access a list of the workflows created within your database. From the list, select 
the workflow.  

5. After selecting the workflow, the Order Number and the Due Date field become 
available. Depending on how your administrator has designed your work flow, 
the fields may auto-populate. However, if the fields are blank, complete the 
following fields: 

• Order Number – type an alphanumeric order number. This field may auto 
populate with a number generated by CAIRS if your administrators have 
setup auto-numbering.   

• Alt Order Number – type an alphanumeric alternate order number. 

• Due Date – this field may auto-populate with a date as determined by the 
Days to Completion field within the Work Flow Setup.  You can change the 
date and time by clicking on the field to type the due date and time.     

6. In addition, the Adjustable Fields, Other Fields, Portal Request, and Description 
panes become available.  

7. Within the Adjustable Fields pane, complete the following information 
(required fields are marked with an asterisk (*):  

• Site* – click the drop-down arrow to access a list and from the list, select 
the site. The site drop-down list displays the bottom-most site first. After 
the ~~ is the complete path to the site. Each site level is separated by a >. 
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• Building Name – click the drop-down arrow to access a list and from the 
list, select the building name. This is the physical location of where to 
install, move, or modify the component. 

• Switch Name – click the drop-down arrow to access a list and from the list, 
select the switch name associated with the new component(s). 

• Organization Name – click the drop-down arrow to access a list and from 
the list, select the name of the organization. The organization drop-down 
list displays the bottom-most organization first. After the ~~ the complete 
path to the selected organization displays. Each level of the organizational 
tree is separated by a >. Once you select an organization, the complete 
path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list and from the 
list, select the name of the subscriber associated with the new 
component(s). If you select a subscriber that is associated to an 
organization and/or a TCO, those fields with automatically populate with 
the associated information.  However, if you have previously selected an 
organization it will not overwrite your selection.   

• TCO – click the drop-down arrow to access a list of the TCO Groups 
within your database, from the list select the group to associate to the 
work order.  This field must be populated if you want your subscribers to 
see the TCO when viewing the work order through the Subscriber Portal.   

• Customer Code – click the drop-down arrow to access a list of the 
Customer Codes within your database, from the list select the code to 
associate to the work order.  

• Account Number – click the drop-down arrow to access a list and from the 
list select the account number for the new component(s). The list of 
accounts displays not only the account number but also the account type, 
one-time, recurring or call charges and organization.   

• Contact Name – type the name of the contact for this work order. 

• Contact Phone – type the telephone number for the contact for this work 
order.  

• Work Order Category – click the drop-down arrow to access a list and 
select the work order category. After the order creation, you can change 
the work order category, if necessary.  

• Order Misc 1 – 30 - use these fields to enter in any additional information 
regarding the work order.   

• Description – if your profile permissions allow you can type in a description 
for the work order here or in the Description pane.  This field may remain 
active and editable throughout the work order process.   
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• Portal Request – if the work order was requested via the portal, this is the 
description the user entered.  This field appears here as well as in its own 
pane because you can restrict editing based on profile.   

The Portal Request pane displays the information entered by the subscriber when they 
created the work order on the Subscriber Portal website.  

The Description pane allows the user to enter in a complete work order description and 
remains available as the Work Order moves through the workflow.  

The Portal Request and the Description field can be restricted to read only access 
based on profile.  When you right click on the Adjustable Fields pane, the customization 
menu pops up, scroll down and click on Customize.  In the Customize Display popup, 
select the profile that you are customizing, within the Column Properties pane click the 
Read Only column to insert a checkmark.  You can select multiple profiles within the 
‘Profiles to Update’ pane. Once saved the selected profiles will only be able to read the 
fields.  To learn more about Customizing, please see “Getting Started”. 

8. The Other Fields pane is read-only. This pane displays information regarding 
the status of the work order; the following information is displayed: 

• Created By - this field remains blank until you generate the work order at 
which time the field populates with your user name. Once you generate 
the work order, this field name changes to Created By. When anybody 
views the work order within your system, their user name displays in this 
field. 

• Open Date – auto-populates with the current date. When viewing the work 
order, this field displays the open date of the work order.   

• Close Date – remains blank until a user closes the work order at which 
time this field populates with the work order’s close or cancel date. 

• Current Status*– auto-populates to Open. When viewing the work order, 
this field displays the work order status. You may see one of the following 
statuses: 

o Open 

o Closed 

o On Hold 

o Reviewed 

o Cancelled 

o Complete  

o Not Active 

o Pending Sent Back 

• Current Time Frame * – displays the time frame number the work order 
is currently in.   
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• User Name & Last Opened By – this field remains blank until you 
generate the work order at which time the field populates with your user 
name. Once you generate the work order, this field name changes to 
Last Opened By. When anybody views the work order within your 
system, their user name displays in this field.  

• Last Activity Date & Last Opened – this field remains blank until you 
generate the work order, at which time the field populates with the 
current date and time. Once you generate the work order, this field name 
changes to Last Opened. When the work order is viewed or any changes 
are made, this field displays the date and time those actions were saved. 

• Hold Date – this field remains blank until you place the work order on 
hold, if applicable. Once you place the work order on hold, the date the 
hold is placed on the order displays in this box.  

9. The Portal Request pane populates with information submitted via the 
Subscriber Portal.  

10. Click the Description field to type a Work Order description. Within this field be 
as descriptive as possible as all users with access to the Work Order can view 
this field. You can access the field any time during the work order process. 

11. Once the required information is complete within the upper pane, click the 
Create New Order button. The order is created and the workflow, order 
number and due date are grayed out. The open date, last opened by and last 
opened fields are completed with the appropriate information.  

12. To exit the work order, click on the Save & Close button within the Actions 
ribbon group.  If you access rights permit you may be able to continue working 
with the work order. To learn what to do now, see the ‘It’s Created, What 
Happens Now?’ section.  

It’s Created, What Happens Now? 

You have created the work order now what?  Well, the rest of the work order process 
greatly depends on your access rights.  With that in mind we will explain everything like 
you are an administrator and have access to everything.   

Once the order is created it is sent into the first time frame, you will see that the time 
frame is available within the Work Flow pane. Depending on how your work flows have 
been built each time frame can consist of data components and/or custom fields.  When 
a time frame is associated to a data component that particular button becomes available 
within the ribbon.  There are essentially two options when dealing with components, you 
can either add a new component or adding an existing component.   

Adding a New Component 

As we just talked about, you created your order and your data component is available, 
to add a new component (meaning the device does not already exist in your database) 
complete the following steps: 
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1. There are two ways to add a new component:  

• Click the upper portion of the data components button 

•    Click the lower portion of the button to access a drop-down list. From the 
list, select Add. 

2. With either search or add the General component window opens. Complete the 
required fields (the fields marked with an asterisk (*) for the data component. 
Within the Actions ribbon group, click the Save & Close button to return to the 
work order.  

3. Back at the work order screen, the complete data component displays in the 
lower right hand pane.  

 

4. Every time you complete a new component, a new tab displays behind the first 
with the name of the component, if you add two of the same data component 
types, a new column displays within the tab. For example, if you are adding two 
set devices, there will be two columns within the Set Device tab.  

5. Once you have completed your work within the work center and you are ready 
to send the order on, click the Complete Work Center button within the Work 
Order Info pane.  

6. The work order moves to the next center. Notice that a complete checkbox now 
displays directly above completed work centers.  



Orders/Troubles 

CAIRS User Guide 211 

                  

7. Once the work order has moved through all the centers, the last work center 
can close the order.  

8. To close the order, click the Complete Work Center button. A message displays 
saying ‘That was the last work center, do you want to close this work order 
too?’ Click Yes to continue or No to cancel. 

9. The work order window closes and you are returned to the Orders list.  

Adding an Existing Component  

As we just talked about, you created your order and your data component is available, 
to add an existing component (meaning the device already exist in your database) 
complete the following steps: 

1. To add an existing device, click on the lower portion of the data component 
button to access a menu, from the menu select ‘Search Existing…’  

! The Set Device button has two additional search options: Search for Existing 

Primary Devices (displays a list of the primary button information for all set devices) 
and Search Existing Devices (displays a list of all telephone numbers associated to a 
set device and their button number).  

2. The Component Search pop-up opens. There are two ways to populate the 
information within the list: 
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• Within the search box, type the name, number, or portion of the name or 
number and then click the magnifying glass. 

• Click the Show All button. 

3. When you have located the component, double-click the row. A message box 
displays verifying that you have added the component to the order and asks if 
you want to add another. To add another component, click Yes within the box. 
To return to the work order, click No. 

! If you add an existing component to the work order before you complete any fields 

within the Adjustable Fields pane, CAIRS will auto-populate those fields that appear in 
both areas.   

4. The search window closes and you are back at the work order.  

5. Within the lower right-hand corner, the associated components populate within 
the tabs. Each different component displays as a new tab. If you add more than 
one component of the same type, each component displays as a separate 
column within the tab.  

6. To access the device that you have just associated to the work order, double 
click anywhere on the tab within the Components pane.  The device window 
opens, if you make any changes to the device be sure to click the Save & Close 
button before returning to the work order.   

7. Once you have completed your work within the work center and you are ready 
to send the order on, click the Complete Work Center button within the Work 
Order Info pane.  

8. The work order moves to the next center. Notice that a complete checkbox now 
displays directly above completed work centers.  
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9. Once the work order has moved through all the centers, the last work center 
can close the order.  

10. To close the order, click the Complete Work Center button. A message displays 
saying ‘That was the last work center, do you want to close this work order 
too?’ Click Yes to continue or No to cancel. 

11. The work order window closes and you are returned to the Orders list.  

Associating Equipment and/or Services to a Work Order 

At times, there is a need to associate equipment or a service directly to a work order. 
Equipment or Services can only be added after you have created the work order.   

When you create the Work Order, you can associate an Account Number within the 
Adjustable Fields pane. This is the account number CAIRS uses to bill the equipment 
and service charges to, this will only pertain to the work order. At any time during the 
work order process, you can add an account number to the work order by clicking on 
the drop-down arrow in the account number field within the Adjustable Fields pane.  

Since adding, modifying, deleting and viewing equipment and services is the same 
throughout CAIRS, we have consolidated the process into one section on the manual.  
Please see Common Elements – Equipment & Services to learn how to more.   

Work Notes 

Before you started adding notes it is a good idea to add some note categories.  These 
categories help to group the notes based on a common element.  For example, Update 



Orders/Troubles 

214 CAIRS User Guide 

Ticket, Remove Component, etc.  To learn more about adding note categories, please 
see Common Elements → Managing Note Categories.   

Since the process to adding, modifying, deleting and viewing notes is the same 
throughout CAIRS, we have consolidated the process into one section on the manual.  
Please see Common Elements → Notes to learn more.   

Closing the Work Order 

Once all of the work centers have been completed in each time frame, you can close 
the work order.  When you are at the last work center and click on the ‘Complete Work 
Center’ button, you will get the following message: 

 

Click Yes to continue closing the order or No to cancel.  Once you click yes, the work 
order is closed and you can view the complete order in ‘Order History’. 

Show Ribbon Group 
Within the Show ribbon group, the Order and Order Log buttons allow you to manipulate 
how you view the work order information. As well as viewing the history of actions 
performed on the work order. 

Order Log  

The log provides you with a location to view the activity that occurred on the work order. 
It provides such information as the action, user name, status, etc.  

Viewing a Work Order’s Activity 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders. 

3. The list of open work order populates. 

4. Within the list, double-click the order to access. 

5. Within the Show ribbon group, click the Order Log button. The log shows 
every action completed on the work order.  

6. Within the Order Log, the following information is displayed:  

• SrcCode • Activity 
Date 

• Activity 
Note 
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• User 
Name 

• Order 
Status 

• Work 
Center 
Name 

• Work 
Center 
Status 

• Compone
nt Name 

7. To return to the work order, within the Show ribbon group, click the Order button. 

Contact Info 

The Contact Info button becomes available after you have created the work order.  The 
details within the button relate the Subscriber and the TCO that you selected within the 
Adjustable Fields pane of the work order.  There are two panes of information.  The pane 
on the left-hand side relates to the Subscriber that you associated to the work order.  The 
pane of the right displays the details for the TCO(s) that are related to the subscriber that 
you associated to the work order.  This information is read only.   

Packages 

Work Orders submitted through Subscriber Portal work a little differently than the standard 
work order. Each type of work order your administrator(s) allows subscribers to request, 
combine to form a configuration package. Each configuration package includes the 
following information: 

• Work Order Type – indicates whether the package is for a set device, circuit, cell 
phone, authorization code or general task 

• Work Order Action – indicates what type of action the subscriber is requesting 
either add, modify, or delete 

• Work Flow Name – indicates the associated work flow within CAIRS 

• Approval Requirements – indicates if the request requires approval from a TCO 
and/or Resource Manager 

• Sites and/or Organizations – indicates what site and/or organization can submit 
the request. 

• Related Equipment and/or Services – indicates the necessary equipment and/or 
services related to the request and the associated cost. 

Once a subscriber has submitted the request and the request is approved the information is 
sent to the work order system and into the first work center. You will notice that the Portal 
Request pane and the Portal ribbon group become available. The Portal Request pane 
displays the work request description that the subscriber entered into the website. The 
Packages button, within the Portal ribbon group, allows you to view the complete package 
details submitted by the subscriber. There are two panes of information, the upper pane 
displays the package details, such information as Package Name, Package Type, Approval 
Status, Request Notes, etc.  The lower pane displays any Package Fields, these are 
custom fields that are related to the configuration package.   
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History 

History provides the user with a timeline of the actions completed on the work order. To 
learn more please see Common Elements → History.  

Launch Ribbon Group 
The Launch ribbon group allows you to create sub work orders associated to a general 
work or work order package.  Within this ribbon group, you can perform certain functions on 
the group of orders, such as, put on hold, release from hold, cancel, etc.   

This button only becomes available for General Work Orders.   

Please refer to the General Work Orders section to learn more about how this ribbon group 
functions.    

Data Components Ribbon Group 
When you enter a work center, there will be one or more data components (as assigned by 
your CAIRS administrator) ready for completion. Each of the data components allows you 
to manipulate a particular item within your database. The available components differ 
depending on the type of work order, work center needs, and user privileges. The following 
data components are available: 

• Subscriber – allows you to add, delete, and modify a database subscriber. 

• Authorization Code – allows you to add, delete, and modify authorization codes. 

• Circuit – allows you to add, delete, and modify a main circuit and circuit segments. 

• Land Radio – allows you to add, modify and delete in your wireless communication 
devices such as walkie-talkie 

• Account – allows you to associate accounting/billing information to a set device, 
circuit, or subscriber. 

• General Task – allows you to manage work order and/or trouble tickets tasks. 

• Cell Phone – allows you to add, delete, and modify cell phones. 

• Set Device – allows you to add, delete, and modify an analog, digital, and IP set into 
the database. 

• AS5300 Sets - allows you to add, delete, and modify sets associated to your 
AS5300 

• Cisco Sets – allows you to add, delete and modify sets associated to your Cisco 
switches 

• Set Device (EWSD) – allows those with an EWSD Switch to add, delete, and modify 
sets. 

When you click the components button, CAIRS opens the general screen for that 
component. Once the component is open, complete the necessary fields, required fields 
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must be completed before the work order can move to the next work center. All configured 
components displays within the Configured Components pane in the lower right hand 
corner of the work order screen.  

Each of the Data Component buttons is segmented (depending on your screen size the 
button may not be segmented but may only contain a drop-down arrow); when you click the 
lower portion of the button a drop-down list displays. For each component there is a search 
option, this allows you to search for an existing component to associate to the work order. 
The Set Device button has two search options: 

• Search for Existing Primary Devices – displays a list of the primary button 
information for all set devices 

• Search Existing Devices – displays a list of all telephone numbers associated to a 
set device and their button number 

Adding a New Data Component 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number.   

5. A work order window opens.  

6. Within the Data Components ribbon group, click an available button of the 
component to add to the work order.  

7. The General – Component window opens.   

8. Complete the required fields, and click the Save & Close button within the Actions 
ribbon group, to return to the order. 

9. Within the lower right hand corner, the configured components populate with tabs. 
Each different component displays as a new tab. If you add more than one 
component of the same type, each component displays as a separate column within 
the tab.  

10. If you are completing the work center (if all the required fields for the component are 
complete) and you are ready to send the work order to the next center, click the 
Complete Work Center button, within the Work Order Info pane.  

11. If you are still working within the work center, click the Save (save and stay) button 
or the Save & Close (save and exit) button within the Actions ribbon group. 
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Searching for Existing Data Components 

Each of the Data Component buttons is segmented (depending on your screen size the 
button may not be segmented but may only contain a drop-down arrow) when you click the 
lower portion of the button a drop-down list displays. For each component there is a search 
option, this allows you to search for an existing component to associate to the work order. 
The Set Device button has two search options: 

• Search for Existing Primary Devices – displays a list of the primary button 
information for all set devices 

• Search Existing Devices – displays a list of all telephone numbers associated to a 
set device and their button number 

Complete the following to search for an existing component: 

1. Click the Orders/Troubles menu 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.  

5. Within the Data Components ribbon group, click the arrow to access a drop-down 
menu. From the menu, select the Search option.  

6. The Component Search pop-up opens. There are two ways to populate the 
information within the list: 

• Within the search box, type the name, number, or portion of the name or 
number and then click the magnifying glass. 

• Click the Show All button. 

7. When you have located the component, double-click the row. A message box 
displays verifying that you have added the component to the order and asks if you 
want to add another. To add another component, click Yes within the box. To add 
only one component and return to the work order, click No 

! If the component you have selected is already attached to a work order or trouble ticket 

you will get a notification like the one below.  You can decide if you still want to attach the 
component, by clicking Yes, you are attaching the component to this work order. Click No 
to return to the Component Search box without attaching the componet to the work order.   
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8. After you click No and after adding one or more components, the search window 
closes and you are back at the work order.  

9. Within the lower right-hand corner, the configured components populate with tabs. 
Each different component displays as a new tab. If you add more than one 
component of the same type, each component displays as a separate column within 
the tab.  

10. If you are completing the work center (if all the required fields for the component are 
complete) and you are ready to send the work order to the next center, click the 
Complete Work Center button, within the Work Order Info pane.  

11. If you are still working within the work center, click the Save (save and stay) button 
or the Save & Close (save and exit) button within the Actions ribbon group 

Dropping a Component 

Often times you may need to remove a configured component from a work order without 
having to delete the entire order. From the drop-down menu for each data component there 
is a drop option. This option allows you to drop any configured component from the work 
order.  Keep in mind this only drops the information from the work order, so if you have 
saved the component, it remains within the database.  

! It is important to remember that when you drop a component from a work order you are 

simply removing the association to the order. Since you have previously saved the 
information for the component, it remains within the database. If you truly want to remove 
the component from your database, you will need to delete the component.  

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.   

5. Within the Data Components ribbon group, click the arrow of the component that 
you want to drop to access a drop-down menu.  

6. From the menu, select the Drop option. 

7. A window with the configured components for the work order opens. Within the list, 
highlight the component to remove from the work order.  

8. Within the upper right hand corner of the window, click Drop Selected Component. 
Be aware, there is no undo button; once you click the button, you completely remove 
the component from the work order. 

9. The component is removed and no longer displays in the lower right hand pane of 
the work order.  

10. If you are completing the work center (if all the required fields for the component are 
complete) and you are ready to send the work order to the next center, click the 
Complete Work Center button, within the Work Order Info pane.  

11. If you are still working within the work center, click the Save (save and stay) button 
or the Save & Close (save and exit) button within the Actions ribbon group. 

 

Order Actions Ribbon Group 
Within the Order Actions ribbon group, you can perform several different actions to the 
work order. For example, you can send a work order to a particular person within the next 
work center.  

Send To  

The Sent To action allows you to send a work order to a person who has access to the next 
work center. In the example below, the work order is currently in the Work Center: 
Directory, you can send this work order to a specific person in either the Work Center: 
Inside Plant or Work Center: QA. When a work order is sent to you, you can view those 
orders through Orders →My Work Center Orders.  

Sending a Work Order to a User 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.   

5. Within the Order Actions ribbon group, click the Send To button. A drop-down field 
displays displaying the next work center(s) within the workflow. 

6. Mouse over the top of a work center name, a list of users with access to the next 
work center displays. From the list, select the name of the person to send the work 
order to, you will see the first name, last name and user name display. 

7. A message box displays allowing you to the reason you are sending the work order 
on to the particular user. Once the message is complete, click the Ok button. 

8. In order for the action to be processed, you need to complete the work center. Make 
sure all required fields for the associated data components are complete and click 
the Complete Work Center button within the Work Order Info pane.  

9. If you have access to the next work center, the order remains open. Within the 
Actions ribbon group, click the Save & Close (save and exit) button to return to the 
work order list.  

Viewing a Work Order Sent to You 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then My Work Center Orders.  

3. Depending on the number of orders assigned to you, the list may not populate right 
away.  To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The My Orders list populates with a list of work orders that another user sent to you.  

5. To access the work order, double-click the order number. The Work Order window 
opens.  

Directly below the ribbon is a yellow line. Within the line, notice that your user name 
displays in the attn field and the reason for sending the work order to you displays in 
the note field.  

Send Back (Rejecting) 

When a person in a previous work center is missing or enters in incorrect information, you 
can send the work order back or reject it to a particular work center. By sending a work 
order back, you are making that work order go through all the previous work centers. For 
example, if you send a work order back to the first work center, it will have to go through all 
work centers again before the work order is closed.   

Sending a Work Order Back to a Work Center 

1. Click the Orders/Troubles menu. 
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2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate, there are two ways to populate the list: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.   

5. Within the Order Actions ribbon group, click the Send Back button. A drop-down 
field displays displaying the previous work center(s) within the workflow. 

6. Mouse over the top of a work center name. A list of users with access to the work 
center displays. From the list, select the name of the person to send the work order 
back to, you will see the first name, last name and user name display. 

7. A message box displays allowing you to type the reason you are sending the work 
order back to the user, once the message is complete, click the OK button. 

8. The work order saves and closes and you are returned to the Orders list.   

Assign To 

The Assign To option allows you to assign this work order to a person who has access to 
the current work center. Once you assign it to the person, they can view the work orders 
assigned to them through Orders →Orders Assigned to Me.  

Assigning a Work Order 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.    

5. Within the Order Actions ribbon group, click the Assign To button. A drop-down 
field displays displaying the current work center within the workflow. 

6.  Mouse over the top of a work center name, a list of users with access to the work 
center displays. From the list, select the name of the person to assign the work order 
to, you will see the first name, last name and user name display. 

7. A message box displays allowing you to type any key issues regarding the work 
order. Once the message is complete, click the OK button. 
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8. The work order window remains open; to complete the process, click the Save & 
Close button within the Actions ribbon group.  

Viewing a Work Order Assigned to You 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then Orders Assigned to Me.  

3. Depending on the number of orders assigned to you, the list may not populate right 
away. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The My Orders list populates with a list of work orders that another user sent directly 
to you.  

5. To access the work order, double-click the order number. The Work Order window 
opens.  

Directly below the ribbon is a yellow line. Within the line, notice that your user name 
displays in the attn field and the reason for sending the work order to you displays in 
the note field.  

Put On Hold and Remove From Hold 

You may need to place a work order on hold for various reasons. When you hold a work 
order, the work order will not affect any due dates that you have in place. Once you put a 
work order on hold, the order is moved from the Active Work Orders list and placed in the 
Held Orders list.   

Holding a Work Order 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.    

5. Within the Order Actions ribbon group, click the Put On Hold button.  

6. A message box displays allowing you to enter a reason why the work order is going 
on hold. Type the reason and click the OK button. The work order window closes. 

7. To view a list of work orders currently on hold, click Orders and then Held Orders. 
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Viewing a Held Order 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then Held Orders.  

3. Depending on the number of orders assigned to you, the list may not populate right 
away. To populate the list, do one of the following:  

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Held Orders list populates with a list of work orders on hold.  

5. To access the work order, double-click the order number. The Work Order window 
opens.  

Directly below the ribbon is a yellow line, within the line, notice that the status has 
changed to OnHold with the reason the work order is on hold. Once you remove the 
work order from hold, the status changes to Open.  

Releasing a Held Work Order 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then Held Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.    

5. Within the Order Actions ribbon group, click the Remove From Hold button.  

6. A message box displays to allow you to enter a reason for removing the hold, 
entering a reason is optional. Type the reason and click the OK button.  

The work order opens to the work center that was open when the order was held.  

7. Within the Actions ribbon group, click the Save (save and stay) button to continue 
working with the order or click the Save & Close (save and exit) button to return to 
the Work Order list.  

Cancel Order  

You can cancel a work order at any time during the work flow. However, if you have 
components associated to the work order, they remain in your database. In order to change 
or remove the configured components you must access them through menu item.   
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Cancelling a Work Order 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.   

5. Within the Order Actions ribbon group, click the Cancel Order button.  

If you have configured components for the work order, a message box displays 
informing you that cancelling the work order will not change the status of the 
configured components. Even if you cancel the work order, the configured 
components remain in your database.  

6. Within the box, click Yes to continue cancelling the work order or No to return to the 
work order, remove the configured component, and then cancel the work order.  

7. Once you click Yes, a text box displays allowing you to enter in a reason for 
cancelling. Type the reason and click the OK button. 

8. To view the cancelled work order, click Orders then Order History. 

Optional Work Centers 

When your administrator creates your workflows, they can designate certain work centers 
as optional for that workflow. With the Optional Work Centers button, within the Order 
Actions ribbon group, you can add work centers into the work flow.  

Viewing the Optional Work Centers 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens. 

5. Within the Order Actions ribbon group, click the Optional Work Centers button.  

A list of the optional work centers displays below the button.  
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Adding the Optional Work Centers into an Open Order 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens. 

5. Within the Order Actions ribbon group, click the Optional Work Centers button.  

6. A box opens with a list of all the optional work centers. Within the box, click on the 
box next to each work center that you want add into the work order.  

    

7. Once they are selected, click on the Activate Selected Centers button in the lower 
right-hand corner of the box.  Alternatively, click on the Cancel Changes button to 
not add any optional work centers into the work flow.   

8. The work centers are added, you can view them within the Work Flow pane.   

9. Within the Actions ribbon group, click the Save (save and stay) button to continue 
working with the order or click the Save & Close (save and exit) button to return to 
the Work Order list.  

Removing a Work Center 

You can remove any work center from a work order. This allows your site to create one 
work order for all actions that you can perform within your database. For example, you can 
create one work flow that can be used to add, move, change, and delete a set device. With 
the ability to remove a work center from a work flow, you can manipulate the work flow as it 
progresses from start to finish.   

1. Click the Orders/Troubles menu. 
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2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number.   

5. Within the Work Flow pane, right click the work center to remove from the work flow, 
a pop-up opens, within the pop-up, click the Remove Work Center selection.  

! In order for a work center to be removed from the work flow, your CAIRS administrator 

must designate the work center as optional within the work flow. To learn more about the 
creating work flows see System Admin →Work Flows. 

6. A message box opens verifying that you really want to remove the work center from 
the work flow. Click Yes to continue or No to cancel the operation.  

7. Within the Actions ribbon group, click the Save (save and stay) button to continue 
working with the order or click the Save & Close (save and exit) button to return to 
the work order list.  

Switching a WO to a TT 

You can switch a work order to a trouble ticket by clicking the Switch to Work Order 
button, this does not change the work flow it simply moves the order from the work order 
section to the trouble ticket section. There is a button in Trouble Tickets that allow you to 
move the order back into work orders.   

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.    

5. Within the Order Actions ribbon group, click the Switch to Trouble Ticket button. 

6. Once clicked the work order window closes and you are returned to the Orders list.   

! Remember that this does not change the work order or work centers for the Order, it 

simply moves the order to the Troubles list.  You still have to complete the requirements for 
the initial work flow selected.   
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7. To view the order just switched, click Troubles → All Active Troubles. 

Custom Reporting 
The Custom Reporting ribbon group allows you to print the work order information on a 
form designed by you.  The form is created by your CAIRS administrators within System 
Admin → Custom Report Templates.  When you click the Custom Report button, a 
selection box opens allowing you to select the report template to print with the work order 
information.   

Generating a Custom Report 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A work order window opens.  

5. Within the Reporting ribbon group, click the Custom Report button.  The Select 
Report Template window opens, within the list find the template to use, click on the 
name to highlight.   

6. Within the lower portion of the window, click the Generate Report button.   

7. The report opens in the appropriate program allowing you to save, print or send.   

 

Attach Ribbon Group 
Before you can attach files to a work order, your CAIRS administrator must determine the 
allowable file types and size.  Please contact your CAIRS administrator if you are unable to 
attach files.  

There are two different types of files that you can attach to a record, the first button allows 
you to attach a regular file. These files follow the record and other users are able to see 
them. Although, this is convenient, if changes need to be made to the file, the file will have 
to be saved and then re-attached. 

The second file attachment type allows you to attach a link to a file that is in a shared 
location.  The benefit of this file attachment is that when changes are made to the file there 
is no need to reattach the file.  The disadvantage is that all CAIRS users have to have 
access to the shared file location. 
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Since the process to add, modify, delete and view file attachments is the same throughout 
CAIRS, we have consolidated the process into one section on the manual.  Please see 
Common Elements → File Attachments to learn more.   

Viewing a Work Order 
Within the Navigation pane, there are five different choices on how to view all work orders. 
You can view open, closed and/or cancelled work orders within your database. The five 
available options are: 

• My Work Center Orders – provides a list of work orders currently assigned into a 
work center that you have permission to view. 

• Orders Assigned to Me – provides a list of work orders assigned or sent to you by 
another user. 

• Order Created By Me – provides a list of the work orders that you created. 

• Held Orders – provides a list of work orders currently on hold. 

• All Active Orders – provides a list of all open work orders 

• Order History – provides a list of cancelled or completed work orders 

Each of the selections displays information regarding the work order. When you right click 
any column, you can change the amount of information within the line display. You can also 
change the order of the columns, click and hold on the column header and drag and drop it 
to the new location within the line display (when you click and hold two red arrows displays 
so you now where you are in the line display).  

My Work Center Orders  

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then My Work Center Orders. 

3. A list of the work orders currently in a work center that you can access populates. If 
you have a large number of work orders, the list may not populate. To populate the 
list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the work order within the list and double-click it to open the work order details 
window. 

Orders Assigned to You 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then Orders Assigned to Me. 
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3. A list of work orders assigned to you (or sent to you by another user) populates. If 
you have a large number of work orders, the list may not populate. To populate the 
list, type any portion of the record in the search box, then click the magnifying glass. 

4. Click the Show All button. Find the work order within the list and double-click it to 
open the work order details window. 

Orders Created By You 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then Orders Created By Me. 

3. A list of work orders that you created populates. If you have a large number of work 
orders, the list may not populate. To populate the list, type any portion of the record 
in the search box, then click the magnifying glass. 

4. Click the Show All button. Find the work order within the list and double-click it to 
open the work order details window. 

Held Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then Held Orders. 

3. A list of work orders on hold populates. If you have a large number of work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the work order within the list and double-click it to open the work order details 
window. 

Viewing all Work Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Orders. 

3. A list of all the open work orders populates. If you have a large number of work 
orders, the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the work order within the list and double-click it to open the work order details 
window. 

Viewing Closed or Cancelled Work Orders 

1. Click the Orders/Troubles menu. 
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2. Within the Navigation pane, click Orders and then Order History. 

3. A list of closed or cancelled work orders populates. If you have a large number of 
work orders, the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

The Current Status column displays whether the work order was completed or 
cancelled. 

4. Find the work order within the list and double-click it to open the work order details 
window. 

Order History 
Within Order History, you can view all work orders that have been completed or cancelled 
within your database.  The list provides some basic work order information, it is important to 
pay close attention to the Status column, this will tell you whether the work order was 
completed or cancelled.   

By double clicking on any work order, you can view the complete work order.  This is read 
only information; however, you export the information or create a custom report.    

Reopening 
Often times, a work order may be closed before the work is completed. In this case, you 
can reopen the work order, instead of creating a new one. When you access the work order 
within History, the button used to create and complete the work center is now used to 
reopen the Work Order.  

Reopening a Work Order 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then Order History. 

3. A list of closed or cancelled work orders populates. If you have a large number of 
work orders, the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the order within the list and double-click it to open the work order details 
window. 

5. Within the Work Order Info pane, click the Reopen Work Order button to change 
the order status to Active. 

The order opens to the last Work Center and Time Frame. 
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You can send the Work Order to a previous work center and time frame by using the 
Send Back button within the Order Actions ribbon group.  

6. Click the Save button, to save and stay or the Save & Close button to return to the 
Orders list. 

The Work Order now displays within the All Active Orders list.  
 

General Orders 
General Orders allows you to create a main work order and assign sub work orders.  This 
is similar to the process used in Subscriber Portal, in that you select a package type and 
action and then you determine the number of orders to create.   

Before you can create any general orders, you need to create your Configuration 
Packages. These packages determine what component and type of action you want to 
perform, for example, install new analog set, delete circuit, etc. Your CAIRS administrator 
creates your configuration packages within System Admin.   

Your administrator also needs to determine whether you can close a general order if your 
have sub work orders still open.  If your administrator has set the Don’t Close General 
Orders until Sub-Order are Closed setting to true, the system prevents you from closing the 
general until all subs are closed.  If the setting is set to false, you will be able to close the 
general with subs still open. 

Understanding the General Order Screen 

There are six panes of information when you view the general order screen.  The first pane, 
General Order Information, displays basic order information, this includes such items as 
site, building name, switch name, TCO, project open and close date, etc.  Some of the 
information from this pane will carry over into each of the sub-orders associated to the 
general order.   

The second pane, Sub-Orders/Packages displays a list of the sub-order associated to the 
general order.  There are several selections at the top of the pane that allow you to view 
different pieces of information associated to the sub-orders.  The first selection, Toggle 
Selection, allows you to quickly place a checkmark in the Selected column or to remove the 
checkmark.  The Show dropdown box allows you to view the sub-orders and their status, 
the following selections are available: 

• All Orders 

• All Active Orders 

• Orders on Hold 

• Closed Orders 

• Cancelled Orders 
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The Selected Sub-Order Package Fields pane, displays the additional request fields 
completed by the Subscriber when they submitted the request via Subscriber Portal.  This 
is read only information.   

The General Description and General Notes pane allows you to enter in specific details for 
the general work order.  These field will carry over into any sub work orders.  When they 
carry over, they will combine into the Work Order Description field.   

The Additional Notes pane allows you to associate notes to the general order.  These notes 
are specific to the general order and will not carry over to any sub work orders.   

General Order Wizard 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active General Orders 

3. There are two ways to access the wizard: 

• Within the toolbar directly above the Navigation pane, click on the New 
General Order Wizard link. 

• Within the Actions pane, click the New General Order Wizard link. 

4. With either option the New Order Wizard opens.  The first window allows you to 
enter in basic request information, complete the following information (required fields 
are marked with an asterisk (*)): 

• General Order Number – type an alphanumeric order number. 

• Site - click the drop-down arrow to access a list and from the list, select the site. 
The site drop-down list displays two columns the Site column show the bottom-
most site. The Path column displays the complete path to the site. Each site 
level is separated by a >. 

• Description – type in the description of the work order, please keep in mind that 
this description is attached to each sub work order, once in the general order 
this field also populates into the General Description pane and vice versa.  If 
there are more than one line of information, hoover over the field to view the 
complete description.  

• Created By – click the drop-down arrow to access a list of CAIRS users, from 
the list select your user name.   

• Building Name - click the drop-down arrow to access a list and from the list, 
select the building name. This is the physical location of where to install, move, 
or modify the component. 

• Switch Name – click the drop-down arrow to access a list and from the list, 
select the switch name associated with the new component(s). 

• Organization Name – click the drop-down arrow to access a list and from the 
list, select the name of the organization. The organization drop-down list 
displays the bottom-most organization first. After the ~~ the complete path to 
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the selected organization displays. Each level of the organizational tree is 
separated by a >. Once you select an organization, the complete path 
populates within the field. 

• Subscriber Name – click the drop-down arrow to access a list and from the list, 
select the name of the subscriber associated with the new component(s). 

• TCO – click on the drop-down to access a list and from the list, select the TCO 
related to the orders.  There are two columns of information within the list, the 
TCO Name and the Job Description.   

• Account Number – click the drop-down arrow to access a list and from the list 
select the account number for the new component(s). The list of accounts 
displays not only the account number but also the account type, one-time, 
recurring or call charges and organization.   

• Alternate Project Name – type the alternate name for the project, if applicable.  

• Contact Name – type the name of the contact for this work order. 

• Contact Phone – type the telephone number for the contact for this work order. 

• Notes - use this field for any additional information you would like to attach to 
the work orders.  Once in the general order this field will also populate in the 
General Notes pane and vice versa.  If there are more than one line of 
information, hoover over the field to view the complete description. 

When the sub work orders are created the Description and Notes field combine and display 
in the Description pane.   

• Project Open Date – this field auto-populates with today’s date. To change the 
date click the field to access a drop-down arrow, once clicked a calendar 
appears, from the calendar select the date to initiate the work orders. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Project Close Date – this field allows you to enter a date to close the general 
order. 

• Package Name – type the package name 

• Package Action – type the package action 

• Package Type – type the package type 

• General Order Miscellaneous 1 – 10 – use these fields for any other information 
you want associated with the work order and sub orders.   

• General Order Date 1 – 5 – use these date fields related information that you 
want to track for the work order and sub orders. 

5. Once you have completed the fields, click the Next button in the lower right-hand 
corner of the wizard. 
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6. The next step in the process is to pick the package action and type.  Within the 
Package Type field, click on the dropdown arrow to access a list of packages, select 
one of the following: 

• Set Device 

• Circuit 

• Authorization Code 

• Cell Phone 

• General Task 

7. Once you selected your package type, there are three actions you can perform for 
each of the package types:   

• New Service 

• Change Existing Service  

• Disconnect Service 

8. When you choose New Service the only option you have is to click on the Next 
button and continue with the Wizard. 

9. However, if you choose change or disconnect, you will have to select an existing 
devise before you can continue.  The lower pane will automatically populate with the 
devices that are associated to the package type when you select either the change 
or disconnect actions.   The list that populates is site specific, so only the devices 
assigned to your chosen site appear within the list.   

10. You can either scroll through the list or perform a search for the device by typing a 
portion of the record or the entire record into the textbox and click on the magnifying 
glass.  Once the list populates, highlight the device and click the next button.   

11. Next, you determine which package is needed for this work order.  Again, these 
packages are created by your CAIRS administrator in System Admin -> Subscriber 
Portal Settings -> Configuration Packages.  By clicking on the plus sign (+) next to 
the package name, you can view the equipment or services associated to the 
package.   

12. Within the list, find the correct package, in the Quantity to Create column type the 
number of the sub-orders you want to create.  You can add multiple type of 
packages to one general order, just put a number in the quantity to create field. 

13. Click the Next button to continue.  

14. The next screen allows you to add any additional request notes to the work order. 
Once you have completed your note, click on the Next button to continue. 

15. The final screen completes the wizard.  Within the lower right hand corner, click on 
the Finish button.   
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Creating a General Order (without the Wizard) 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active General Orders 

3. Within the Actions pane, click the Add General Order link 

4. The General Order window opens 

5. Within the General Order Information pane, complete the following information 
(required fields are marked with an asterisk (*)): 

• General Order Number * – type an alphanumeric order number. 

• Site * - click the drop-down arrow to access a list and from the list, select the 
site. The site drop-down list displays two columns the Site column show the 
bottom-most site. The Path column displays the complete path to the site. 
Each site level is separated by a >. 

• Description – type in the description of the work order, please keep in mind 
that this description is attached to each sub work order, once you click off 
the field the information will also populate in the General Description pane 
and vice versa.  If there are more than one line of information, hoover over 
the field to view the complete description.  

• Created By – click the drop-down arrow to access a list of CAIRS users, 
from the list select your user name.   

• Building Name - click the drop-down arrow to access a list and from the list, 
select the building name. This is the physical location of where to install, 
move, or modify the component. 

• Switch Name – click the drop-down arrow to access a list and from the list, 
select the switch name associated with the new component(s). 

• Organization Name – click the drop-down arrow to access a list and from 
the list, select the name of the organization. The organization drop-down list 
displays the bottom-most organization first. After the ~~ the complete path 
to the selected organization displays. Each level of the organizational tree is 
separated by a >. Once you select an organization, the complete path 
populates within the field. 

• Subscriber Name – click the drop-down arrow to access a list and from the 
list, select the name of the subscriber associated with the new 
component(s). 

• TCO – click on the drop-down to access a list and from the list, select the 
TCO related to the orders.  There are two columns of information within the 
list, the TCO Name and the Job Description.   

• Account Number – click the drop-down arrow to access a list and from the 
list select the account number for the new component(s). The list of 
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accounts displays not only the account number but also the account type, 
one-time, recurring or call charges and organization.   

• Alternate Project Name – type the alternate name for the project, if 
applicable.  

• Contact Name – type the name of the contact for this work order. 

• Contact Phone – type the telephone number for the contact for this work 
order. 

• Notes - use this field for any additional information you would like to attach 
to the work orders. Once you click off the field the information will also 
populate in the General Notes pane and vice versa.  If there are more than 
one line of information, hoover over the field to view the complete 
description. 

When the sub work orders are created the Description and Notes field combine and display 
in the Description pane.   

• Project Open Date – this field auto-populates with today’s date. To change 
the date click the field to access a drop-down arrow, once clicked a 
calendar appears, from the calendar select the date to initiate the work 
orders. To change the month and year click the right or left arrow, and 
once at the appropriate month and year, click the number to select the 
date. The date populates in the box. 

• Project Close Date – this field allows you to enter a date to close the 
general order.   

• Package Name – type the package name 

• Package Action – type the package action 

• Package Type – type the package type 

• General Order Miscellaneous 1 – 10 – use these fields for any other 
information you want associated with the work order and sub orders.   

• General Order Date 1 – 5 – use these date fields related information that 
you want to track for the work order and sub orders. 

6. Before you can continue, you need to save your progress, within the Actions ribbon 
group click the Save button.   

7. Within the Sub-Order Actions, click on the Create Orders button.  The wizard opens 
to allow you to add the appropriate sub orders, the first step in the process is to pick 
the package action and type.  Within the Package Type field, click on the dropdown 
arrow to access a list of package, select one of the following: 

• Set Device 

• Circuit 

• Authorization Code 
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• Cell Phone 

• General Task 

8. Once you selected your package type, there are three actions you can perform for 
each of the package types:   

• New Service 

• Change Existing Service  

• Disconnect Service 

9. When you choose New Service the only option you have is to click on the Next 
button and continue with the Wizard. 

10. However, if you choose change or disconnect, you will have to select an existing 
devise before you can continue.  The lower pane will automatically populate with the 
devices that are associated to the package type (set device, circuit, cell phone, auth 
code, etc.) when you select either the change or disconnect actions.   The list that 
populates is site specific, so only the devices assigned to your chosen site appear 
within the list.   

11. You can either scroll through the list or perform a search for the device by typing a 
portion of the record or the entire record into the textbox and click on the magnifying 
glass.  Once the list populates, highlight the device and click the next button.   

12. Next, you determine which package is needed for this work order.  Again, these 
packages are created by your CAIRS administrator in System Admin -> Subscriber 
Portal Settings -> Configuration Packages.  By clicking on the plus sign (+) next to 
the package name, you can view the equipment or services associated to the 
package.   

13. Within the list, find the correct package, in the Quantity to Create column type the 
number of the sub-orders you want to create.  You can add multiple type of 
packages to one general order, just put a number in the quantity to create field. 

14. Click the Next button to continue.  

15. The next screen allows you to add any additional request notes to the work order. 
Once you have completed your note, click on the Next button to continue. 

16. The final screen completes the wizard.  Within the lower right hand corner, click on 
the Finish button.   

17. Within the Actions ribbon group, click the Save button to continue working with the 
general order or the Save & Close button to return to the All Active General Orders 
list.   

What Now? 

You have created your General Work Order and the Sub-Orders underneath it, now what 
do you do?  There are several actions you can perform for each sub-order.  These actions 
include holding, releasing from hold, cancelling, or completing the orders.  
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The first step is to access the sub-order, you will not be able to see your sub-orders within 
the All Active General Orders menu option you have to go into All Active Orders.  From 
there you will treat each sub-order as a regular work order and complete the work flow 
process.   

Your administrator has determined if you are able to close the general order if sub-orders 
are still open.  If your administrator has set the Don’t Close General Orders until Sub-Order 
are Closed setting to true, the system prevents you from closing the general until all subs 
are closed.  If the setting is set to false, you will be able to close the general with subs still 
open.  

With either setting, once all sub-orders are closed or cancelled beneath the General Work 
Order, the general order closes as well.   

At any time during the processing of the general work order, you can add more sub-orders. 
To do so, click on the Create Orders buttons within the Sub-Orders Actions ribbon group to 
open the wizard to add more subs.   

General Order Notes 

Before you started adding notes it is a good idea to add some note categories.  These 
categories help to group the notes based on a common element.  For example, Update 
Ticket, Remove Component, etc.  To learn more about adding note categories, please see 
Common Elements → Managing Note Categories.   

Since the process to adding, modifying, deleting and viewing notes is the same throughout 
CAIRS, we have consolidated the process into one section on the manual.  Please see 
Common Elements → Notes to learn more.   

 

 

Sub-Order Actions 

The Sub-Order actions allow you to perform certain actions on the entire set of orders or on 
an individual order.  Within the Sub-Orders/Packages pane, you can place a checkmark in 
the rows that you want to perform the action on.    

Create Orders 

When you completed the process of created the general work and sub-orders, you may 
have forgotten to create a set subs, you can add subs to a general order at time as long as 
the order is open.   

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Order Actions, click on the Create Orders button.  The wizard opens 
to allow you to add the appropriate sub orders, the first step in the process is to pick 
the package action and type.  Within the Package Type field, click on the dropdown 
arrow to access a list of package, select one of the following: 

• Set Device 

• Circuit 

• Authorization Code 

• Cell Phone 

• General Task 

6. Once you selected your package type, there are three actions you can perform for 
each of the package types:   

• New Service 

• Change Existing Service  

• Disconnect Service 

7. When you choose New Service the only option you have is to click on the Next 
button and continue with the Wizard. 

8. However, if you choose change or disconnect, you will have to select an existing 
devise before you can continue.  The lower pane will automatically populate with the 
devices that are associated to the package type (set device, circuit, cell phone, auth 
code, etc.) when you select either the change or disconnect actions.   The list that 
populates is site specific, so only the devices assigned to your chosen site appear 
within the list.   

9. You can either scroll through the list or perform a search for the device by typing a 
portion of the record or the entire record into the textbox and click on the magnifying 
glass.  Once the list populates, highlight the device and click the next button.   

10. Next, you determine which package is needed for this work order.  Again, these 
packages are created by your CAIRS administrator in System Admin -> Subscriber 
Portal Settings -> Configuration Packages.  By clicking on the plus sign (+) next to 
the package name, you can view the equipment or services associated to the 
package.   

11. Within the list, highlight the correct package and click on the Next button.   

12. The next screen allows you to add any additional notes to the work order. Once you 
have completed your note, click on the Next button to continue. 
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13. The final screen completes the wizard.  Within the lower right hand corner, click on 
the Finish button.   

Create Single Order 

You can create a single work order from a General Order.  These single orders do not 
require the use of a configuration package, they will act just like a regular work order.  They 
are only present within CAIRS, you cannot create a single order from Subscriber Portal.  
Fields from the General Work Order will still transfer over to the work order.   

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active General Orders 

3. Within the Actions pane, click the Add New General Order link 

4. The General Order window opens 

5. Within the General Order Information pane, complete the necessary fields.  You are 
required to enter in the General Order Number and Site before you can continue.  All 
other fields populated with the General Order Information pane will transfer over to 
your sub-order.   

6. Once completed, click on the Save button within the Actions ribbon group.   

7. To create the order, click on the Create Single Order button within the Sub-Order 
Actions ribbon group. 

8. The work order window opens, from this point, the order is treated like a regular 
work order.  Once the work flow is complete, you can close the work order. 

9. Depending on your system settings, the General Work Order may close if this is the 
last work order associated to the General.   

10. If not you are returned to the General Order, you will notice your order appears in 
the Sub-Orders/Packages pane and the Order Status is ‘Complete’.    

Create Single Trouble Ticket 

You can create a single trouble ticket from a General Order.  These single tickets do not 
require the use of a configuration package, they will act just like a regular trouble ticket.  
They are only present within CAIRS, you cannot create a single ticket from Subscriber 
Portal.  Fields from the General Work Order will still transfer over to the trouble ticket.   

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active General Orders 

3. Within the Actions pane, click the Add New General Order link 

4. The General Order window opens 

5. Within the General Order Information pane, complete the necessary fields.  You are 
required to enter in the General Order Number and Site before you can continue.  All 
other fields populated with the General Order Information pane will transfer over to 
your sub-order.   
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6. Once completed, click on the Save button within the Actions ribbon group.   

7. To create the order, click on the Create Single Trouble button within the Sub-Order 
Actions ribbon group. 

8. The trouble ticket window opens, from this point, the ticket is treated like a regular 
trouble ticket.  Once the work flow is complete, you can close the trouble ticket. 

9. Depending on your system settings, the General Work Order may close if this is the 
last work order associated to the General.   

10. If not you are returned to the General Order, you will notice your ticket appears in 
the Sub-Orders/Packages pane and the Order Status is ‘Complete’.    

Put Sub-Orders on Hold 

There are two ways you can put sub-orders on hold, you can access the sub-order itself 
and hold it from the button within the Order Actions ribbon group.  Alternatively, you can 
access the General Work Order and hold the sub-orders.   

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to Hold, within 
the Selected column click the box to insert a checkmark.  You can place a 
checkmark in multiple rows if desired.   

6. Within the Sub-Order Actions ribbon group, click on the Put Orders on Hold button.  

7. A message box displays allowing you to enter a reason why you are holding the sub-
order(s). Type the reason and click the OK button. The Order Status column 
changes to display OnHold.   

8. To view a list of work orders currently on hold, click Orders and then Held Orders. 

Release Orders from Hold 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to Release from 
Hold, within the Selected column click the box to insert a checkmark.  You can place 
a checkmark in multiple rows if desired.   

6. Within the Sub-Order Actions ribbon group, click on the Release Orders from Hold 
button.  

7. A message box displays allowing you to enter a reason why you are releasing the 
hold on the sub-order(s). Type the reason and click the OK button. The Order Status 
column changes to display Open.   

Cancel Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to cancel, within 
the Selected column click the box to insert a checkmark.  You can place a 
checkmark in multiple rows if desired.   

6. Within the Sub-Order Actions ribbon group, click the Cancel Order button.  

7. You are asked to enter a reason for canceling the order, once entered click the OK 
button to continue or the Cancel button to stop the operation.   

8. Are you returned to the General Order window, within the Sub-Orders/Packages 
pane, you will notice that the Order Status column now reads canceled.   

9. You can double click on the row to view the complete order details or you can return 
to the Orders menu and click on Order History.   

TCO Actions 

Your CAIRS administrators can determine whether a package requires the approval of a 
TCO before being submitted into CAIRS. Often times a TCO is required to approve 
requests submitted by their subscribers. Ideally, the TCO logs into the Subscriber Portal 
and approves the requests; however, they can approve requests within CAIRS.   
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Approve Selected Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to approve, 
within the Selected column click the box to insert a checkmark.  You can place a 
checkmark in multiple rows if desired.   

6. Within the TCO Actions ribbon group, click the Approve Selected button.   

7. The project Approval Notes popup opens, you can enter in any notes related to the 
approval process.  When completed, click the OK button to complete the approval 
process or click Cancel to return to the General Order. 

8. When you press OK the sub-orders are created and you can access them through 
Orders -> All Active Orders. 

Reject Selected Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to cancel, within 
the Selected column click the box to insert a checkmark.  You can place a 
checkmark in multiple rows if desired.   

6. Within the TCO Actions ribbon group, click the Reject Selected button.   

7. The Reason for Rejection popup opens, you can enter in any notes regarding the 
rejection.  When complete, click the OK button to complete the rejection process or 
click Cancel to return to the General Order.   
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Resource Manager Actions 

A Resource Manager can only perform actions on packages that have not been approved 
or packages that do not have an order number already associated.    

Approve Selected Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to approve, 
within the Selected column click the box to insert a checkmark.  You can place a 
checkmark in multiple rows if desired.   

6. Within the Resource Manager Actions ribbon group, click the Approved Selected 
button.   

7. The project Approval Notes popup opens, you can enter in any notes related to the 
approval process.  When completed, click the OK button to complete the approval 
process or click Cancel to return to the General Order. 

8. When you press OK the sub-orders are created and you can access them through 
Orders -> All Active Orders or by double clicking on the line within the pane.   

Reject Selected Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to cancel, within 
the Selected column click the box to insert a checkmark.  You can place a 
checkmark in multiple rows if desired.   

6. Within the Resource Manager Actions ribbon group, click the Reject Selected button.   
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7. The Reason for Rejection popup opens, you can enter in any notes regarding the 
rejection.  When complete, click the OK button to complete the rejection process or 
click Cancel to return to the General Order.   

Cancel Selected Orders 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All General Active Orders.  

3. A list of the open orders populates. If you have a large number of active work orders, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. The general work order window 
opens.   

5. Within the Sub-Orders/Packages pane, find the order that you want to cancel, within 
the Selected column click the box to insert a checkmark.  You can place a 
checkmark in multiple rows if desired.   

6. Within the Resource Manager Actions ribbon group, click the Cancel Selected 
button.   

7. The Reason for Cancel popup opens, you can enter in any notes regarding why the 
package is being canceled.  This is a required field, you must enter something in the 
box to continue.  When complete, click the OK button to complete the rejection 
process or click Cancel to return to the General Order.   

Attach Ribbon Group 
Before you can attach files to a record, your CAIRS administrator must determine the 
allowable file types and size.  Please contact your CAIRS administrator if you are unable to 
attach files.  

There are two different types of files that you can attach to a record, the first button allows 
you to attach a regular file. These files follow the record and other users are able to see 
them. Although, this is convenient, if changes need to be made to the file, the file will have 
to be saved and then re-attached. 

The second file attachment type allows you to attach a link to a file that is in a shared 
location.  The benefit of this file attachment is that when changes are made to the file there 
is no need to reattach the file.  The disadvantage is that all CAIRS users have to have 
access to the shared file location. 

Since the process to add, modify, delete and view file attachments is the same throughout 
CAIRS, we have consolidated the process into one section on the manual.  Please see 
Common Elements → File Attachments to learn more.   
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General Order Views 
Within the Views pane, you can sort your general orders list based on certain 
characteristics. For example, you can view all general orders that need TCO Approval.  The 
default or simple list displays all general orders starting with the most recently created order 
first. The following views are available: 

• Simple List 
 

• Needs Telephone Control Officer 
Approval 

 

• Needs Resource Manager Approval 
 

When you click the option circle next to a selection, the list changes to group your orders 
based on the common characteristic. For each group, you can click the plus sign next to 
the group name to view the work orders within the grouping.  

General Order History 
 
Within General Order History, you can view all general orders that have been completed or cancelled within 
your database.  The list provides some basic order information to view the complete information double click 
on the order number to open the General Order screen.  To view the information for a sub-order, you will have 
to access the order through Order History. 
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Trouble Tickets 

The Trouble Ticket process is the same as the work order process. Each Trouble Ticket 
contains a work flow with work centers, time frames and data components.  

Through this menu option, users can track Trouble Tickets in several different ways and 
view the history of completed or cancelled Trouble Tickets.  

The approach to the troubles system is slightly different from the approach used in CAIRS 
32. In CAIRS, we use Work Flows; this is the process the Trouble Ticket goes through from 
start to finish. Each Work Flow contains two parts, the work centers, and time frames.  

A work center is much like an in-box/basket in that it holds a set of data components you 
need to complete before the Trouble Ticket can be sent to the next work center and time 
frame. Examples of work centers are: Directory, Inside Plant, Outside Plant, QA, etc.  

Each work center is assigned into a time frame; a time frame allows the work flow to 
progress sequentially. This means the work from one work center needs to be complete 
before the Trouble Ticket can continue within the work flow. If two work centers, are in the 
same time frame they can be worked on concurrently. Once this Trouble Ticket enters the 
time frame, both work centers can access and complete their work at the same time (with 
respect to open record management).  

! Open Record Management is important in the Trouble Ticket process. When one person 

is accessing the Trouble Ticket, they own it, meaning, if another person tries to open and 
make changes to the ticket, CAIRS will notify them that the Trouble Ticket is currently 
opened by another user (the user name is displayed) and that if any changes are made 
they might not be saved to the record.  
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In the following example, the trouble issuer and directory information are assigned into 
Time Frame 1, Inside and Outside Plant are assigned into Time Frame 2, and so on.  

 

Assigned to each work center are one or more data components. A data component is the 
information you are working on for this Trouble Ticket. There are eight different data 
components: 

• Subscribers 

• Authorization Code 

• Circuit 

• Account 

• General Task 

• Cell Phone 

• Set Device 

• Set Device (EWSD) 

Time Frame 1

•Work Center 1 - Trouble Issuer

•Work Center 2 - Directory Information

Time Frame 2

•Work Center 3 - Inside Plant 

•Work Center 4 - Outside Plant

Time Frame 3

•Work Center 5 - QA
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When a data component is added to a work center, the required fields for the component 
must be completed before the work order can be sent to the next work center.  

Menu Options 

The following menu options are available within Troubles: 

• Troubles – allows you to view, create, and modify Trouble Tickets within the 
database. 

• My Work Center Troubles – provides a list of Trouble Tickets currently assigned 
into a work center you have privileges to access. 

• Troubles Assigned to Me - provides a list of Trouble Tickets assigned or sent to 
you by another user. 

• Troubles Created By Me – provides a list of the Trouble Tickets that you 
created.  

• Held Troubles – provides a list of Trouble Tickets currently on hold. 

• All Active Troubles – provides a list of all open Trouble Tickets within your 
system. 

• Trouble History – provides a list of Trouble Tickets cancelled or completed 
within your system. 

Work Order Categories 
Before you can create any Trouble Tickets, you need to create your categories. A category 
allows troubles to be separated based on a variety of user-defined characteristics. The 
categories that you create within Orders also display within this list and vice-versa. This 
allows you to use the same categories for orders and Trouble Tickets. See Orders →Work 
Order Categories to learn how to add, modify, and delete a category.  

Trouble Ticket Views 
Within the Views pane, you can sort your trouble ticket list based on certain characteristics. 
For example, you can view all the active troubles relating to a site. The default or simple list 
displays all tickets starting with the most recently created ticket first. The following views 
are available: 

• Simple List • Building Name 

• Show Items with Circuit Names  • Switch Name 

• Show Items with Phone Numbers  • Subscriber Last Name 

• Work Flow Custom Fields  • Organization Name 

• Notes  • Contact Name 

• Equipment & Services • Contact Phone 
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• Work Center Name • TCO Group 

• Status • Resource Mgr 

• Site • Custom Summary 

When you click the option circle next to a selection, the list changes to group your tickets 
based on the common characteristic. For example, if you select Building, all tickets 
associated to building 1 are grouped together; building 2 are together and so on. For each 
group, you can click the plus sign next to the group name to view the tickets within the 
grouping.  

Understanding the Trouble Ticket Details Screen 
The Trouble Ticket – [New Trouble Ticket] window has several panes. The ribbon at the top 
of the window allows you to perform actions on the ticket: choose data components, 
generate reports, etc. The panes below the ribbon, allow you to create and manage the 
ticket.  

Ribbon Groups 

Each ribbon group allows you to perform certain functions within the trouble (Example: 
Attach a file; Reject the trouble, etc.).  

Actions 

Within the Actions ribbon group, you can perform the following actions: 

• Save & Close – click this button to save the completed information and return to the 
Order/Troubles list. 

• Delete – click this button to delete the Trouble Ticket. This differs from cancel in that 
there will not be a record of this Trouble Ticket within your database. 

• Save – click this button to save the information you have completed and remain 
within the Trouble Ticket. 

• Refresh – click on this button to add newly saved information to the work order 
window. 

Show 

There are two views within the Trouble Ticket details screen, Trouble and Trouble Log. 
The Trouble view is the default view and displays the detailed ticket information, work 
centers, and configured components.  

The alternate view, Order Log, displays a list of actions for this Trouble Ticket. The Trouble 
Log view displays the Activity Log which includes two information panes; the top pane 
contains the activity date, work center name, ticket status, work center status and activity 
note. When you highlight any action within the top pane, the lower pane displays the 
detailed information for the completed action. 
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The Contact Info button displays the related contact details for the Subscriber or TCO that 
you selected in the Adjustable Fields pane.   

The Packages button allows you to view the sub-tickets related to the main ticket.  If this 
trouble ticket was submitted via the Subscriber Portal, you can view the package details 
here.  History provides the user with a timeline of the actions taken on the ticket. The main 
window provides a basic list of the actions and by double-clicking the action; a pop-up 
opens with a detailed action description.  

Launch 

The Launch ribbon group allows you to perform action relating to trouble ticket packages 
submitted through Subscriber Portal.  

Portal 

The Portal ribbon group allows you to accept packages or Trouble Tickets submitted 
through Subscriber Portal.  

Data Components 

Each of the data components allows you to add or modify a particular item in the database. 
The available components differ depending on the type of Trouble Ticket, work center 
needs, and user privileges. The following data components are available: 

• Subscriber – allows you to add, delete, and modify a database subscriber. 

• Authorization Code – allows you to add, delete, and modify authorization codes. 

• Circuit – allows you to add, delete, and modify a main circuit and circuit segments. 

• Land Radio – allows you to add, modify and delete in your wireless communication 
devices such as walkie-talkie 

• Account – allows you to associate accounting/billing information to a set device, 
circuit, or subscriber. 

• General Task – allows you to manage work order and/or trouble tickets tasks. 

• Cell Phone – allows you to add, delete, and modify cell phones. 

• Set Device – allows you to add, delete, and modify an analog, digital, and IP set into 
the database. 

• AS5300 Sets - allows you to add, delete, and modify sets associated to your 
AS5300 

• Cisco Sets – allows you to add, delete and modify sets associated to your Cisco 
switches 

• Set Device (EWSD) – allows those with an EWSD Switch to add, delete, and modify 
sets. 

Each Data Component button is segmented (depending on your screen size the button 
may not be segmented but may only contain a drop-down arrow), when you click the lower 
portion of the button, a drop-down list displays. For each component there is a search 
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option, this allows you to search for an existing component to associate to the ticket. The 
Set Device button has two search options: 

• Search for Existing Primary Devices – displays a list of the primary button 
information for all set devices 

• Search Existing Devices – displays a list of all telephone numbers associated to a 
set device and their button number 

Often times you may need to remove a configured component from a work order without 
having to delete the entire ticket. From the drop-down menu for each data component there 
is a drop option. This option allows you to drop any configured component from the ticket.  

Order Actions 

There are several Trouble Ticket actions available within this ribbon group: 

• Send To – allows you to send a Trouble Ticket onto a specific person within the next 
work center. 

• Send Back – allows you to send the Trouble Ticket back to a specific person within 
a previous work center. 

• Assign To – allows you to assign the Trouble Ticket to a specific person within the 
current work center. 

• Cancel Order – allows you to cancel the Trouble Ticket at any point. 

• Put on Hold – allows you to place a Trouble Ticket on hold. Placing a Trouble Ticket 
on hold allows you to reserve items within the database without having to commit the 
information. Once you place a hold on a Trouble Ticket, the button name changes to 
‘Remove from Hold’ allowing you to remove the hold and continue processing the 
order.  

• Optional Work Centers – if the administrator has selected some work centers as 
optional for the Trouble Ticket, you can click the field to access a drop-down list of 
the optional work centers. 

• Switch Ticket Type - allows you to switch the Trouble Ticket to a work order with an 
open status.  This does not change the work flow; it simply moves the ticket to the 
Orders list. 

Reporting 

Custom reports allow you to print out ticket information on a form designed by your CAIRS 
administrator. Your administrator creates cells in a form and associates them to certain 
fields within the ticket. When you choose the report, the fields from the ticket populate the 
cells to create a complete printable form.   

Attach  

Attach a file to any Trouble Ticket within this ribbon group. Your CAIRS administrator pre-
defines eligible file types.   



Trouble Tickets 

CAIRS User Guide 255 

Trouble Ticket Panes 

There are several panes below the ribbon; each pane contains specific information for the 
Trouble Ticket. Within these panes, you work through the entire Trouble Ticket work flow. 
The seven panes of information are (for a detailed description of the pane see the 
appropriate section below): 

• Basic Information 

• Adjustable Fields 

• Other Fields 

• Portal Work Order Info 

• Description 

• Work Flow, Work Notes and Equipment and Services 

• Components 

After you create a Trouble Ticket, CAIRS adds a solid yellow line directly below the ribbon, 
containing the ticket status, the active work center name, the name of the person that the 
previous user sent the work order to, and any additional notes.   

Basic Information and Adjustable Fields Pane 

When you first enter the Trouble Ticket – [New Trouble Ticket] window, the Basic 
Information pane contains the only available fields. Once you select the work flow the 
remainder of the pane becomes available plus the Adjustable and Other Fields panes. 
Within the Basic Information pane, you can create a Trouble Ticket number (or have one 
auto-generated), an alternate number and due date.  

The Adjustable Fields pane allows you to enter in the ticket location and contact 
information. This pane includes site name, building name, contact name, contact number, 
etc. 

The Adjustable Fields pane can be customized.  You can hide, repositions, and rename 
fields.  If you right click on the pane a menu box will open allowing you to perform the 
following options: 

• Rename field everywhere  

• Rename field in view  

• Mask on field everywhere 

• Mask on field in view  

• Change field required everywhere  

• Change field required in view  

• Update Dropdown 

• Copy 

• Customize 
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• Remove this Column 

• Reset Column Visibility 

To reposition a field, simple click on the left-hand side of the field, continue to hold the 
button down and drag and drop the field to the proper location. To learn more about 
customizing, see Getting Started → Customizing your CAIRS.   

The Other Fields pane displays information regarding the ticket’s status. Each time the 
status of the ticket changes the information within this pane updates.  

After completing the required fields within these three panes, the Create New Trouble 
button becomes available. Once clicked, the work flow displays within the Work Flow pane. 
Throughout your Trouble Ticket’s process, the button label changes to reflect the specific 
action you are completing. For example, when the information is complete in a work center 
or you are ready to close the ticket, the button label reads ‘Complete Work Center.’  

The Portal Work Order Info pane displays the information entered by the subscriber when 
they created the ticket on the Subscriber Portal website. The information that is populated 
here will also be visible in the Adjustable Fields pane in the Portal Request field.   

The Description pane allows the user to enter in a complete ticket description and remains 
available as the ticket moves through the workflow. The information that is populated here 
will also be visible in the Adjustable Fields pane in the Description field.   

The Portal Request and the Description field can be restricted to read only access based 
on profile.  When you right click on the Adjustable Fields pane, the customization menu 
pops up, scroll down and click on Customize.  In the Customize Display popup, select the 
profile that you are customizing, within the Column Properties pane click the Read Only 
column to insert a checkmark.  You can select multiple profiles within the ‘Profiles to 
Update’ pane. Once saved the selected profiles will only be able to read the fields.  To 
learn more about Customizing, please see “Getting Started”. 

Work Flow Pane 

At the bottom of the pane are two tabs: Work Flow and Equipment and Services.  The Work 
Flow tab allows you to view the complete work flow.  The Equipment and Services tab 
allows you to view, add, and delete equipment and/or services related to the trouble ticket.   

Once you create a Trouble Ticket, the complete work flow display within the Work 
Flow/Equipment and Services pane (if the work flow is not visible click the Work Flow tab 
located in the lower portion of the pane). The work flow starts at the top of the pane and 
flows to the bottom. Each time frame is indicated with a solid blue line that displays the time 
frame number. Each work center within the time frame is contained within a box with the 
work center name in the pink line at the top of the box. A green arrow displays to the left of 
the active work center. Within each work center are the available data components, in the 
example below the Subscriber component is the only one available with the Directory Work 
Center.  
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Note that there are two additional work centers within the above work flow: Inside Plant and 
QA. Once you complete the required fields within the Directory work center, the Trouble 
Ticket can be sent to the next time frame and work center. Once sent, the Directory work 
center turns to Not Active and the Inside Plant work center becomes active. You continue 
the same process until the Trouble Ticket reaches the final timeframe where you can 
complete and close the ticket.  

The Equipment and Services tab allows you to view all equipment and/or services related 
to the trouble ticket.  In addition, you can add or delete equipment or services related to the 
Trouble Ticket.  If there are any charges related to the equipment or service, the account 
number located in the Adjustable Fields pane incurs all charges.   

Configured Components Pane 

Once all the required fields within a data component are complete and saved, a tab for the 
component displays in the lower right-hand pane. Each component type displays as a new 
tab. In the example below, there are two components for the Trouble Ticket, Set Devices 
and Subscribers. Within the Set Device tab, notice that there are two column; this indicates 
that the ticket is fixing two different set devices. Each new component of the same type 
displays as a new column within the tab.   
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To view the information for a component, click the tab and use the scroll bar to view the 
details. If your permissions allow, you can modify the information. To do so, double-click 
any field within the pane and/or column. The component screen opens allowing you to 
change the appropriate information. However, if the Trouble Ticket is in a work center that 
does not have access to the data component the information is read-only.  

A Trouble Ticket – Start to Finish 

Creating and Completing a Trouble Ticket 

The first step is to create a new work order. The work flow changes depending on the type 
of ticket you are creating, however, the fields within the Adjustable Fields pane are 
consistent with every Trouble Ticket.  

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles. 

3. There are two ways to create a new Trouble Ticket: 

• Within the tool bar directly above the Navigation pane, click the drop-down 
arrow next to New. From the list, select Trouble Ticket. 

• Within the Actions pane, click the Create New Trouble link. 

The Trouble Ticket – [New Trouble Ticket] window opens allowing you to generate a 
new ticket. 

4. In the Basic Information pane, click the Work Flow drop-down arrow to access a 
list of the workflows created within your database. From the list, select the workflow.  
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5. After selecting the workflow, the Order Number and the Due Date field become 
available. Depending on how your administrator has designed your work flow, the 
fields may auto-populate. However, if the fields are blank, complete the following 
fields: 

• Trouble Number – type an alphanumeric order number. 

• Alt Order Number – type an alphanumeric alternate order number. 

• Due Date – type the date the order is to be complete by, during the order 
process you can make changes to the due date. 

Notice that once you select the work flow, the data components associated to the 
work centers become available. This allows you to select the component(s) 
associated to the Trouble Ticket before you create the ticket.  

6. To attach an existing component, within the Data Components ribbon group, click 
the lower portion of the component button to access a menu, from the menu, select 
the Search option.  

! The Set Device button has two search options: Search for Existing Primary Devices - 

displays a list of the primary button information for all set devices and Search Existing 
Devices - displays a list of all telephone numbers associated to a set device and their 
button number.  

7. The Component Search pop-up opens. There are two ways to populate the 
information within the list: 

• Within the search box, type the name, number, or portion of the name or number 
and then click the magnifying glass. 

• Click the Show All button. 

8. When you have located the component, double-click the row. A message box 
displays verifying that you have added the component to the ticket and asks if you 
want to add another. To add another component, click Yes within the box and repeat 
the process. To add only one component and return to the Trouble Ticket, click No. 

After you click No, and after adding one or more components, the search window 
closes and you are back at the Trouble Ticket.  

Within the lower right-hand corner, the associated components populate within the 
tabs. Each different component displays as a new tab. If you add more than one 
component of the same type, each component displays as a separate column within 
the tab.  

When you select a component the site, building, switch name, and organization 
name populate with the information from the first component selected.  

In addition, the Adjustable Fields, Other Fields, Portal Request, and Description 
panes become available.  
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9. Within the Adjustable Fields pane, complete the following information, if you have 
associated a component some fields may already be populated, you can change the 
information (required fields are marked with an asterisk (*):  

• Site * – click the drop-down arrow to access a list and from the list, select the 
site. The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Building– click the drop-down arrow to access a list and from the list, select the 
building name. This is the physical location of where to install, move, or modify 
the component. 

• Switch Name – click the drop-down arrow to access a list and from the list select 
the switch name the new component(s) will be assigned to. 

• Organization Name – click the drop-down arrow to access a list from the list, 
select the name of the organization. The organization drop-down list displays the 
bottom-most organization first. After the ~~the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list and from the list, 
select the name of the subscriber associated with the new component(s). 

• Account Number – click the drop-down arrow to access a list and from the list 
select the account number for the trouble ticket.  Any charges related equipment 
and services for the ticket are charged to this account number. 

• Contact Name – type the name of the contact for this ticket. 

• Contact Phone – type the telephone number for the contact for this ticket.  

• TCO – click the drop-down arrow to access a list of the TCO Groups within your 
database, from the list select the group to associate to the work order.  This field 
must be populated if you want your subscribers to see the TCO when viewing the 
work order through the Subscriber Portal.   

• Description - if your profile permissions allow you can type in a description for 
the trouble ticket here or in the Description pane.  This field may remain active 
and editable throughout the ticket process.   

• Portal Request - if the trouble ticket was requested via the portal, this is the 
description the user entered.  This field appears here as well as in its own pane 
because you can restrict editing based on profile.   

The Portal Request pane displays the information entered by the subscriber when they 
created the work order on the Subscriber Portal website.  

The Description pane allows the user to enter in a complete work order description and 
remains available as the Work Order moves through the workflow.  

The Portal Request and the Description field can be restricted to read only access based 
on profile.  When you right click on the Adjustable Fields pane, the customization menu 
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pops up, scroll down and click on Customize.  In the Customize Display popup, select the 
profile that you are customizing, within the Column Properties pane click the Read Only 
column to insert a checkmark.  You can select multiple profiles within the ‘Profiles to 
Update’ pane. Once saved the selected profiles will only be able to read the fields.  To 
learn more about Customizing, please see “Getting Started”. 

• Work order Category – click the drop-down arrow to access a list, from the list 
select the ticket category.  After the creation of the trouble ticket, you can modify 
the category, if necessary.   

10. The Other Fields pane is read-only. This pane displays information regarding the 
status of the ticket; the following information is displayed: 

• User Name/Created By – this field remains blank until you generate the ticket at 
which time the field populates with your user name. Once you generate the 
ticket, this field name changes to Created By. When anybody views the ticket 
within your system, their user name displays in this field.  

• Open Date – auto-populates with the current date. When viewing the ticket, this 
field displays the open date.   

• Close Date – remains blank until a user closes the ticket at which time this field 
populates with the ticket’s close or cancel date. 

•  Current Status*– auto-populates to Open. When viewing the ticket, this field 
displays the ticket status. You may see one of the following statuses: 

• Open 

• Closed 

• On Hold 

• Reviewed 

• Cancelled 

• Complete  

• Not Active 

• Pending Sent Back 

• Current Time Frame* – displays the time frame number the ticket is currently in.   

• User Name – this field remains blank until you generate the ticket at which time 
the field populates with your user name. Once you generate the ticket, this field 
name changes to Last Opened By. When anybody views the ticket within your 
system, their user name displays in this field.  

• Last Activity Date – this field remains blank until you generate the ticket, at 
which time the field populates with the current date and time. Once you generate 
the ticket, this field name changes to Last Opened. When the ticket is viewed or 
any changes are made, this field displays the date and time those actions were 
saved. 



Trouble Tickets 

262 CAIRS User Guide 

• Hold Date – this field remains blank until you place the ticket on hold, if 
applicable. Once you place the ticket on hold, the date the hold is placed on the 
order displays in this box.  

The Portal Request pane populates with information submitted via the Subscriber 
Portal.  

11. Click the Description field to type a description. Within this field be as descriptive as 
possible as all users with access to the ticket can view this field. You can access the 
field any time during the ticket process. 

12. Once the required information is complete within the upper pane, click the Create 
New Ticket button.  

The Trouble Ticket is created and the workflow, order number and due date are 
grayed out. The open date, last opened by and last opened fields are completed with 
the appropriate information.  

! At this point, the rest of the process greatly depends on your access rights. You may or 

may not be able to complete a work center or data component. If you have access rights, 
the work center and associated data component become available.  

The Work Flow pane displays the work centers, time frames and data components 
associated with the work flow.  

13. If you have not already associated a data component you have two options to 
associate a Data Component: 

• To add a new component, click the button to access a drop-down list and from 
the list select Add. 

• To modify an existing component, click the button to access a drop-down list and 
from the list, select Search. The Component Search pop-up opens. There are 
two ways to populate the information within the list: 

• Within the search box, type the name, number, or portion of the name or 
number and then click the magnifying glass. 

• Click the Show All button. 

When you have located the component, click the row to highlight. Within the 
upper right-hand corner of the Component Search pop-up, click the red X to 
close. 

! The Set Device has two search options. The Search for Existing Primary Devices 

displays a list of the primary button information for all set devices. The Search Existing 
Device displays a list of all telephone numbers associated to a set device and their button 
number. These options are helpful when you are working a Trouble Ticket because you can 
access the information relating to a specific button on a set.  
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14. With either search or add the General component window opens. Complete the 
required fields (fields marked with an asterisk (*) for the data component. Within the 
Actions ribbon group, click Save & Close to return to the ticket.  

Back at the ticket screen, the complete data component displays in the lower right-
hand pane. Every time you complete a new component, a new tab displays behind 
the first with the name of the component, if you add two of the same data component 
types, a new column displays within the tab. For example, if you are adding two set 
devices, there will be two columns within the Set Device tab.  

15. Once you have completed your work within the work center and you are ready to 
send the order on, click the Complete Work Center button within the Trouble 
Ticket Info pane.  

The work order moves to the next center. Notice that a complete checkbox now 
displays directly above completed work centers.  

 

Once the ticket has moved through all the centers, the last work center can close the 
order.  

16. To close the order click the Complete Work Center button, a message box opens 
that asks, ‘That was the last work center, do you want to close this Trouble Ticket 
too?’ Click Yes to continue or No to cancel. 

The Trouble Ticket window closes and you are returned to the Troubles list.  
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Adding an Existing Component  

If you haven’t already associated a component or need to associate additional components, 
follow these steps.  

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles. 

3. There are two ways to create a new Trouble Ticket: 

• Within the tool bar directly above the Navigation pane, click the drop-down 
arrow next to New. From the list, select Trouble Ticket. 

• Within the Actions pane, click the Create New Trouble link. 

4. The Trouble Ticket – [New Trouble Ticket] window opens allowing you to generate a 
new ticket. 

5. In the Basic Information pane, click the Work Flow drop-down arrow to access a 
list of the workflows created within your database. From the list, select the workflow.  

! Once the information within the Basic Information pane is completed and you create the 

ticket, the pane name change to Trouble Ticket Info.  

6. After selecting the workflow, the Order Number and the Due Date field become 
available. Depending on how your administrator has designed your work flow, the 
fields may auto-populate. However, if the fields are blank, complete the following 
fields: 

• Trouble Number – type an alphanumeric order number. 

• Alt Order Number – type an alphanumeric alternate order number. 

• Due Date – type the date the order is to be complete by, during the order 
process you can make changes to the due date. 

7. Notice that once you select the work flow, the data components associated to the 
work centers become available. This allows you to select the component(s) 
associated to the Trouble Ticket before you create the ticket.  

8. To attach an existing component, within the Data Components ribbon group, click 
the drop-down arrow associate to the appropriate component to access a menu. 
From the menu, select the Search option.  

! The Set Device button has two search options: Search for Existing Primary Devices - 

displays a list of the primary button information for all set devices and Search Existing 
Devices - displays a list of all telephone numbers associated to a set device and their 
button number.  

9. The Component Search pop-up opens. There are two ways to populate the 
information within the list: 
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• Within the search box, type the name, number, or portion of the name or number 
and then click the magnifying glass. 

• Click the Show All button. 

10. When you have located the component, double-click the row. A message box 
displays verifying that you have added the component to the ticket and asks if you 
want to add another. To add another component, click Yes within the box. To add 
only one component and return to the Trouble Ticket, click No. 

11. After you click No and after adding one or more components, the search window 
closes and you are back at the Trouble Ticket.  

12. Within the lower right-hand corner, the associated components populate within the 
tabs. Each different component displays as a new tab. If you add more than one 
component of the same type, each component displays as a separate column within 
the tab.  

13. After the component is associated, the site, building, switch name and account 
number fields automatically populate within the Adjustable Fields pane.  

14. You can modify those fields if necessary by clicking the field and typing or selecting 
the new information.  

15. Once all required fields are populated, click the Create New Ticket button within the 
Basic Information pane.  

16. The ticket is created and the workflow, ticket number and due date are grayed out. 
The open date, last opened by and last opened fields are completed with the 
appropriate information.  

17. You can continue to work on the trouble ticket if your permissions allow.   

Associating Equipment and/or Services to a Trouble Ticket 

At times, there is a need to associate equipment or a service directly to a ticket. When you 
create the Trouble Ticket, you must complete the Account Number field within the 
Adjustable Fields pane. This is the account number CAIRS uses to bill the charges 
accumulated with the ticket. At any time during the Trouble Ticket process, you can add an 
account number to the ticket by clicking on the drop-down arrow in the account number 
field within the Adjustable Fields pane.  

Since adding, modifying, deleting and viewing equipment and services is the same 
throughout CAIRS, we have consolidated the process into one section on the manual.  
Please see Common Elements – Equipment & Services to learn how to more.   

Trouble Ticket Notes 

Before you started adding notes it is a good idea to add some note categories.  These 
categories help to group the notes based on a common element.  For example, Update 
Ticket, Remove Component, etc.  To learn more about adding note categories, please see 
Common Elements → Managing Note Categories.   
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Since the process to adding, modifying, deleting and viewing notes is the same throughout 
CAIRS, we have consolidated the process into one section on the manual.  Please see 
Common Elements → Notes to learn more.   

Show Ribbon Group 
Within the Show ribbon group, the Trouble and Trouble Log buttons allow you to 
manipulate how you view the Trouble Ticket information. As well as viewing the history of 
actions performed on the ticket. 

Trouble Log  

The log provides you with a location to view the activity that occurred on the ticket. It 
provides such information as the action, user name, status, etc.  

Viewing a Trouble Ticket’s Activity 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click the All Active Troubles sub-menu.  

3. The list of open Trouble Tickets populates. If you have a large number of active 
tickets, the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double-click the order to access. 

5. Within the Show ribbon group, click the Order Log button. The log shows every 
action completed on the ticket.  

6. Within the Order Log, the following information is displayed:  

• Activity Note • User Name 

• Activity Date* • Order Status* 

• Component Name • Work Center Status 

7. To return to the ticket, within the Show ribbon group, click the Order button. 

Packages 

Trouble Tickets submitted through Subscriber Portal work a little differently than the 
standard ticket. Each type of trouble ticket your administrator(s) allows subscribers to 
request, combine to form a configuration package. Each configuration package includes the 
following information: 

• Work Order Type – indicates whether the package is for a set device, circuit, cell 
phone, authorization code or general task 
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• Work Order Action – indicates what type of action the subscriber is requesting 
either add, modify, or delete 

• Work Flow Name – indicates the associated work flow within CAIRS 

• Approval Requirements – indicates if the request requires approval from a TCO 
and/or Resource Manager 

• Sites and/or Organizations – indicates what site and/or organization can submit 
the request. 

• Related Equipment and/or Services – indicates the necessary equipment and/or 
services related to the request and the associated cost. 

Once a subscriber has submitted the request and the request is approved the information is 
sent to the work order system and into the first work center. You will notice that the Portal 
Request pane and the Portal ribbon group become available. The Portal Request pane 
displays the work request description that the subscriber entered into the website. The 
Packages button, within the Portal ribbon group, allows you to view the complete package 
details submitted by the subscriber. The fields are read-only. 

Viewing Package Details 

1. Click the Orders/Troubles menu. 

2. Within the Navigation pane, click Orders and then All Active Troubles.  

3. A list of the open tickets populates. If you have a large number of active trouble 
tickets, the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the trouble number. A Trouble Ticket window 
opens.   

5. Within the Show ribbon group, click the Package button. 

6. The screen changes to display the Selected Configuration Packages. The two panes 
provide the complete package details as submitted by the subscriber. 

7. The top pane displays the some basic package information. By clicking the plus (+) 
sign next, you can view the package details including the equipment and/or services, 
related to the package.    

8. The Package Fields pane displays any additional notes the subscriber entered 
regarding the request.   

9. To return to the work order screen, click the Order button within the Show ribbon 
group. 
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Trouble History 

History provides the user with timeline of the actions that have occurred on the ticket. The 
main window provides a basic list of the actions, by double-clicking on the action; a pop-up 
opens with a detailed description of the action.  Viewing history is the same throughout 
CAIRS, we have consolidated history into one section of the manual.  Please see Common 
Elements → History to learn more.   

Data Components Ribbon Group 
When you enter a work center, there will be one or more data components (as assigned by 
your CAIRS administrator) ready for completion. Each of the data components allows you 
to manipulate a particular item within your database. The available components differ 
depending on the type of Trouble Ticket, work center needs, and user privileges. The 
following data components are available: 

• Subscriber – allows you to add, delete, and modify a database subscriber. 

• Authorization Code – allows you to add, delete, and modify authorization codes. 

• Circuit – allows you to add, delete, and modify a main circuit and circuit segments. 

• Account – allows you to associate accounting/billing information to a set device, 
circuit, or subscriber. 

• General Task – allows you to manage work order and/or Trouble Tickets tasks. 

• Cell Phone – allows you to add, delete, and modify cell phones. 

• Set Device – allows you to add, delete, and modify an analog, digital, and IP set into 
the database. 

• Set Device (EWSD) – allows those with an EWSD Switch to add, delete, and modify 
sets. 

Each Data Component button is segmented (depending on your screen size the button 
may not be segmented but may only contain a drop-down arrow). When you click the lower 
portion of the button, a drop-down list displays. For each component there is a search 
option, this allows you to search for an existing component to associate to the work order. 
The Set Device button has two search options: 

• Search for Existing Primary Devices – displays a list of the primary button 
information for all set devices 

• Search Existing Devices – displays a list of all telephone numbers associated to a 
set device and their button number 

When you click the components button, CAIRS opens the general screen for that 
component. Once the component is open, complete the necessary fields, required fields 
must be completed before the Trouble Ticket can move to the next work center. All 
configured components display within the Configured Components pane in the lower right-
hand corner of the work order screen.  
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Adding a New Data Component 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Data Components ribbon group, click an available button of the 
component to add to the ticket.  

6. The General – Component window opens.   

7. Complete the required fields, then within the Actions ribbon group, click Save & 
Close to return to the order. 

8. Within the lower right-hand corner, the configured components populate with tabs. 
Each different component displays as a new tab. If you add more than one 
component of the same type, each component displays as a separate column within 
the tab.  

9. If you are completing the work center (if all the required fields for the component are 
complete) and you are ready to send the ticket to the next center, click the 
Complete Work Center button, within the Trouble Ticket Info pane.  

10. If you are still working within the work center, within the Actions ribbon group, click 
Save (to save and stay) or Save & Close (to save and exit). 

Searching for Existing Data Components 

Each Data Component button is segmented (depending on your screen size the button 
may not be segmented but may only contain a drop-down arrow). When you click the lower 
portion of the button, a drop-down list displays. For each component there is a search 
option, this allows you to search for an existing component to associate to the Trouble 
Ticket. The Set Device button has two search options: 

• Search for Existing Primary Devices – displays a list of the primary button 
information for all set devices 

• Search Existing Devices – displays a list of all telephone numbers associated to a 
set device and their button number 

Complete the following to search for an existing component 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

! Depending on the size of your window, each of the data component buttons may contain 

a drop-down arrow or segments. By clicking the arrow, a list displays. From the list, select 
Search.   

5. Within the Data Components ribbon group, click the arrow to access a drop-down 
menu. From the menu select the Search option.  

6. The Component Search pop-up opens. There are two ways to populate the 
information within the list: 

• Within the search box, type the name, number, or portion of the name or number 
and then click the magnifying glass. 

• Click the Show All button. 

7. When you have located the component, double-click the row. A message box 
displays verifying that you have added the component to the order and asks if you 
want to add another. To add another component, click Yes within the box. To add 
only one component and return to the ticket, click No. 

8. After you click No, and after adding one or more components, the search window 
closes and you are back at the Trouble Ticket.  

9. Within the lower right-hand corner, the configured components populate with tabs. 
Each different component displays as a new tab. If you add more than one 
component of the same type, each component displays as a separate column within 
the tab.  

10. If you are completing the work center (if all the required fields for the component are 
complete) and you are ready to send the ticket to the next center, click the 
Complete Work Center button, within the Trouble Ticket Info pane.  

11. If you are still working within the work center, within the Actions ribbon group, click 
Save (to save and stay) or Save & Close (to save and exit). 

Dropping a Component 

Often times you may need to remove a configured component from a Trouble Ticket 
without having to delete the entire trouble. From the drop-down menu for each data 
component there is a drop option. This option allows you to drop any configured component 
from the ticket. Keep in mind this only drops the information from the work order, so if you 
have saved the component, it remains within the database.  

! It is important to remember that when you drop a component from a Trouble Ticket you 

are simply removing the association to the ticket. Since you have previously saved the 
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information for the component, it remains within the database. If you truly want to remove 
the component from your database, you will need to delete the component.  

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

! Depending on the size of your window, each of the data component buttons may contain 

a drop-down arrow or segments. By clicking the arrow, a list displays. From the list, select 
Search.   

5. Within the Data Components ribbon group, click the arrow to access a drop-down 
menu. From the menu, select the Drop option. 

6. A window with the configured components for the ticket opens. Within the list, 
highlight the component to remove from the ticket.  

7. Within the upper right-hand corner of the window, click the Drop Selected 
Component. Be aware, there is no undo button; once you click the button, you 
completely remove the component from the ticket. 

The component is removed and no longer displays in the lower right-hand pane of the 
ticket.  

8. If you are completing the work center (if all the required fields for the component are 
complete) and you are ready to send the ticket to the next center, click the 
Complete Work Center button, within the Trouble Ticket Info pane.  

9. If you are still working within the work center, within the Actions ribbon group, click 
Save (to save and stay) or Save & Close (to save and exit). 

Order Actions Ribbon Group 
Within the Order Actions ribbon group, you can perform several different actions to the 
ticket. For example, you can send a ticket to a particular person within the next work center.  

Send To  

The Send To action allows you to send a Trouble Ticket to a person who has access to the 
next work center. In the example below, the Trouble Ticket is currently in the Work Center: 
Directory, you can send the Trouble Ticket to a specific person in either the Work Center: 
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Inside Plant, Work Center: Outside Plant or Work Center: QA. When a Trouble Ticket is 
sent to you, you can view those order through Orders → My Work Center Troubles.  

Sending a Trouble Ticket to a User 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Order Actions ribbon group, click the Send To button. A drop-down lists 
the next work center(s) within the workflow. 

6. Mouse over the top of a work center name. A list of users with access to the next 
work center displays. From the list, select the name of the person to send the trouble 
ticket to, you will see the first name, last name and user name display.  

7. A message box displays allowing you to type any key ticket issues. Once the 
message is complete, click the OK button. 

8. In order for the action to be processed, you need to complete the work center. Make 
sure all required fields for the associated data components are complete and click 
the Complete Work Center button within the Trouble Ticket Info pane.  

9. If you have access to the next work center, the order remains open. Within the 
Actions ribbon group, click Save & Close (save and exit) to return to the Troubles 
list.  

Viewing a Trouble Ticket Sent to You 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then My Work Center Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The My Troubles list populates with a list of Trouble Tickets that another user sent to 
you.  

5. To access the ticket, double-click the order number. The Trouble Ticket window 
opens. Directly below the ribbon is a yellow line. Within the line, notice that your user 
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name displays in the attn field and the reason for sending the ticket to you displays 
in the note field.  

Send Back (Rejecting) 

When a person in a previous work center is missing or enters in incorrect information, you 
can send the Trouble Ticket back or reject it to a particular work center. By sending a 
Trouble Ticket back, you are making that ticket go through all the previous work centers. 
For example, if you send a Trouble Ticket back to the first work center, it will have to go 
through all work centers again before the ticket is closed.   

Sending a Trouble Ticket Back to a Work Center 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Order Actions ribbon group, click the Send Back button. A drop-down 
lists the previous work center(s) within the workflow. 

6. Mouse over the top of a work center name. A list of users with access to the work 
center displays. From the list select the name of the person to send the trouble ticket 
back to, you will see the first name, last name and user name display.  

7. A message box displays allowing you to type any key issues regarding the ticket. 
Once the message is complete, click the OK button. 

8. In order for the action to be processed, you need to complete the work center. Make 
sure all required fields for the associated data components are complete and click 
the Complete Work Center button within the Trouble Ticket Info pane.  

9. If you have access to the work center, the order remains open. Within the Actions 
ribbon group, click Save & Close (save and exit) to return to the Troubles list.  

Assign To 

The Assign To option allows you to assign this trouble ticker to a person who has access to 
the current work center. Once you assign it to the person, they can view the Trouble 
Tickets assigned to them through Orders →Troubles Assigned to Me.  

Assigning a Trouble Ticket 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  
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3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Order Actions ribbon group, click the Assign To button. A drop-down 
field lists the current work center within the workflow. 

6. Move the pointer over a work center name. A list of users with access to the work 
center displays. From the list, select the name of the person to assign the trouble 
ticket to, you will see the first name, last name and user name display.  

7. A message box displays allowing you to type any key issues regarding the ticket. 
Once the message is complete, click the OK button. 

8. The ticket window remains open. To complete the process, click the Save & Close 
button with the Actions ribbon group.  

Viewing a Trouble Ticket Assigned to You 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then Troubles Assigned to Me.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

 The My Troubles list populates with a list of Trouble Tickets that another user sent to 
you.  

4. To access the ticket, double-click the order number. The Trouble Ticket window 
opens. Directly below the ribbon is a yellow line. Within the line, notice that your user 
name displays in the attn field and the reason for sending the ticket to you displays 
in the note field.  

Put On Hold and Remove From Hold 

You may need to place a Trouble Ticket on hold for various reasons. When you hold a 
Trouble Ticket, the ticket will not affect any due dates that you have in place. Once you put 
a work order on hold, the order is moved from the Active Troubles list and placed in the 
Held Troubles list.   

Holding a Trouble Ticket 

1. Click Orders/Troubles. 
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2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Order Actions ribbon group, click the Put On Hold button.  

 

6. A message box displays allowing you to enter a reason why the ticket is going on 
hold. Type the reason and click the OK button. The ticket window closes.  

7. To view a list of Trouble Tickets currently on hold, click Troubles then Held 
Troubles. 

Viewing a Held Trouble Ticket 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles then Held Troubles.  

3. A list of the open troubles populates. If you have a large number of tickets, the list 
may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

 The Held Troubles list populates with a list of Trouble Tickets on hold.  



Trouble Tickets 

276 CAIRS User Guide 

4. To access the ticket, double-click on the order number. The Trouble Ticket window 
opens. Directly below the ribbon is a yellow line. Within the line, notice the status 
has changed to OnHold with the reason the Trouble Ticket is on hold. Once you 
remove the ticket from hold, the status changes to Open.  

Releasing a Held Trouble Ticket 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then Held Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Order Actions ribbon group, click the Remove From Hold button.  

 

6. A message box displays to allow you to enter a reason for removing the hold, 
entering a reason is optional. Type the reason and click the OK button.  

7. The ticket opens to the work center that was open when the order was held.  

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the order or Save & Close (save and exit) to return to the Troubles list.  
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Cancel Order  

You can cancel a Trouble Ticket at any time during the work flow. However, if you have 
components associated to the Trouble Ticket, they remain in your database. In order to 
change or remove the configured components you must access them through menu item.   

Cancelling a Work Order 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click on the order number.   

5. A Trouble Tickets window opens. Within the Order Actions ribbon group, click the 
Cancel Order button.  

 

6. If you have configured components for the ticket, a message box displays informing 
you that cancelling the ticket will not change the status of the configured 
components. Even if you cancel the ticket the configured components remain in your 
database.  

7. Within the box, click Yes to continue cancelling the ticket or No to return to the 
ticket, remove the configured component and then cancel the ticket.  
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8. Once you click Yes, a text box displays allowing you to enter in a reason for 
cancelling. Type the reason and click the OK button. 

9. To view the cancelled Trouble Tickets, click Troubles then Order History. 

Optional Work Centers 

When your administrator creates your different workflows, they can designate certain work 
centers as optional for that workflow. With the Optional Work Centers button within the 
Order Actions ribbon group, you can add the work center back into the workflow.  

Viewing the Optional Work Centers 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Order Actions ribbon group, click the Optional Work Centers button.  

6. A list of the optional work centers displays below the button.  

Adding the Optional Work Centers into an Open Order 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number. A Trouble Ticket window opens.   

5. Within the Order Actions ribbon group, click the Optional Work Centers button.  

6. A box opens with a list of all the optional work centers.  Within the box, click on the 
checkbox next to each work center that you want to add into the trouble ticket.    
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7. Once they are selected, click on the Actiate Selected Centers button in the lower 
right-hand corder of the box.  Alternatively, click on the Cancel Changes button to 
not add any optional work centers into the work flow.   

8. The work centers are added, you can view them wihtin the Work Flow pane.    

9. Within the Actions ribbon group, click the Save (save and stay) button to continue 
working with the order or click the Save & Close (save and exit) button to return to 
the Troubles list.  

Removing a Work Center 

You can remove any work center from a Trouble Ticket. This allows your site to create one 
work flow for all Trouble Tickets within your database. For example, you can create one 
work flow that can be used for set device, cell phone and circuits troubles. With the ability 
to remove a work center from a work flow, you can manipulate the work flow as it 
progresses from start to finish.   

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number.   

5. Within the Work Flow pane, right-click on the work center to remove from the work 
flow, click Remove Work Center selection.  

! In order for a work center to be removed from the work flow, your CAIRS administrator 

must designate the work center as optional within the work flow. To learn more about the 
creating work flows, see System Admin →Work Flows. 
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6. A message box opens verifying that you really want to remove the work center from 
the work flow. Click Yes to continue or No to cancel the operation.  

7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the ticket or Save & Close (save and exit) to return to the Work Order list.  

Switching a TT to a WO 

You can switch a trouble ticket to a work order ticket by clicking the Switch to Work Order 
button, this does not change the work flow it simply moves the ticket from the trouble 
section to the work order section. There is a button in work orders that allow you to move 
the ticket back into trouble tickets.   

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  

3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number.   

5. A trouble ticket window opens.    

6. Within the Order Actions ribbon group, click the Switch to Work Order button. 

7. Once clicked the trouble ticket window closes and you are returned to the Troubles 
list.   

! Remember that this does not change the trouble ticket or work centers for the ticket, it 

simply moves the ticket to the Orders list.  You still have to complete the requirements for 
the initial work flow selected.   

8. To view the order just switched, click Orders → All Active Orders. 

Custom Reporting 
The Custom Reporting ribbon group allows you to print the trouble ticket information on a 
form designed by you.  The form is created by your CAIRS administrators within System 
Admin → Custom Report Templates.  When you click the Custom Report button, a 
selection box opens allowing you to select the report template to print with the ticket 
information.   

Generating a Custom Report 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Active Troubles.  
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3. A list of the open troubles populates. If you have a large number of active tickets, the 
list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the order number.   

5. A trouble ticket window opens.    

6. Within the Reporting ribbon group, click the Custom Report button.  The Select 
Report Template window opens, within the list find the template to use, click on the 
name to highlight.   

7. Within the lower portion of the window, click the Generate Report button.   

8. The report opens in the appropriate program allowing you to save, print or send.   

Attach Ribbon Group 
Before you can attach files to a record, your CAIRS administrator must determine the 
allowable file types and size.  Please contact your CAIRS administrator if you are unable to 
attach files.  

There are two different types of files that you can attach to a record; the first button allows 
you to attach a regular file. These files follow the record and other users are able to see 
them. Although, this is convenient, if changes need to be made to the file, the file will have 
to be saved and then re-attached. 

The second file attachment type allows you to attach a link to a file that is in a shared 
location.  The benefit of this file attachment is that when changes are made to the file there 
is no need to reattach the file.  The disadvantage is that all CAIRS users have to have 
access to the shared file location. 

Since the process to add, modify, delete and view Attachments is the same throughout 
CAIRS, we have consolidated the process into one section on the manual.  Please see 
Common Elements → File Attachments to learn how to more.   

Viewing a Trouble Ticket 
Within the Navigation pane, there are five different ways to view Trouble Tickets. You can 
view open, closed and/or cancelled Trouble Tickets within your database. The six available 
options are: 

• My Work Center Troubles – provides a list of Trouble Tickets currently assigned 
into a work center that you have permission to view.  

• Troubles Assigned to Me – provides a list of Trouble Tickets assigned or sent to 
you by another user. 

• Troubles Created By Me - provides a list of the Trouble Tickets that you created. 
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• Held Troubles – provides a list of Trouble Tickets currently on hold. 

• All Active Troubles – provides a list of all the open Trouble Tickets 

• Trouble History – provides a list of Trouble Tickets that have been cancelled or 
completed. 

Each selection displays information regarding the Trouble Ticket. When you right-click on a 
column, you can change the amount of information within the line display. You can also 
change the order of the columns by clicking and holding on the column header, then drag 
and drop it to the new location within the line display (when you click and hold two red 
arrows displays so you know where you are in the line display).  

My Work Center Troubles 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then My Work Center Troubles. 

3. A list of the Trouble Ticket currently in a work center that you can access populates. 
If you have a large number of Trouble Tickets, the list may not populate, there are 
two ways to populate the list: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the Trouble Ticket within the list and double-click it to open the Trouble Ticket 
details window. 

Troubles Assigned to You 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then Troubles Assigned to Me.  

3. A list of Trouble Tickets assigned to you or sent to you by another user populates. If 
you have a large number of tickets, the list may not populate. To populate the list, do 
one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the Trouble Ticket within the list and double-click it to open the Trouble Ticket 
details window. 

Troubles you created 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then Troubles Created by Me.  
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3. A list of Trouble Tickets assigned to you or sent to you by another user populates. If 
you have a large number of tickets, the list may not populate. To populate the list, do 
one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the Trouble Ticket within the list and double-click it to open the Trouble Ticket 
details window. 

Held Troubles 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then Held Troubles. 

3. A list of Trouble Tickets on hold populates. If you have a large number of Trouble 
Tickets, the list may not populate, there are two ways to populate the list: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the Trouble Ticket within the list and double-click it to open the Trouble Ticket 
details window. 

Viewing All Trouble Tickets 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then All Troubles. 

3. A list of all the open Trouble Tickets populates. If you have a large number of tickets, 
the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the Trouble Ticket within the list and double-click it to open the Trouble Ticket 
details window. 

Viewing Closed or Cancelled Trouble Tickets 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then Order History. 

3. A list of closed or cancelled Trouble Tickets populates. If you have a large number of 
tickets, the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. The Current Status column displays whether the ticket was completed or cancelled. 

5. Find the Trouble Ticket within the list and double-click it to open the Trouble Ticket 
details window. 

Reopening 
Often times, a Trouble Ticket may be closed before the work is completed. In this case, you 
can re-open the ticket, instead of creating a new one. When you access the Trouble Ticket 
within History, the button used to create and complete the work center is now used to re-
open the Trouble Ticket.  

Reopening a Trouble Ticket 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Troubles and then Order History. 

3. A list of closed or cancelled Trouble Tickets populates. If you have a large number of 
tickets, the list may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Find the order within the list and double-click it to open the Trouble Ticket details 
window. 

5. Within the Trouble Ticket Info pane, click the Reopen Trouble Ticket button to 
change the order status to Active. 
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The order opens to the last Work Center and Time Frame. 

6. You can send the ticket to a previous work center and time frame by using the Send 
Back button within the Order Actions ribbon group.  

7. Click the Save button, to save and stay or the Save & Close button to return to the 
Troubles list. 

The ticket now displays within the All Active Troubles list.  
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General Tasks 

Within General Tasks, you can create a task to track any sort of information you want. For 
those CAIRS 32 users, this is similar to the General Work Order. These tasks can relate to 
configured component, database items, dig permits, etc. Similar to a work order, each task 
can have related equipment and or services, as well as an account number.  

Before you can start a general task, it is a good idea to add in both the task type and task 
status. These allow for better tracking of your active tasks.  

Manage General Task Types 
Managing your task types allows you to place each task into a category. For example: 
Funding Requests, Dig Permits, etc.  

Managing Task Types 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click General Tasks. 

3. There are two ways to manage your task types:   

• Within the toolbar directly above the Navigation pane, click the Manage General 
Task Types button.  

• Within the Action pane, click the Manage General Task Types link.  

4. With either option, the Manage General Task Types window opens.  

Adding  

5. In the Manage Task Types list pane, click the top row, marked with an asterisk (*) to 
add a new record.  

6. You can add multiple types by clicking on the row marked within an asterisk (*).  

Deleting 

7. There are two ways to select the type to delete: 

• Right-click the record selector box and click Delete. 
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• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

8. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

9. Once selected, CAIRS.net draws a line through the type allowing you to delete 
multiple items at once.  

10. If you do not want to delete the type, right-click the record to access a pop-up menu, 
click Undelete. 

11. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

12. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the task, or Save & Close (to save and exit) to return to the General Tasks list.  

Manage General Task Status 
The Task Status allows you to place an action to the task, for example, you can create an 
in-process status, on hold, rejected, etc.  

Managing Task Status 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click General Tasks. 

3. There are two ways to manage your task types:   

• Within the toolbar directly above the Navigation pane, click the Manage General 
Task Status button.  

• Within the Action pane, click the Manage General Task Status link.  

4. With either option, the Manage General Task Status window opens.  

Adding 

5. In the Task Status list pane, click the top row, marked with an asterisk (*) to add a 
new record.  

6. You can add multiple items by clicking on the row marked within an asterisk (*).  

Deleting 

7. There are two ways to select the status to delete: 

• Right-click the record selector box to access a menu, from the menu click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

8. Once you click Delete, a message box displays verifying that you really want to 
delete the status. Click Yes within the box to continue or No to cancel the operation. 
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9. Once selected, CAIRS.net draws a line through the status allowing you to delete 
multiple items at once.  

10. If you do not want to delete the status, right-click the record to access a pop-up 
menu and click Undelete. 

11. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

12. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the task, or Save & Close (to save and exit) to return to the General Tasks list.  

Understanding the General Task Screen 
The General Task screen has three panes of information: General Task Information, 
Accounts for Equipment and Services, and Equipment and Services pane. The General 
Task Information pane allows you to enter some basic task information, such as, task type, 
organization name, subscriber name, etc.  

The Equipment and Services pane allows you to associate equipment and/or services to 
the task. This pane works in conjunction with the Accounts for Equipment and Services 
pane, if there is not an account associated within this pane, you will not be able to 
associate equipment or services to the task.    

A General Task - Start to Finish 
1. Click Orders/Troubles. 

2. Within the Navigation pane, click General Tasks. 

3. There are two ways to create a new task: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. Select General Task. 

• Within the Actions pane, click the Add New General Task link. 

4. The General – General Task window opens allowing you to generate a task. 

5. Within the General Task Information pane, complete the following fields (required 
fields are marked with an asterisk (*)): 

• Task Name * - type the name of the task to complete. (Example: cable pull to 
bldg. 211, funding for new sets, etc.).  

• Site * - click the drop-down arrow to access a list, select the site. The site drop-
down list displays the bottom-most site first. After the ~~ is the complete path to 
the site. Each site level is separated by a >. 

• Task Subject – type the subject of the task, if applicable 

• Priority Number – type the priority number for the task. 
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• Open Date – this field auto populates with the current date. To change the date, 
click the field to access a drop-down arrow. From the calendar, select the open 
date. To change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Due Date – click the field to access a drop-down calendar to enter the due date 
for the task. . From the calendar, select the due date. To change the month and 
year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box. 

• General Task Type – click the drop-down arrow to access a list, select the task 
type. 

• General Task Status – click the drop-down arrow to access a list, select the task 
status. 

• Estimated Hours to Complete – type the number of hours needed to complete 
the task. 

• Estimated Days to Complete – type the number of days needed to complete the 
task. 

• Organization Name - click the drop-down arrow to access a list, and then select 
the name of the organization. The organization drop-down list displays the 
bottom-most organization first. After the ~~ the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field.  

• Subscriber Name - click the drop-down arrow to access a list, and then select the 
name of the subscriber associated with the task. 

• General Task Misc 1 – 5 – choose these fields for any miscellaneous information 
regarding the task. 

• Task Description – type a description of the task; be as specific as possible so 
that other users can quickly identify the purpose of the task. 

• Vendor Award Date – this field allows you to enter in a date of the vendor award, 
if applicable. To add a date, click the field to access a drop-down arrow. Once 
clicked a calendar displays, from the calendar, select the date of the award. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Delivery Date – this field allows you enter in the delivery date for the task. To add 
a date, click the field to access a drop-down arrow. Once clicked a calendar 
displays, from the calendar, select the delivery date. To change the month and 
year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box. 
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6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the task, or click Save & Close (to save and exit) to return to the General Tasks 
list. 

Equipment or Services Associated to a Task 

At times, there is a need to associate equipment or a service directly to a task. Before any 
equipment or services can be added, you need to associate an account number.  

Since adding, modifying, deleting and viewing equipment and services is the same 
throughout CAIRS, we have consolidated the process into one section on the manual.  
Please see Common Elements → Equipment & Services to learn how to more.   

 

Adding an Account for Equipment and Services 

You can associate a few different account numbers to this set for the different charge types 
associated with your equipment and services. For example, you can a separate account 
numbers for recurring and one-time charges. Alternatively, you can have one account 
number for all charges associated with the equipment, services, and calls.  

1. Click Orders/Troubles. 

2. Within the Navigation pane, click General Tasks.  

3. A list of the open tasks populates. If you have a large number of active tasks, the list 
may not populate. To populate the list, do one of the following: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list opens, double-click the task name. The General Task window opens.  

5. Within the Accounts for Equipment and Services pane, click the row marked with the 
asterisk to enter in a new account number for the equipment and services. Complete 
the following fields, required fields are marked with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one time and 
recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

! If you choose to assign an account number as a default for call charges, you can still 

assign separate account numbers for certain buttons. The selections within the Accounts 
for Calls tab overrides the selection made within this pane.   
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• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Set Device window.  

• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Organization – if you have selected an account, number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations. If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.  

From the list, select the account number and organization responsible for the 
charges.  

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the set, or click Save & Close (to save and exit) to return to the Set 
Management list. 

General Tasks – Notes 

Before you started adding notes it is a good idea to add some note categories.  These 
categories help to group the notes based on a common element.  For example, Update 
Ticket, Remove Component, etc.  To learn more about adding note categories, please see 
Common Elements → Managing Note Categories.   

Since the process to adding, modifying, deleting and viewing notes is the same throughout 
CAIRS, we have consolidated the process into one section on the manual.  Please see 
Common Elements → Notes to learn more.   
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General Tasks File Attachments 

Before you can attach files to a record, your CAIRS.net administrator must determine the 
allowable file types and size.  Please contact your CAIRS.net administrator if you are 
unable to attach files.  

There are two different types of files that you can attach to a record; the first button allows 
you to attach a regular file. These files follow the record and other users are able to see 
them. Although, this is convenient, if changes need to be made to the file, the file will have 
to be saved and then re-attached. 

The second file attachment type allows you to attach a link to a file that is in a shared 
location.  The benefit of this file attachment is that when changes are made to the file there 
is no need to reattach the file.  The disadvantage is that all CAIRS users have to have 
access to the shared file location. 

Since the process to add, modify, delete and view file attachments is the same throughout 
CAIRS, we have consolidated the process into one section on the manual.  Please see 
Common Elements → File Attachments to learn more.   

 

Preventive Maintenance Jobs 

Preventive Maintenance Jobs allows you to automatically create notifications, work order, 
trouble tickets or send emails on a one-time or recurring schedule.  A preventive 
maintenance job can include anything that occurs on a one-time or recurring basis such as 
switch maintenance, database maintenance, facilities maintenance, etc.   

 

Understanding the General – Preventive Maintenance 
Jobs Screen 
There are four panes of information within the General – Preventive Maintenance Jobs 
screen. They are General, Email, Order Template, and Schedule. 
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General Pane 

The General Pane displays basic job information such as job type, description and the 
action that CAIRS will perform.  There are three actions that CAIRS can perform: start an 
order or trouble ticket, send an email or do both.    

Email Pane 

The email pane displays the contacts that will receive the email from CAIRS.   

Order Template Pane 

This pane displays all the information that will be transferred to the order or trouble ticket 
when created.   

Schedule Pane 

There are four tabs within this pane.  The Schedule tab display the times and days the job 
will occur.  The Process Log tab displays the job name as well as the status of the job. The 
Created Records tab displays the order, troubles or emails that have been created for the 
job.  The Components tab displays any devices that have been associated to the job.  You 
can double click on any record to view the complete information.   

Preventive Maintenance Job Types 
Before you can start to create your jobs, you will need to create the types.  The types can 
be what sort of maintenance you are performing such as switch maintenance, facilities 
maintenance, etc.   

Managing a Job Type 

1. Click the Orders/Troubles menu. 

1. In the Navigation pane, click Preventive Maintenance Jobs. 

2. You have two alternatives for Manage Preventive Maintenance Job Types:  

• On the toolbar directly above the Navigation pane, click the Manage Preventive 
Maintenance Job Types button.  

• Within the Action pane, click the Manage Preventive Maintenance Job Types 
link.   

3. With either option, the Manage Preventive Maintenance Job Types window opens.  

Adding 

4. In the Manage Preventive Maintenance Job Types * list pane, click the top row, 
marked with an asterisk (*) to add a new record.  

5. Type the new job type name this can be such things as update, maintenance, etc.   
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6. To add another job, click the Save button and repeat steps 4 and 5, as necessary. 

Modifying 

7. Click the field to modify and type the new information. 

Deleting 

8. There are two ways to select the job type to delete: 

• Right-click the record selector box (located just left of the name) and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

9. Once you click Delete, a message box opens verifying that you really want to delete 
the type. Click Yes within the box to continue or No to cancel the operation. 

10. Once selected, CAIRS.net draws a line through the type allowing you to delete 
multiple types at the same time.  

11. If you do not want to delete the type, right-click the record and click Undelete. 

12. Once you select Undelete, a message box opens verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

13. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit). 

 

Adding a Job 
Each preventive maintenance job is associated to an action.  The action determines what 
CAIRS will do automatically.  You can create and order or trouble, send email or do both.  
We will first create the basic job information and then we will discuss the specifics for each 
action.   

After you have created the basic job information, you can create the schedule of when the 
order is to be created or the email sent.   

Creating the Basic Job Information 

1. Click the Orders/Troubles menu. 

2. In the Navigation pane, click Preventive Maintenance Jobs. 

3. There are two ways to create a new job: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. Select Preventive Maintenance Job. 

• Within the Actions pane, click the Add New General Task link. 

4. With either option the General – Preventive Maintenance Job window opens.  We 
will start with the General pane, complete the following fields, required fields are 
marked with an asterisk (*): 
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• Preventive Maintenance Job Name – type in the name of the job 

• Preventive Maintenance Job Type * - click on the dropdown arrow to access a 
list of the job types you created, from the list click on the type to associate to the 
job. The type appears in the field. 

• Preventive Maintenance Job Description – type in the description of the job.  
The information within this field will transfer over to the order or trouble once 
created.   

• Start Order or Trouble – click the box to insert a checkmark to have this job 
start and order or trouble ticket.  If selected the fields within the Order Template 
need to be completed.   

• Send Email for the Job – click the box to insert a checkmark to have the job 
automatically send an email to the people listed in the Email pane 

• Show Notification for Job - click the box to insert a checkmark to notify users of 
a job, when users open CAIRS they will be notified that the job is occurring.   

5. You can use one or more of the checkboxes for each job, simply click the box and 
complete the appropriate pane.   

6. Once you have completed these fields it is a good idea to save your information 
before you continue.  Within the Actions ribbon group, click on the Save button. In 
the next few sections we will break out each action and the information you need to 
complete for the job. 

 

Start Order or Trouble 

If you have selected the Start Order or Trouble action, your next step is to complete the 
fields within the Order Information pane.  The fields that you complete within this pane 
transfer over to the work order or trouble ticket upon completion.   

1. Within the Order Template pane, complete the following information, required fields 
are marked with an asterisk (*): 

• Site * – click on the dropdown arrow to access a list of the sites, there are two 
columns of information.  The first column displays the site that you are assigning 
to the order.  The second column displays the path of the site, this includes all 
parents.  Find the site within the list and click to add the site name to the field. 

• Work Flow Name * – click on the dropdown arrow to access a list of work flows, 
from the list find the work flow to associate to the job. Click on the work flow 
name to associate it to the order/trouble.   

• Work Order Category - click the drop-down arrow to access a list of the work 
order categories created, from the list click on the work order category.  

• Building Name – click on the dropdown arrow to access a list of the buildings 
created in your database, from the list click on the building name to associate to 
the order/trouble 
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• Switch Name – click on the dropdown arrow to access a list of the switches 
created in your database, from the list click on the switch to associate to the 
order/trouble 

• Organization Name - click the drop-down arrow to access a list and from the list, 
click on the name of the organization to associate to the order/trouble. The 
organization drop-down list displays the bottom-most organization first. After the 
~~ the complete path to the selected organization displays. Each level of the 
organizational tree is separated by a >. Once you select an organization, the 
complete path populates within the field. 

• Subscriber Name - click the drop-down arrow to access a list and from the list, 
click on the name of the subscriber to associate with the order/trouble 

• Account Number - click the drop-down arrow to access a list and from the list 
click the account number to associate to the order/trouble. The list of accounts 
displays not only the account number but also the account type, one-time, 
recurring or call charges and organization 

• TCO - click the drop-down arrow to access a list of the TCO Groups within your 
database, from the list click on the group to associate to the order/trouble.     

• Days to Due Date – type in the number of days until the job is due for completion 

• Contact Name – type in the contact name 

• Contact Phone – type in the contact phone number 

• Order Trouble Misc 1 – 30 – use these fields to enter in any additional 
information regarding the order/trouble. 

2. Once you have completed these fields it is a good idea to save your information 
before you continue.  Within the Actions ribbon group, click on the Save button.  

Send Email 

If you have selected the email option, you will complete the information within the Email 
pane.  When the email is sent the description from the General pane is the email body and 
the preventive maintenance job name is the subject.   

1. Within the Email pane complete the following fields for each person that you want to 
receive the emails, required fields are marked with an asterisk (*): 

• Contact Name * - type in the name of the person receiving the email 

• Email Address * - type in the email address of the person receiving the email 

• Contact Primary Number – type in the telephone number 

• Contact Alternate Number – type in the alternate telephone number, such as a 
cell phone 

• Preventive Maintenance Job Email Misc 1 – 5 – use these fields for any 
additional information about the recipient that you want to track 
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2. Once you have completed these fields it is a good idea to save your information 
before you continue.  Within the Actions ribbon group, click on the Save button.  

History 

1. Click the Orders/Troubles menu. 

2. In the Navigation pane, click Preventive Maintenance Jobs. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Preventive Maintenance Jobs list open, displaying all existing jobs. Double-
click the job to view.  

5. The Preventive Maintenance Job window opens.  

6. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the job: 

• Action Name* – describes the completed action. For example, Add, Update, etc. 

• Custom Field Name – displays the field name of the modified information 

• Old Value – displays the old information 

• New Value – displays the new information 

• User Name - displays the username of the person who completed the changes 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 

• Work Order Number – displays the work order number for the order completed 
to make the changes, if applicable. 

7. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the job, to view more detail double click on the record.  

A window opens with a more detailed description of the action.   

8. Within the Action ribbon group, click the Close button to return to the job.  

Deleting a Job 

1. Click the Orders/Troubles menu. 

2. In the Navigation pane, click Preventive Maintenance Jobs. 
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3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Preventive Maintenance Jobs list open, displaying all existing jobs. Within the 
list find the job to delete, there are two ways to delete a job: 

• Highlight the job within the list and click on the Delete Preventive Maintenance 
Job link within the Actions pane. 

• Double click on the job to open the record, within the Actions ribbon group, click 
on the Delete button 

5. With either option, once you click delete a message box opens verifying that you 
really want to delete the job.  Click Yes within the box to continue or No to cancel 
the operation.  

The Schedule 
There are two options when creating the schedule for your jobs. Within the Schedule ribbon 
group are two buttons the Manage Schedule and Create Schedule button.  The Create 
Schedule button allows you to create the dates and times of when the job is to occur.  Once 
the schedule is created you can use the Manage Schedule button to make any necessary 
changes.   

The schedule pane lists all the dates and times of when the job is to occur.  You can create 
schedule entries here, however it is much easier to use the Create Schedule button. 

Creating the Schedule 

There are several options available when you create the schedule.  When you click on the 
Create Schedule button, the Recurring Schedule popup opens.  There are three sections of 
information that you need to determine for each occurrence. 

Start Time 

Within this section you will determine when the order or trouble ticket is to be created or the 
email sent.  Click on the dropdown arrow to access a list of times, scroll to the appropriate 
time and click on the time to insert it into the field.  Alternatively, you can click on the field 
and type in the time, you must keep the formatting the same.   

Recurrence Pattern 

There are four options within the recurrence pattern section.  Within each pattern the right 
side of the section changes to allows you to determine the different settings. 

Daily 
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With this option you can determine how often the job occurs on a daily basis.  The default is 
for the job to occur daily, however you can change that to occur every 2, 3, 4 etc. days.  
Within the right side of the section, click on the option button next to the first Every, then 
type in the number of days between each occurrence in the text box.   

Weekly 

With this option you can determine how many weeks between each occurrence of the job.  
The default is for the job to occur every week on Friday.  To change this type in the number 
of weeks between each occurrence in the text box and select the day of the week the job 
occurs on.   

Monthly 

With this option you can determine how many months between each occurrence of the job. 
The default is that the job occurs on the first day of every month.  To change this type in the 
day that the job occurs each month and how many months in between.     

Alternately you can determine what day of each month the job occurs on, for example, the 
second Saturday of every month.  The default is to occur on the first Sunday of every 
month.  To change click on the first dropdown arrow and select either first, second, third, 
fourth or last.  Then click on the next dropdown box and select what day of the week, 
Sunday – Saturday.  Last you can have it occur every month or type in the appropriate 
number into the field.  

Yearly 

With this option, the job will occur on a yearly basis.  You determine how many years 
between each occurrence and what month and date of the job.  The default is for the job to 
occur every year on the first Sunday of May.  To change this, first determine the number of 
years between each occurrence.  Then select what month and date the job is to occur on.   

If you don’t want to choose a specific date, you can select the last option to have the job 
occur on a day in any month, the default option is to have the job occur on the first Sunday 
of every May.  Click on each dropdown arrow to make the appropriate selections.   

Recurrence Range 

The final step is to determine for how long the jobs will occur.  You will determine the start 
and end date.  The start text box default to the current date, to change that you either click 
on the small up and down just to the right of the date, this will advance you one more 
forward or backward.  To change the date completely click on the dropdown arrow to 
access a calendar, click on the date to add to the field.  To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the number to 
select the date. The date populates in the box. 

Once you have completed the schedule click on the Ok button to continue.  Each 
occurrence of the job now appears in the Schedule pane.   

Deleting a Scheduled Occurrence  

Once an occurrence appears within the Schedule pane, you can delete it.  Right click on 
the record selector box just to the left of the Scheduled Start Time to access a menu.  From 
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the menu select Delete, a message box appears verifying that you really want to delete the 
occurrence.  Click Ok to continue or no to cancel the operation.   

Process Log 
The Process Log displays when each occurrence of the job was started and what the 
status of that occurrence.  

Created Records 
The Created Records pane provides information on what types of records have been 
created from the Preventive Maintenance Job (orders or troubles) the name of the record, 
and the date and time it was created.  From this pane, double-click a created record to 
open that record.  For example, if 5 work orders have been created by this Preventive 
Maintenance Job, any of those orders can be opened from this pane. 
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Reports 

There are four reports that you can generate for your work order and/or trouble tickets. The 
following report types are available: 

• All Orders and Troubles – displays a list of all the work order/troubles within your 
system, this includes open, completed and cancelled.  

• All Orders and Troubles By Directory Number – displays a list of the work 
orders/troubles within your system based on telephone number, this report includes 
open, completed and cancelled work orders. 

• All Orders and Troubles By Circuit - displays a list of the work orders/troubles within 
your system based on circuit name, this report includes open, completed and cancelled 
work orders. 

• All Portal Requests – displays a list of work orders/troubles with your system that were 
submitted via the Subscriber Portal, this includes open, completed and cancelled work 
orders.  

• Equipment and Service By Category – displays a list of the equipment and services 
associated to the work orders based on equipment category. This report includes a 
One-time Cost Total.  

! In order for the Equipment and Service By Category report to work properly, you need to 

define a report category for each equipment type and/or each piece of equipment. To learn 
more about this please see, Equipment and Services  Manage Report Category. 

When you click on any of the menu options the report generates to you screen. Once the 
report displays, you can export the information into a PDF, Excel, or text file.  

For each of the reports you can create a search parameter to display only the information 
that you want to see. When you click the double drop-down arrow in the upper right-hand 
corner, the Advanced Search Options become available. These search options allow you to 
limit the amount of information generated within the report.  

Generating a Report 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Reports.  

3. From the four report types, click the report that you want to generate.  

4. The report displays in the right-hand pane.  
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Creating a Search Parameter 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Reports.  

3. From the four report types, click the report that you want to generate.  

4. Click the double drop-down arrow next to the magnifying glass.  

 

5. The Advanced Search field opens displaying search fields corresponding to the 
selected Band.  

 

6. Next to each search field is a search criteria descriptor such as Contains, Equal to, 
etc. This descriptor tells the system how to look for the information within the fields. 
A different descriptor can be selected by clicking the field’s descriptor button.  

 

7. Choose the new descriptor and type the search criteria into the field. Press ENTER. 
Results matching your search criteria display.  
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Exporting your report 

1. Click Orders/Troubles. 

2. Within the Navigation pane, click Reports.  

3. From the four report types, click the report that you want to generate.  

4. Once your report displays within the right-hand pane you can export the report. 

5. Within the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are seven options to choose from: 

• Excel (All Levels) – exports the report to an Excel spreadsheet. 

• Excel (Top Level Only) – not applicable  

• Excel (Expanded Levels Only) – not applicable   

• Excel (Multiple Files) – exports each order into a separate file. When you select 
this option, the Browse For Folder pop-up opens allowing you select where to 
save the files. Within the pop-up select the folder, and click the OK button, the 
files appear within Windows Explorer in the designated location.  

• PDF (All Levels) – exports the report to a PDF file.  

• PDF (Top Level Only) – not applicable  

• PDF (Expanded Levels Only) – not applicable   

6. Once exported, the file opens allowing you to save or modify the file in the 
appropriate program.  
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Subscribers 

Subscribers are individuals, businesses, service groups, or other entities that provide useful 
resources or specific services for the site. Subscribers are not directly a part of the Sites 
hierarchical structure but often require Site services (including telephone services) 
necessary for them to be located on the site. Subscribers are generally required to pay for 
the services provided to them by the Site. Cairs.net maintains general information 
regarding their name, location, and telephone listing in the Subscribers Section.  

Telephone Control Officer Group 

A Telephone Control Officer (TCO) is the person responsible for managing your site’s 
Subscriber services. Each TCO is placed into a group to manage several different 
subscribers. 

Resource Manager Group 

A resource manager is the individual responsible for monitoring the resources available for 
a group of people. They are required to evaluate and approve funding for work orders 
submitted by their Subscribers.  

When a subscriber submits a work order through the Subscriber Portal, the work order 
stops in cairs.net and waits for the Resource Manager to approve funding. Your cairs.net 
administrator decides which work orders require approval. Once approved the work order 
can resume within the workflow.  

Commanding Officers 

Each Subscriber and Subscriber Manager can be assigned a Commanding Officer who 
ultimately has the final approval over Subscribers and Subscriber Managers. 

Supervising Managers 

You can assign each subscriber a Supervising Manager.  These managers have 
permission to view data within Subscriber Portal and you can limit their permission based 
on site and/or organization. 

Subscribers 
The Subscribers section provides you with the capability to create and maintain an active 
list of all subscribers (within your infrastructure) in the cairs.net system. Anyone who 
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receives any type of service should be included in the list of subscribers allowing you to bill 
him or her for the services your organization provides. During installation a Unique 
Communications installer assists the administrator (or someone designated by the 
administrator) in setting up the subscriber information.  

Subscriber Information 

When you open the General – Subscriber window, there are three panes of information.  
The Subscriber Information pane displays basic information, such as, name, rank, 
organization, site, etc.  The Notes pane displays all created notes for the subscriber.  The 
Related Set Devices displays the sets the subscriber is associated to as well as the port 
name, set type and set template.   

Adding a New Subscriber 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. There are two ways to add a subscriber: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Subscribers. 

• Within the Actions pane, click Add New Subscribers.  

4. With either option, the General - Subscriber window opens. Complete the following 
Subscriber information (required fields are marked with an asterisk (*)): 

• Site* – click on the dropdown arrow to access a list of the sites, there are two 
columns of information.  The first column displays the site that you are assigning 
to the subscriber.  The second column displays the path of the site, this includes 
all parents.  Find the site within the list and click to add the site name to the field. 

• Organization – click the drop-down arrow to access a list and from the list, click 
on the name of the organization to associate to the subscriber. The organization 
drop-down list displays the bottom-most organization first. After the ~~ the 
complete path to the selected organization displays. Each level of the 
organizational tree is separated by a >. Once you select an organization, the 
complete path populates within the field. 
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Once you select an organization, the complete path displays within the field.  

• Organization Path – After you save and close the record, this field populates with 
complete path of the organization starting with the parent and moving to the 
child. Each level of the path is separated by a >. 

• Organization TCO – click the drop-down arrow to access a list of TCO groups 
within your database.  From the list, select the TCO to associate to the 
subscriber.   

! Once you Save & Close the record, the TCO field becomes read-only.  You will not be 

able to modify the TCO information.  

• Authorized – The field defaults to include a solid square, this means that the 
value is neither true nor false.  You will need to click on the field twice to insert a 
checkmark to indicate this subscriber as authorized. Leave the field blank to 
make this subscriber un-authorized meaning they will not be able to use the 
Subscriber Portal.   

• Disabled – The field defaults to include a solid square, this means that the value 
is neither true nor false.  You will need to click on the field once to remove the 
solid square to indicate this subscriber as active.  Click the field again to insert a 
checkmark which indicates their account has been disabled. The user will receive 
a message letting them know their account has been disabled. 

• Last Name – type the subscriber’s last name. 

• First Name – type the subscriber’s first name. 

• Middle Name – type the subscriber’s middle name. 

• User Name – type the user name chosen by the subscriber to access their 
subscriber information. 

• Alt Sub Number – type the alternate subscriber number. 

• Rank – click the field to access a drop-down list and from the list, select the rank.  
If a rank is not in the dropdown list, you can type the rank in the field.   

• Branch – click the field to access a drop-down list and from the list, select the 
branch.  If a branch is not in the dropdown list, you can type the branch in the 
field.   

• Grade – click the field to access a drop-down list and from the list, select the 
grade.  If a grade is not in the dropdown list, you can type the grade in the field.   

• Rate – click on the field to access a drop-down list and from the list, select the 
rate.  If a rate is not in the dropdown list, you can type the rate in the field.   

• Commanding Officer – click the field to access a drop-down list and from the list, 
select the Commanding Officer. 

• Publishing Option* – from the drop-down list, select one of the following 
publishing options: 
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• Published – click on the field to access a drop-down list and from the list, select 
one of the following publishing options: 

• Non-published – if selected, this listing will not appear in any printed or online 
directory. 

• Classified – if selected, this listing displays in the classified directory only. 

• Temporary – if selected, this displays as a temporary listing. 

• Both Published and Classified – if selected, the listing displays in both the 
published and classified directory. 

• Alternate – if selected, the Alternate Number that displays in the Alt Number 
field displays in place of the original number in both the printed and online 
directories. 

• Job Description – type the job description information for the subscriber, if 
applicable. 

• E-Mail Address – type the subscribers e-mail address. 

• Contact Phone Number – type the contact phone number of the subscriber. 

• Key Word – type a name allowing operators to perform a more precise 
subscriber search. For example, if the Subscribers last name is Smith, a key 
word can be the first name.  

• Date Added* – this field auto-populates with the current date. To change the 
date, click the field to access a drop-down calendar and from the calendar select 
the date to add the subscriber. To change the month and year click the right or 
left arrow, and once at the appropriate month and year, click the number to select 
the date. The date populates in the box. 

• Account Type* – click the field to access a drop-down list and from the list select 
whether the subscriber account is official or unofficial. 

• Comments – comments can be added when registering.  

• Subscriber Misc 1 – 5 – use these fields to enter in any further subscriber 
information 

• Is Portal Administrator – if this subscriber is your Subscriber Portal administrator, 
click the field to insert a checkmark in the field.  This allows the subscriber to see 
Configuration menu option when they access the portal.   

5. To add another subscriber, click the Save & New button within the Actions ribbon 
group and repeat step #3.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the subscribers, or click Save & Close (to save and exit) to return to the 
Subscribers list. 

Adding a Subscriber from Active Directory 

1. Click Subscribers.  
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2. Within the Navigation pane, click Subscribers. 

3. There are two ways to add a subscriber from Active Directory: 

• Within the toolbar directly above the Subscribers list, click the Add Subscriber 
from Active Directory link. 

• Within the Actions pane, click the Add Subscriber from Active Directory link. 

4. The Provide Active Directory Credentials window opens. Log in with your 
Administrator Name, Administrator Password, and Domain. 

5. Click the OK button. 

6. The Active Directory list displays. Within the Active Directory list: 

• Search for a Subscriber by typing the subscriber name or portion of the name in 
the text box. The list displays all subscribers containing the portion of the search 
characters. For example, if the search parameter typed in is ‘Len’, anywhere “len” 
displays in the active directory listings displays (highlighted fields display the 
search characters) within a new list. To return to the full list of users after a 
search, click the red X within the search parameters box. Sort the list by clicking 
any column header. For example, click the Username column header to sort the 
list alphabetically by user name. 

7. Within the list, double-click the subscriber name to add. The Subscriber window 
opens with the Last Name, First Name and User Name populated with the Active 
Directory information. 

8. Type the remaining subscriber information. 

9. To add another subscriber, click the Save & New button within the Actions ribbon 
group and repeat  
steps #6 - 8.  

10. When you have completed entering the information, click Save & Close, within the 
Actions ribbon group.  

11. The Active Directory list remains open until closed allowing the administrator to add 
multiple subscribers without having to log in each time. To close the Active Directory 
list, click the red X in the upper-right-hand corner of the window. 

Viewing Subscriber Records 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 
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4. There are several additional viewing options for subscribers, within the Views pane, 
click the option button next to one of the following options to have cairs.net sort the 
subscriber list based on the common characteristic: 

• Simple List 

• Requesting SP Access 

• Rank 

• Publishing Option 

• Site 

• Organization 

• Authorization Codes 

• Official Accounts 

• Unofficial Accounts 

• Unofficial Detail 

• Account Current 

• TCO Groups 

• Subscriber Notes 

• Disabled Subscribers 

5. Each of the 14 viewing options sorts the list and puts the records into groups. Click 
the plus sign (+) next to each group to drill down to individual records. Double-click 
the record to view it in detail. 

Modifying an Existing Subscriber 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the subscriber needing modification. The 
General – Subscriber window opens. 

5. Make any necessary modifications. Remember, any field with an asterisk (*) is 
required. For information on each field, please see Adding a New Subscriber at the 
beginning of this section. 

6. Once the modifications are complete, click Save & Close within the Actions ribbon 
group. 

Disabling an Existing Subscriber 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the subscriber needing modification. The 
General – Subscriber window opens. 

5. Click the box within Disabled field to insert a checkmark.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the subscribers, or click Save & Close (to save and exit) to return to the 
Subscribers list. 

Searching for a Subscriber Record 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Within the upper-right corner of the window is the search box.  

4. Search for a Subscriber by typing the subscriber name or portion of the name in the 
text box. The list displays all subscribers containing the portion of the search 
characters. For example, if the search parameter typed in is ‘Len’, anywhere “len” 
displays in the active directory listings displays (highlighted fields display the search 
characters) within a new list. To return to the full list of users after a search, click the 
red X within the search parameters box. 

Deleting a Subscriber Record 

To delete a subscriber record, that subscriber must be free of all assignments. 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, there are three ways to delete a subscriber: 

• Highlight the Subscriber name within the list, and on the toolbar directly above 
the Navigation pane, click the red X. 

• Highlight the Subscriber name within the list, and within the Actions pane click 
the Delete Subscribers link. 

• Within the subscriber list, double-click the Subscriber name. The Subscriber 
window opens. Within the Actions, ribbon group click the Delete button. 
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5. Once you click Delete, a message box displays verifying that you really want to 
delete the Subscriber. Click Yes within the box to continue or No to cancel the 
operation.  

Subscriber Notes 

Managing Note Categories 

Before you start to add notes, it is a good to add some categories.  These categories allow 
you to group your notes based on a common element.  For instance, you can have note 
categories called:  Password Reset, Set Device, Account, General Info, etc.   

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the Notes pane, click on the Manage Categories link 

Alternatively, from the Subscriber menu you can click on the Manage Note Categories link 
within the Actions pane.   

6. The Manage Note Categories popup opens.  Click the row with an asterisk (*) to add 
a new category to the list and type the name. 

7. Once you start typing in the category, a new row with an asterisk (*) displays at the 
top of the list allowing you to add multiple categories at once.  

8. To delete a category, right click on the record selector box next to the category 
name to access a popup menu, from the menu click Delete. 

9. Once you click Delete, a message box displays verifying that you really want to 
delete the category. Click Yes within the box to continue or No to cancel the 
operation.  Once selected, a line is drawn through the name, allowing you to delete 
multiple items at once.  

10. If you do not want to delete the category, right-click the record again and click 
Undelete. 

11. Once you select Undelete, a message box displays verifying that you really want to 
keep the category. Click Yes within the box to continue or No to cancel the 
operation. 
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12. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the categories, or click Save & Close (to save and exit) to return to the 
Subscriber. 

Category Document Templates 

For each category you create, you can also create a document template.  When you create 
a template, each time you select the note category the information within the template 
automatically populates in the note editor.  This is a handy time saving tool to allow you to 
quickly add notes to a subscriber.   

1.  Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the Notes pane, click on the Manage Categories link 

6. The Manage Note Categories popup opens.  Within the list of categories, select the 
one to associate to a template.  

7. Within the Note Template ribbon group, click the Edit Note Template button.  The 
Note Template Editor opens.   

8. Type the text of the note into the editor, once finished click on the Save button in the 
lower right hand corner.   

9. Within the Actions ribbon group, click on the Save button to return to the Subscriber.   

10. Whenever you select the particular category, your template automatically populates 
in the Notes Editor.   

Adding a Note to a Subscriber Record 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 
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4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the Notes pane, click on the Add Note link.  The Note Editor popup opens.   

6. You can simply start typing the text of the note into the Editor, however, you have 
several options while creating your note: 

Note Category 

7. On the right hand side of the menu bar, is the Category drop-down, click on the 
arrow to access a list of the categories and from the list select the associated 
category.  This category simply groups your motes based on a common 
characteristic.   

8. If the category has a template, the template text automatically populates in the note 
editor.  We can modify the template by clicking in the note editor and change any 
necessary information.   

9. Next to the Category drop-down are a few options:  

• Load – if you have already created the note and want to use the template 
instead, click on the Load button.  You will be notified that loading the template 
will overwrite any existing information.  Click Yes to continue or No to cancel the 
operation.   

• Modify – You can modify the template by clicking on the Modify link, the Note 
Template Editor opens allowing you to make changes.  Once complete, 
remember to click Save! 

• Create – You can create a new template by clicking on the Create button, the 
Note Template Editor opens within the body type the text and once complete 
click Save.   

Changing the Note Font 

10. At the top of the Notes Editor are several options available to modify the look of the 
note.  You have the following options available: 

• Bold/Italic/Underline 

• Bullet 

• Numbering 

• Font Color 

• Font Highlight 

• Font Type and Size 

11. Click on any button and start typing the text of your note.   

12. To change any text within your note, highlight the text and click on the appropriate 
button.   

Adding a Note Subject 
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13. You can add a subject to a note by clicking in the Subject field and typing the 
information.   

Undo/Redo 

14. If at any time during the creation of your note you make a mistake, we have taken 
care of you with the undo and redo buttons. These buttons will only work if you have 
not clicked the Save button.    

Status Bar 

15. At the bottom of the note editor, there is a status bar that displays the following 
information: 

• Created By 

• Creation Date 

• Last Modified Date 

• Modified By 

16. When you have completed your note, click on the Save button in the lower right 
hand corner.  The note is saved and you are returned to the Subscriber. 

Viewing All Notes Added to a Subscriber Record 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber window 
opens. 

5. All notes that you have created display within the Notes pane, the most recent note 
appears at the top of the list.   

6. There are two viewing options: 

• Standard – this view displays the note in its entirety 

• Condensed – this view displays only the top portion of the note 

7. You can further condense the list by clicking the minus sign next to Created By for 
each note, this only displays the subject of the note.  To view the complete note 
details, click on the plus sign.   

8. There is one more viewing option, when you are at the Subscriber menu, within the 
Views panes click Subscriber Notes.  All notes within the entire database appear 
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within the list.  To view the note details, double click on the row to open the 
Subscriber record.    

Editing a Note 

To edit a note, find the note within the list and click on the Edit link on the far right side of 
the pane.  The popup opens allowing you to edit and save the note.  The position of the 
note does not change within the list because the list is based on date and time created.   

Deleting a Note from a Subscriber Record 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber window 
opens. 

5. All notes that you have created display within the Notes pane, the most recent note 
appears at the top of the list.   

6. Within the note header, click on the Delete link on the far right hand side of the 
header.   

7. The note is removed from the list.   

Subscriber Passwords 

Reset a Password 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber window 
opens. 
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5. Within the Show ribbon group, click the Password button to access a drop-down list. 
From the list, select Reset Password. 

6. A box opens with the new temporary password. Select Reset Password to save the 
new password, or Cancel to stop the process. If you selected to continue the 
process, a box opens saying the user’s password user successfully updated. Click 
Ok to return to the Subscriber window. 

Subscriber Accounts 

Before you can associate any equipment or services to subscriber, you must associate an 
account number.  This allows cairs.net to bill for any charges incurred by the subscriber.   

Adding an Existing Account Number to a Subscriber 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the Component Group ribbon group, click the lower portion of the Account 
button to access a drop-down list. From the list, select List. 

6. The Search Accounts popup opens, this popup allows you to search for an existing 
account.  There are two ways to populate the list of available account numbers:   

• Within the search box, type any portion of the account number and then click the 
magnifying glass. 

• Click the Show All button. 

7. Once the list populates, double-click the number to add the account to the 
subscriber. The accounts window closes and returns you to the Subscriber window.  

8. Once you select the account number, the Account Type field populate with the 
appropriate information. To view account information, click the Account button in the 
Component Group. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue modifying 
information for the subscriber, or Save & Close (to save and exit) to return to the 
Subscriber list. 

Creating a New Account for a Subscriber 

1. Click Subscribers.  



Subscribers 

320 CAIRS User Guide 

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

4. Within the search box, type any portion of the record and then click the magnifying 
glass. 

5. Click the Show All button. 

6. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

7. Within the Component Group ribbon group, click the Account button to access a 
drop-down list. From the list, select New. 

8. The General – Account window opens (if you have automatic numbering turned on 
then the name of the window is Automatic By Setting – Accounts). There are four 
information panes. Within the Account pane, complete the following fields (required 
fields are marked within an asterisk (*)): 

• Account Number* – type the account number; this field can contain numbers, 
letters and/or symbols. 

• Mailing Address – click the field to access a drop-down list and from the list 
select the mailing address of where to send the bills. 

• Category – another way to group accounts together. Within Accounts is a 
Manage Account Category that populates the drop-down list.  

• Call Charges – click the box to insert a checkmark to indicate the account is 
responsible for all charges incurred from calls. 

• One Time Charges – click the box to insert a checkmark to indicate the account 
is responsible for all one-time equipment and service charges. 

• Recurring Charges – click the box to insert a checkmark to indicate the account 
is responsible for all recurring equipment and service charges. 

! Within various parts of the software, when the Account Number drop-down arrow is 

selected, the Recurring Charges, Call Charges, and One Time Charges columns display to 
the right of the Account Number and Type.  

• Account Type* – this field auto-populates with Unofficial indicating you are 
creating an unofficial account. 

• Mission Funded – click the box to insert a checkmark to indicate the charges 
associated with the account are mission funded. 

• Mail Delivery Preference* – click the field to access a drop-down list and from the 
list select whether the contact receives the entire bill, notification only or nothing 
by mail. 
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• Email Delivery Preference* – click the field to access a drop-down list and from 
the list select whether the contact receives the entire bill, notification only or 
nothing by email. 

• User Miscellaneous 1 and 2 – use these field to add any additional comments 
regarding the account 

• Exclude From Financial Summary – click the box to insert a checkmark indicating 
that you want to exclude this account number from the Financial Summary. 
Leave the field blank to include the account number in the summary. 

• Created Date – This field auto-populated with the date you created the account 
number. The field populates after you save the information. To change the 
created date, click the field to access a drop-down arrow. Click the arrow to 
access a calendar. To change the month and year click the right or left arrow. 
Click the date to select. The new date populates in the box.  

9. Once you have completed the information, within the Actions ribbon group, click 
Save & Close (to save and exit) to return to the Subscriber window. 

! Within the Account window, you do not need to complete the Subscriber information. 

After you save the account number caris.net associates the subscriber and account. When 
you access the account again, the subscriber pane populates with the subscriber’s 
information.  

Reviewing Associated Accounts 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the Component group, click the Account button to access a drop-down list. 
From the list, select Review. 

6. The General – Account window opens allowing you to review and/or modify the 
account information. 

7. Within the Actions ribbon group, click the Save & Close button to return to the 
Subscriber window. 
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Subscriber’s Set Device  

Adding a Set Device to a Subscriber 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the Component Group ribbon group, click the Set Device drop-down to 
access a list. Click Add. 

6. The Search Set Devices window opens. Click Show All at the top of the window to 
display a list of available devices. 

7. To search for a set device, type the main listed number or portion of the number in 
the search box in the upper-right-hand corner of the screen. A new list displays with 
the highlighted numbers. To return to the full list of set devices after a search is 
complete, click the red X within the search parameters box. 

8. To add the set device to the subscriber, double-click the number. The set window 
closes and returns you to the Subscriber window. 

9. Notice that the Set Device pane in the middle of the window now populates with the 
Set Device information. 

Review a Subscriber’s Set Device 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the Component Group ribbon group, click the Set Device drop-down to 
access a list. From the list, select Review. 
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6. The Set Device window opens.  

7. If you made any modifications to the set click the Save button within the Actions 
ribbon group to save your changes and return to the Subscriber window. 

8. If you are viewing the set device without modification, click the X in the upper-right-
hand corner of the window to return to the Subscriber window. 
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Telephone Control Officer Group 
A Telephone Control Officer (TCO) monitors the telephone activity for a certain Subscriber 
group. In this software section, you are creating a TCO Group. Each group contains the 
Subscribers that are your TCOs.  

There are two Subscribers types when accessing a TCO group. First, there are the 
Selected Subscribers (Subscribers who are TCOs). You will need to add the person as a 
subscriber and then select them to be a TCO. The second type of subscriber is the 
Managed Subscriber managed by the TCO. Again, you will need to add each subscriber 
and select the appropriate person in the TCO field.  

TCO Group Information  

Adding a Telephone Control Officer Group 

1. From the main menu, click Subscribers. 

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. There are two ways to add a Telephone Control Officer Group: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Telephone Control Officer Group. 

• Within the Actions pane, click Add Telephone Control Officer Group. 

4. The Telephone Control Officer window opens. There are 3 information panes: 

• Group Information 

• Selected Subscribers 

• All Subscribers  

5. Within the top pane, Group Information, complete the following information (required 
fields are indicated with an asterisk (*)): 

• Telephone Control Officer Group* – type the Telephone Control Officer Group 
name. 

• Job Title – type the job title.  

• Commanding Officer – click the field to access a drop-down list and from the list 
select the name of the Commanding Officer associated with the group. 

• Control Number Qty Requested – type the total number of control numbers 
required for Toll Tickets, if applicable 

• Limit By Organization – click the field to insert a checkmark limiting visibility to 
only those Organizations selected within the Organizations Ribbon group. 

• Limit Billing Detail By Organization – click the field to insert a checkmark limiting 
the billing detail to the only the organization associated to the TCO 
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• Limit By Account - click the field to insert a checkmark limiting visibility to only 
those Accounts selected within the Direct Accounts ribbon group. 

6. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or Save & Close (save and exit) to return to the Telephone Control 
Officer Group. 

Modifying an Existing Telephone Control Officer Group 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 

5. Make any desired modifications to the Telephone Control Officer Group. For more 
information on fields associated with this group, please see Adding a Telephone 
Control Officer Group at the beginning of this section. 

6. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or Save & Close (save and exit) to return to the Telephone Control 
Officer Group list. 

Deleting a Telephone Control Officer Group 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. There are three ways to delete a Telephone Control Officer Control Group: 

• Highlight the Telephone Control Officer Group name within the list and within the 
toolbar directly above the Navigation pane, click the red X. 

• Highlight the Telephone Control Officer Group name within the list and in the 
Actions pane click the Delete Telephone Control Officer Group link. 
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• Within the Telephone Control Officer Group list, double-click the Telephone 
Control Officer Group name. The Telephone Control Officer window opens. 
Within the Actions ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the group. Click Yes within the box to continue or No to cancel the operation. 

Selected Subscribers  

Adding Subscribers to the group 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 

5. The Subscribers in the Selected Subscribers pane displays a list of Subscribers 
assigned as Telephone Control Officers to the group. 

6. The Available Subscribers pane displays a list of Subscribers currently within your 
database.  

7. To assign a subscriber to the group, highlight the subscriber within the Available 
Subscribers pane. Within the Subscriber Association ribbon group at the top of the 
screen, click the Add TCO button. 

8. The subscriber name moves from the Available Subscribers pane into the Selected 
Subscribers pane. 

9. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or Save & Close (save and exit) to return to the Telephone Control 
Officer Group List. 

Removing a Subscriber from a Telephone Control Officer Group 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 

5. The Subscribers in the Selected Subscribers pane displays a list of Subscribers the 
TCO assigned to this group. 

6. To remove a subscriber from the group, highlight the subscriber name within the 
Selected Subscribers pane. 

7. Within the Subscriber Association ribbon group at the top of the screen, click the 
Remove TCO button. 

8. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or  Save & Close (save and exit) to return to the Telephone Control 
Officer Group list. 

9. The subscriber’s name will not re-appear in the Available Subscribers pane until you 
close out of the group and re-enter. 

Managed Subscribers  

Assigning a Subscriber to a TCO 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the top pane, click the TCO field to access a drop-down list and from the list 
select the appropriate TCO group. 

6. Within the Actions ribbon group, click the Save & Close button to return to the main 
menu.  

Viewing Managed Subscribers 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 

5. Within the Show ribbon group, click the Managed Subscribers button. 

6. The screen changes to displays a list of the Subscribers within the Telephone 
Control Officer Group. 

Removing a Subscriber from a TCO 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber’s 
window opens.  

5. Within the top pane, click the TCO field to access a drop-down list. From the list, 
select the blank line at the top of the list.  

6. Within the Actions ribbon group, click the Save & Close button to return to the main 
menu.  

TCO Groups Organization 

Adding an Organization 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 



Subscribers 

CAIRS User Guide 329 

5. Within the Show ribbon group, click the Organizations button. The screen changes 
to displays two panes of information, the top pane displays the organization 
associated to the TCO Group. The lower pane displays the complete list of 
organizations currently established within your database.  

6. Within the Search Organization (lower pane), there are 6 columns of information: 

• Organization Name – displays the lowest level of the organization tree. 

• Organization Path – displays the complete path to the organization name. Each 
level is separated by >. 

• Account Number – displays the account number associated to the organization 
name. 

• TCO – displays the TCO Group associated to the organization  

• Organization Code – displays the organization code 

• Organization Abbreviation – displays the organization abbreviation 

• To add an organization to a TCO Group, find the name within the list and double-
click the row. The organization name displays in the Selected Organizations 
pane. The lowest level of the organization is listed first, after the two ~~ the 
complete path to the organization is displayed, each level is separated by a >. 

! You can search for an organization within the Search Organization pane by typing in the 

name or portion of the name within the Search text box, once entered click the magnifying 
glass. Any record with the search characteristics appear within the pane.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the TCO, or Save & Close (to save and exit) to return to the TCO 
Group list. 

Deleting an Organization 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 

5. Within the Show ribbon group, click the Organizations button.  
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6. Within the Selected Organizations pane, right-click the Organization to delete. A 
small pop-up box opens; click Delete within the box. 

7. Once you click Delete, a message box displays verifying that you really want to 
delete the Organization. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the name allowing you to delete 
multiple items at once.  

9. If you do not want to delete the Organization, right-click the record to access a pop-
up menu. Click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
undelete the selection. Click Yes within the box to continue or No to cancel the 
operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the TCO Group, or Save & Close (to save and exit) to return to the TCO Group 
list. 

TCO Groups Direct Accounts 

Adding a Direct Account  

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 

5. Within the Show ribbon group, click the Direct Accounts button.  

6. The screen changes to displays two panes of information, the top pane displays the 
account number associated to the TCO Group. The lower pane displays the 
complete list of account numbers currently established within your database.  

7. Within the Search Organization (lower pane), there are 3 columns of information: 

• Account Number 

• Organization Name 

• Organization Path 
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8. To add an account to a TCO Group, find the number within the list and double-click 
the row. The account number displays in the Selected Organizations pane.  

! You can search for an account number within the Search Organization pane by typing in 

the number or portion of the number within the Search text box, once entered click the 
magnifying glass. Any record with the search characteristics appear within the pane.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the TCO, or Save & Close (to save and exit) to return to the TCO 
Group list. 

Deleting a Direct Account 

1. Click Subscribers.  

2. Within the Navigation pane, click Telephone Control Officer Group.  

3. Depending on the amount of records you have within your database, the TCO Group 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired TCO Group. The Telephone Control 
Officer window opens. 

5. Within the Show ribbon group, click the Direct Accounts button.  

6. Within the Selected Accounts pane, right-click the account number to delete. A small 
pop-up box opens; click Delete within the box. 

7. Once you click Delete, a message box displays verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the name allowing you to delete 
multiple items at once.  

9. If you do not want to delete the account number, right-click the record to access a 
pop-up menu. Click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
undelete the selection. Click Yes within the box to continue or No to cancel the 
operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the TCO Group, or Save & Close (to save and exit) to return to the TCO Group 
list. 
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Resource Managers 
A Resource Manager is responsible for monitoring resources available for a group of 
people. They are required to evaluate and approve funding for work orders submitted by 
their subscribers.  

When a subscriber submits a work order through the Subscriber Portal, the work order 
stops within cairs.net and waits for the Resource Manager to approve funding. Once 
approved, the work order resumes within the workflow. Not all work orders require approval 
and your cairs.net administrator decides which work orders require approval.  

In this section of the software, you are creating a Resource Manager Group. Each group 
contains the Subscribers that are also Resource Managers. You create each resource 
manager in your database as a subscriber, and then assign him or her to a resource 
manager group.  

Once you create your resource manager groups, you assign them to a site. When a 
subscriber submits a work order for the site, Subscriber Portal notifies the Resource 
Manager that a work order requires their approval.  

Resource Manager Information 

Adding a Resource Manager Group 

1. Click Subscribers.  

2. Within the Navigation pane, click Resource Manager Group.  

3. There are two ways to add a Resource Manager Group: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Resources Manager Group. 

• Within the Actions pane, click the Add Resource Manager Group. 

4. The General - Resource Manager window opens. There are 3 information panes: 

• Group Information 

• Selected Subscribers 

• All Subscribers 

5. Within the top pane, Group Information, complete the following information (required 
fields are indicated with an asterisk (*)): 

• Resource Manager – type the manager’s name.  

• Job Title – type the manager’s job title.  

6. In the bottom group, All Subscribers, select the subscriber(s) to be assigned to this 
group. To search for a specific subscriber, type their name or part of their name in 
the search box and press ENTER, or select the magnifying glass. A list of possible 
matches populates within the pane. 
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7. Click the desired subscriber(s) and click the Add Selected Manager in the 
Subscriber Association ribbon group.  

8. The Selected Subscribers pane populates with the selected subscriber(s). 

9. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or Save & Close (save and exit) to return to the Resource Manager 
list. 

Modifying a Resource Manager Group 

1. Click Subscribers.  

2. Within the Navigation pane, click Resource Manager Group.  

3. Depending on the amount of records you have within your database, the Resource 
Manager Group list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Resource Manager Group. The 
Resource Manager window opens. 

5. Make any desired modifications to the group. For more information on fields 
associated with this group, please see Adding a Resource Manager Group at the 
beginning of this section. 

6. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or Save & Close (save and exit) to return to the Resource Manager 
Group list. 

Deleting a Resource Manager Group 

You cannot delete a group until you remove the managed Subscribers from the group.  

1. Click Subscribers.  

2. Within the Navigation pane, click Resource Manager Group.  

3. Depending on the amount of records you have within your database, the Resource 
Manager Group list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Resource Manager Group. The 
Resource Manager window opens. 

5. There are three ways to delete a Resource Manager Group: 
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• Highlight the Resource Manager Group name within the list and within the toolbar 
directly above the Navigation pane, click the red X. 

• Highlight the Resource Manager Group name within the list and within the 
Actions pane click the Delete Resource Manager Group link. 

• Within the list, double-click the Resource Manager Group name. The Resource 
Manager Group window opens. Within the Actions ribbon group, click the Delete 
button. 

6. Once you click Delete, a message box displays verifying that you really want to 
delete the group, click Yes within the box to continue or No to cancel the operation. 

Selected Subscribers  

Adding Subscribers to a Group 

1. Click Subscribers.  

2. Within the Navigation pane, click Resource Manager Group.  

3. Depending on the amount of records you have within your database, the Resource 
Manager Group list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Resource Manager Group. The 
Resource Manager window opens. 

5. The Subscribers in the Selected Subscribers pane are currently assigned to this 
Resource Manager Group. 

6. The All Subscribers pane displays a list of Subscribers currently within your 
database but assigned to this group. 

7. To assign a subscriber to the group, highlight the subscriber within the Available 
Subscriber list in the All Subscribers pane and click the Add Selected Manager in the 
Subscribers Association ribbon group. Alternatively, double-click the selected 
subscriber in the Available Subscriber list. 

8. The subscriber name moves from the Available Subscriber pane into the Selected 
Subscribers pane. 

9. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or Save & Close (save and exit) to return to the Resource Manager 
List. 

Removing Subscribers from a Group 

1. Click Subscribers.  

2. Within the Navigation pane, click Resource Manager Group.  
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3. Depending on the amount of records you have within your database, the Resource 
Manager Group list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Resource Manager Group. The 
Resource Manager window opens. 

The Selected Subscribers pane list all subscribers currently assigned to this group. 

5. To remove a subscriber from the group, highlight the subscriber’s name within the 
Selected Subscribers pane and click Remove Selected Manager from the 
Subscriber Association ribbon group.  

6. Within the Actions ribbon group, click Save (save and stay) to continue working 
within this group or Save & Close (save and exit) to return to the Resource Manager 
list. 

7. The subscriber name will not re-appear in the Available Subscribers pane until you 
close out of the group and re-enter. 

Resource Manager Sites 

Adding a Site 

1. Click Subscribers.  

2. Within the Navigation pane, click Resource Manager Group.  

3. Depending on the amount of records you have within your database, the Resource 
Manager Group list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Resource Manager Group. The 
Resource Manager window opens. 

5. Within the Show ribbon group, click the Sites button. The window displays two panes 
of information; the top pane displays the sites associated to the Resource Manager. 
The lower pane displays a list of all the sites within your database, the following 
read-only information is available for each site:  

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a >. 

• Site Level – displays the site level name or number. 
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• Site Code – displays the three-digit alphanumeric site code. 

! You can search for a site within the Search All Sites pane by typing in the name or 

portion of the name within the Search text box, once entered click the magnifying glass. 
Any record with the search characteristics appear within the pane.  

6. To add a site to a Resource Manager, find the site within the list, and double-click 
the record, the site name now displays within the upper pane.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the resource. For example, if you associate a parent and want all the children 
associated you must associate all children site as well.  

7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
this group or Save & Close (save and exit) to return to the Resource Manager list. 

Removing a Site 

1. Click Subscribers.  

2. Within the Navigation pane, click Resource Manager Group.  

3. Depending on the amount of records you have within your database, the Resource 
Manager Group list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Resource Manager Group. The 
Resource Manager window opens. 

5. Within the Show ribbon group, click the Sites button.  

6. Within the top pane, right-click the site name to access a pop-up menu, from the 
menu select Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

8. Once selected, cairs.net draws a line through the site; allowing you to delete multiple 
items at once.  

9. If you do not want to delete the site, right-click the record to access a pop-up menu 
and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 
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Commanding Officers 
Each Subscriber and Subscriber Manager can be assigned a Commanding Officer who 
ultimately has final approval over Subscribers and Subscriber Managers. 

Commanding Officer Information  

Adding a Commanding Officer 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. There are two ways to add a Commanding Officer: 

• Within the toolbar, directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Commanding Officer. 

• Within the Actions pane, click Add New Commanding Officer. 

4. The Commanding Officer window opens. Complete the following information, 
(required fields are indicated with an asterisk (*)): 

• Commanding Officer* – type the Commanding Officer name. 

• Email Address* – type the Commanding Officer email address. 

5. Within the Actions ribbon group, click Save & New (save and stay) to continue 
adding Commanding Officers or Save & Close (save and exit) to return to the 
Commanding Officer List. 

Modifying a Commanding Officer 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Commanding Officer. The 
Commanding Officer window opens. 

5. Click either field to modify the information. 

6. Within the Actions ribbon group, click the Save & Close button to return to the 
Commanding Officers list. 

Viewing Commanding Officers Managed Subscribers 

1. Click Subscribers.  
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2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Commanding Officer. The 
Commanding Officer window opens. 

5. Within the Show ribbon group, click the Managed Subscribers button. 

6. The screen changes to displays a list of subscribers managed by the Commanding 
Officer.  

Deleting a Commanding Officer 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. There are three ways to delete a Commanding Officer: 

• Highlight the Commanding Officer name within the list, and within the toolbar 
directly above the navigation pane, click the red X. 

• Highlight the Commanding Officer name within the list and within the Actions 
pane click the Delete Commanding Officer link. 

• Within the list, double-click the Commanding Officer name. The Commanding 
Officer window opens. Within the Actions ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the group. Click Yes within the box to continue or No cancel the operation. 

Managed Subscribers 

Assigning a Subscriber to a Commanding Officer 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 
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3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber window 
opens. 

5. Within the top pane, click the Commanding Officer field to access a drop-down 
listand select the appropriate Officer. 

6. Within the Actions ribbon group, click the Save & Close button to return to the main 
menu.  

Viewing Managed Subscribers 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Commanding Officer. The 
Commanding Officer window opens. 

5. Within the Show ribbon group, click the Managed Subscribers button. 

6. The screen changes to display a list of the Subscribers associated to the 
Commanding Officer. 

Removing a Subscriber 

1. Click Subscribers.  

2. Within the Navigation pane, click Subscribers. 

3. Depending on the amount of records you have within your database, the Subscriber 
list may not readily populate. To populate the list, perform one of the following 
actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired subscriber. The Subscriber window 
opens. 
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5. Within the top pane, click the Commanding Officer field to access a drop-down list 
and select the blank line at the top of the list.  

6. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the commanding officer, or Save & Close (save and exit) to return to the Subscribers 
list.  

Commanding Officer Sites 

Adding a Site 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Commanding Officer. The 
Commanding Officer window opens. 

5. Within the Show ribbon group, click the Sites button. The window displays two panes 
of information; the top pane displays the sites associated to the Commanding 
Officer. The lower pane displays a list of all the sites within your database, the 
following read-only information is available for each site:  

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a >. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

! You can search for a site within the Search All Sites pane by typing in the name or 

portion of the name within the Search text box, once entered click the magnifying glass. 
Any record with the search characteristics appear within the pane.  

6. To add a site to a Commanding Officer, find the site within the list, and double-click 
the record, the site name now displays within the upper pane.  

! Please be aware that sites do not inherit the associations of their parents. You must 

associate each level to the resource. For example, if you associate a parent and want all 
the children associated you must associate all children site as well.  
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7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the commanding officer, or Save & Close (save and exit) to return to the 
Commanding Officer list. 

Removing a Site 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Commanding Officer. The 
Commanding Officer window opens. 

5. Within the Show ribbon group, click the Sites button.  

6. Within the top pane, right-click the site name to access a pop-up menu, from the 
menu select Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

8. Once selected, cairs.net draws a line through the site; allowing you to delete multiple 
items at once.  

9. If you do not want to delete the site, right-click the record to access a pop-up menu 
and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the commanding officer or Save & Close (save and exit) to return to the 
Commanding Officer list. 

Commanding Officer Organizations 

Adding an Organization 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Commanding Officer. The 
Commanding Officer window opens. 

5. Within the Show ribbon group, click the Organizations button. The screen changes 
to displays two panes of information, the top pane displays the organization 
associated to the Commanding Officer. The lower pane displays the complete list of 
organizations currently established within your database.  

6. Within the Search Organization (lower pane), there are 6 columns of information: 

• Organization Name – displays the lowest level of the organization tree. 

• Organization Path – displays the complete path to the organization name. Each 
level is separated by >. 

• Account Number – displays the account number associated to the organization 
name. 

• TCO – displays the TCO Group associated to the organization  

• Organization Code – displays the organization code 

• Organization Abbreviation – displays the organization abbreviation 

7. To add an organization to a Commanding Officer, find the name within the list and 
double-click the row. The organization name displays in the Selected Organizations 
pane. The lowest level of the organization is listed first, after the two ~~ the complete 
path to the organization is displayed, each level is separated by a >. 

! You can search for an organization within the Search Organization pane by typing in the 

name or portion of the name within the Search text box. Once entered, click the magnifying 
glass. All records with the search criteria appear within the pane.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the Commanding Officer, or Save & Close (to save and exit) to return 
to the Commanding Officer list. 

Deleting an Organization 

1. Click Subscribers.  

2. Within the Navigation pane, click Commanding Officers.  

3. Depending on the amount of records you have within your database, the 
Commanding Officers list may not readily populate. To populate the list, perform one 
of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Once the list populates, double-click the desired Commanding Officer. The 
Commanding Officer window opens. 

5. Within the Show ribbon group, click the Organizations button.  

6. Within the Selected Organizations pane, right-click the Organization to delete. A 
small pop-up box opens; click Delete within the box. 

7. Once you click Delete, a message box displays verifying that you really want to 
delete the Organization. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the name allowing you to delete 
multiple items at once.  

9. If you do not want to delete the Organization, right-click the record to access a pop-
up menu and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
undelete the selection. Click Yes within the box to continue or No to cancel the 
operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the Commanding Officer, or Save & Close (to save and exit) to return 
to the Commanding Officer list. 
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Supervising Managers 
Supervising Managers allow subscribers to view portal billing at multiple levels within an 
organization’s structure. One subscriber at a very high level can see all of the sub 
organizations and another subscriber at a lower level will see only their organizations. Each 
supervising manager can have their own set of Organizations and these organizations can 
overlap between mangers.  

Adding a Supervising Manager 

1. Click Subscribers. 

2. Within the Navigation pane, click Supervising Managers.  

3. There are two ways to add a Supervising Manager 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Supervising Manager 

• Within the Actions pane, click Add New Supervising Manager 

4. The General - Supervising Manager window opens. Complete the following 
information, (required fields are indicated with an asterisk (*)): 

• Supervising Manager Name* - type the name of the Supervising Manager 

• Related Subscriber* - click the field to access a dropdown list, from the list select 
the Subscriber, this is an existing subscriber within the cairs.net database.    

• Limit By Site – click the field to insert a checkmark to limit the Supervising 
Manager to only those sites selected within the Site button 

• Limit By Organization - click the field to insert a checkmark limiting visibility to 
only those Organizations selected within the Organizations Ribbon group. 

• Limit By Account - click the field to insert a checkmark limiting visibility to only 
those Accounts selected within the Direct Accounts ribbon group. 

• Limit Billing Detail by Organization - click the field to insert a checkmark limiting 
the billing detail to the only the organization associated to the Supervising 
Manager 

5. Within the Actions ribbon group click Save (to save and stay) within the Actions 
ribbon group to save the information and continue working within the window or 
Save & Close, to save the information and close the window.  

Deleting a Supervising Manager 

1. Click Subscribers.  

2. Within the Navigation pane, click Supervising Manager.  

3. Depending on the amount of records you have within your database, the Supervising 
Manager list may not readily populate. To populate the list, perform one of the 
following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. There are three ways to delete a Supervising Manager: 

• Highlight the Supervising Manager name within the list, and within the toolbar 
directly above the navigation pane, click the red X. 

• Highlight the Supervising Manager name within the list and within the Actions 
pane click the Delete Supervising Manager link. 

• Within the list, double-click the Supervising Manager name. The Supervising 
Manager window opens. Within the Actions ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the manager. Click Yes within the box to continue or No cancel the operation. 

Supervising Manager Sites 

Adding a Site 

1. Click Subscribers.  

2. Within the Navigation pane, click Supervising Manager.  

3. Depending on the amount of records you have within your database, the Supervising 
Manager list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Supervising Manager. The 
Supervising Manager window opens. 

5. Within the Show ribbon group, click the Sites button. The window displays two panes 
of information; the top pane displays the sites associated to the Supervising 
Manager. The lower pane displays a list of all the sites within your database, the 
following read-only information is available for each site:  

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a >. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

! You can search for a site within the Search All Sites pane by typing in the name or 

portion of the name within the Search text box, once entered click the magnifying glass. 
Any record with the search characteristics appear within the pane.  
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6. To add a site to a Supervising Manager, find the site within the list, and double-click 
the record, the site name now displays within the upper pane.  

! Please be aware that sites do not inherit the associations of their parents. You must 

associate each level to the resource. For example, if you associate a parent and want all 
the children associated you must associate all children site as well.  

7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
this manager or Save & Close (save and exit) to return to the Supervising Manager 
list. 

Removing a Site 

1. Click Subscribers.  

2. Within the Navigation pane, click Supervising Manager.  

3. Depending on the amount of records you have within your database, the Supervising 
Manager list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Supervising Manager. The 
Supervising Manager window opens. 

5. Within the Show ribbon group, click the Sites button.  

6. Within the top pane, right-click the site name to access a pop-up menu, from the 
menu select Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

8. Once selected, cairs.net draws a line through the site; allowing you to delete multiple 
items at once.  

9. If you do not want to delete the site, right-click the record to access a pop-up menu 
and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

Supervising Manager Organizations 

Adding an Organization 

1. Click Subscribers.  

2. Within the Navigation pane, click Supervising Manager.  
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3. Depending on the amount of records you have within your database, the Supervising 
Manager list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Supervising Manager. The 
Supervising Manager window opens. 

5. Within the Show ribbon group, click the Organizations button. The screen changes 
to displays two panes of information, the top pane displays the organization 
associated to the Supervising Manager. The lower pane displays the complete list of 
organizations currently established within your database.  

6. Within the Search Organization (lower pane), there are 6 columns of information: 

• Organization Name – displays the lowest level of the organization tree. 

• Organization Path – displays the complete path to the organization name. Each 
level is separated by >. 

• Account Number – displays the account number associated to the organization 
name. 

• TCO – displays the TCO Group associated to the organization  

• Organization Code – displays the organization code 

• Organization Abbreviation – displays the organization abbreviation 

7. To add an organization to a Supervising Manager, find the name within the list and 
double-click the row. The organization name displays in the Selected Organizations 
pane. The lowest level of the organization is listed first, after the two ~~ the complete 
path to the organization is displayed, each level is separated by a >. 

! You can search for an organization within the Search Organization pane by typing in the 

name or portion of the name within the Search text box, once entered click the magnifying 
glass. Any record with the search characteristics appear within the pane.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the Supervising Manager, or Save & Close (to save and exit) to 
return to the Supervising Manager list. 

Deleting an Organization 

1. Click Subscribers.  

2. Within the Navigation pane, click Supervising Manager.  

3. Depending on the amount of records you have within your database, the Supervising 
Manager list may not readily populate. To populate the list, perform one of the 
following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Supervising Manager. The 
Supervising Manager window opens. 

5. Within the Show ribbon group, click the Organizations button.  

6. Within the Selected Organizations pane, right-click the Organization to delete. A 
small pop-up box opens; click Delete within the box. 

7. Once you click Delete, a message box displays verifying that you really want to 
delete the Organization. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the name allowing you to delete 
multiple items at once.  

9. If you do not want to delete the Organization, right-click the record to access a pop-
up menu, click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
undelete the selection. Click Yes within the box to continue or No to cancel the 
operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the Commanding Officer, or Save & Close (to save and exit) to return 
to the Commanding Officer list. 

Supervising Manager Direct Account 

Adding a Direct Account  

1. Click Subscribers.  

2. Within the Navigation pane, click Supervising Manager.  

3. Depending on the amount of records you have within your database, the Supervising 
Manager list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Supervising Manager. The 
Supervising Manager window opens. 

5. Within the Show ribbon group, click the Direct Accounts button.  

6. The screen changes to displays two panes of information, the top pane displays the 
account number associated to the Supervising Manager. The lower pane displays 
the complete list of account numbers currently established within your database.  
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7. Within the Search Organization (lower pane), there are 3 columns of information: 

• Account Number 

• Organization Name 

• Organization Path 

8. To add an account to a Supervising Manager, find the number within the list and 
double-click the row. The account number displays in the Selected Organizations 
pane.  

! You can search for an account number within the Search Organization pane by typing in 

the number or portion of the number within the Search text box, once entered click the 
magnifying glass. Any record with the search characteristics appear within the pane.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the manager, or Save & Close (to save and exit) to return to the 
Supervising Manager list. 

Deleting a Direct Account 

1. Click Subscribers.  

2. Within the Navigation pane, click Supervising Manager.  

3. Depending on the amount of records you have within your database, the Supervising 
Manager list may not readily populate. To populate the list, perform one of the 
following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the desired Supervising Manager. The 
Supervising Manager window opens. 

5. Within the Show ribbon group, click the Direct Accounts button.  

6. Within the Selected Accounts pane, right-click the account number to delete. A small 
pop-up box opens; click Delete within the box. 

7. Once you click Delete, a message box displays verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the name allowing you to delete 
multiple items at once.  

9. If you do not want to delete the account number, right-click the record to access a 
pop-up menu, click Undelete. 
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10. Once you select Undelete, a message box displays verifying that you really want to 
undelete the selection. Click Yes within the box to continue or No to cancel the 
operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the manager, or Save & Close (to save and exit) to return to the Supervising 
Manager list. 
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Equipment/Services 

Track item inventory records, establish stock limits, track related costs, and create and 
manage vendor, service provider, and manufacturer information related to equipment and 
services from the Equipment/Services section. The vendor, service provider, and 
manufacturer information are especially valuable in providing contact information, 
maintaining shipping information and providing a record of your main contacts.  

In cairs.net, the cost of Equipment and/or Services can be associated to different network 
assets including set devices, circuits, organizations, account codes, and subscribers. Use 
cairs.net to track costs associated with the equipment and/or services assigned to the 
specific asset. This provides you with the information necessary to bill the appropriate party 
for the equipment and/or services provided to them. 

When creating a record for any provided equipment or service, you are required to 
associate the record to a specific site.  

! Cairs.net functionality does not permit equipment items or services to be un-associated 

with a site.  

Within the Navigation pane, you can select from five choices used to manage Equipment 
and Services: 

• Equipment – manage all equipment types including their related information and 
cost. Equipment is defined as a physical device, for example, a 2500 set, an M5316, 
router, etc. 

• Services – manage all service types including their related information and cost. A 
service is defined as performing an action for a piece of equipment, for example, 
man-hours, labor cost, etc.  

• Vendor – manage the equipment vendors. 

• Service Provider – manage the service providers. 

• Manufacturer – manages the equipment and/or service manufacturers.  



Equipment/Services 

352 CAIRS User Guide 

Equipment 
Equipment is broken into three parts. First, you add all the equipment types available within 
your system. Equipment types are categories you place equipment into, for example, 
Analog Set Devices, Digital Set Devices, Circuits, etc.  

Next, you add in equipment items. These are the specific groups of items you provide, for 
example, M5316, 2500, M5112, etc. Now, you can add the specific pieces of equipment. 
This is your on-shelf inventory. You can add in a general piece of equipment with a specific 
amount and when that amount is at a certain level cairs.net notifies the administrator. 
Alternatively, you can add in specific (each with a serial number) pieces of equipment. 
Once it is associated to an assignment, you cannot use that equipment elsewhere.  

Type of Service 

A type of service is a way to categorize your equipment, services, and call charges for 
billing and payment distribution purposes.  

Adding a Type of Service 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Type of Service:  

• Within the toolbar directly above the Navigation pane, click the Manage Type Of 
Service button.  

• Within the Action pane, click the Manage Type Of Service link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or using your mouse, point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   

4. Using either of the choices, The Manage Type Of Service window opens. Click the 
top row, marked with an asterisk (*), to add a new record. 

5. The line highlights. Type the following information (required fields are marked with 
an asterisk (*)): 

• Type of Service Name* type the name of the type of service. 

• Type of Service ID* – type the 2-character type of service id. 

• Description – use this field to type a description of the type of service. 

• Mission Funded* – this field remains empty, indicating the type of service is not 
mission funded. Click the box to insert a checkmark to indicate the type of 
service is mission funded.  
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• Import Charge Type Override – when using Vendor Media Import for 
equipment charges you can choose to override how the charges will be imported.  
Click on the dropdown arrow to select one of the following: 

• None – this will import the charges based on the vendor  

• Import as One Time – this will import all charges as one-time charges only 

• Import as Recurring – this will import all charges as recurring, they will 
continue to be charged to the account monthly 

6. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Equipment list. 

Deleting a Type of Service 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Type of Service:  

• Within the toolbar directly above the Navigation pane, click the Manage Type Of 
Service button.  

• Within the Action pane, click the Manage Type Of Service link.  

4. Using either of the choices, The Manage Type Of Service window opens. There are 
two ways to delete a type of service: 

• Right-click the record selector box and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the type of service. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple types at once.  

6. If you do not want to delete the type, right-click the record to access a pop-up menu 
and click Undelete. 

7. Once you select Undelete, a message box appears verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Equipment list. 

Manage Report Category 

The Report Category allows you to generate a report within Orders and Troubles to view 
the equipment and services related to each work order based on this category.   
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Adding a Report Category 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Report Category:  

• Within the toolbar directly above the Navigation pane, click the Manage Report 
Category button.  

• Within the Action pane, click the Manage Report Category link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or using your mouse, point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   

4. Using either of the choices, The Manage Report Category window opens. Click the 
top row, marked with an asterisk (*), to add a new record. 

5. The line highlights. Type the following information (required fields are marked with 
an asterisk (*)): 

• Report Category – type the category name, for example, material, overtime 
hours, regular hours, etc.    

• Included Data * - click the dropdown arrow to access a list from the list select 
one of following: 

o All Charges 

o One Time Cost Only 

o Quantity Only 

6. To add another category, click the Save button and repeat steps 4 and 5, as 
necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with categories or Save & Close (to save and exit) to return to the Equipment list. 

Deleting a Report Category 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Report Category:  

• Within the toolbar directly above the Navigation pane, click the Manage Report 
Category button.  

• Within the Action pane, click the Manage Report Category link.  

4. Using either of the choices, The Manage Report Category window opens. There are 
two ways to delete a type of service: 
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• Right-click the record selector box and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the category. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple categories at once.  

6. If you do not want to delete the category, right-click the record to access a pop-up 
menu, and click Undelete. 

7. Once you select Undelete, a message box appears verifying that you really want to 
keep the category. Click Yes within the box to continue or No to cancel the 
operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with categories or Save & Close (to save and exit) to return to the Equipment list. 

Manage Warehouses 

This option allows you to manage your inventory more efficiently by adding in the complete 
details for each item. You can enter in contact information, address information, 
miscellaneous information, etc.    

Adding a Warehouse 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Warehouses:  

• Within the toolbar directly above the Navigation pane, click the Manage 
Warehouses button.  

• Within the Action pane, click the Manage Warehouses link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or using your mouse, point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   

4. Using either of the choices, The Manage Warehouses window opens. Click the top 
row, marked with an asterisk (*), to add a new record. 

5. The line highlights. Type the following information (required fields are marked with 
an asterisk (*)): 

• Warehouse Name * - type the name of the warehouse, this is the location of 
where the item is located. 
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• Contact Name and Number – type the name and number of the contact at the 
warehouse 

• Email Address – type the email address of contact 

• Website Address – type the website address 

• Address Line 1 – 4 – use the four fields to enter in the address 

• City – type the city name 

• State – type the two-digit state abbreviation 

• Zip Code – type the zip code 

• Country – type the country name 

• Warehouse Misc 1 – 5 – use these fields to type any miscellaneous information 
regarding the warehouse 

• Notes – use this field for any additional notes regarding the warehouse 

6. To add another warehouse, click the Save button and repeat steps 4 and 5, as 
necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with warehouses or Save & Close (to save and exit) to return to the Equipment list. 

Deleting a Warehouse 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Warehouses:  

• Within the toolbar directly above the Navigation pane, click the Manage 
Warehouses button.  

• Within the Action pane, click the Manage Warehouses link.  

4. Using either of the choices, The Manage Warehouse window opens. There are two 
ways to delete a warehouse: 

• Right-click the record selector box and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the warehouse. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple items at once.  

6. If you do not want to delete the warehouse, right-click the record to access a pop-up 
menu, and click Undelete. 
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7. Once you select Undelete, a message box appears verifying that you really want to 
keep the warehouse. Click Yes within the box to continue or No to cancel the 
operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with warehouses or Save & Close (to save and exit) to return to the Equipment list. 

Managing Technicians 

You can add a list of technicians to associate to the equipment or service upon installation.  
This allows you to track who installed each piece of equipment or service and when they 
installed it.  

Adding a Technician 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Technicians:  

• Within the toolbar directly above the Navigation pane, click the Manage 
Technicians button.  

• Within the Action pane, click the Manage Technicians link.  

4. Using either of the choices, The Manage Technicians window opens. Click the top 
row, marked with an asterisk (*), to add a new record. 

5. The line highlights. Complete  the following information (required fields are marked 
with an asterisk (*)): 

• Technician * - type the name of the technician into the field 

• Email Address – type the email for the technician 

• Primary Contact Number – type the primary telephone number for the 
technician 

• Secondary Contact Number – type the secondary number for the technician, if 
necessary   

• Technician Misc 1-4 – use these fields for any other information regarding the 
technician 

6. To continue adding technicians, click the Save button and repeat steps 4 and 5, as 
necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with technicians or Save & Close (to save and exit) to return to the Equipment list. 

Deleting a Technician 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 
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3. You will have two alternatives for Managing Technicians:  

• Within the toolbar directly above the Navigation pane, click the Managing 
Technicians button.  

• Within the Action pane, click the Managing Technicians link.  

4. Using either of the choices, The Managing Technicians window opens. There are 
two ways to delete a technician: 

• Right-click the record selector box and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the technician. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple items at once.  

6. If you do not want to delete the technician, right-click the record to access a pop-up 
menu, and click Undelete. 

7. Once you select Undelete, a message box appears verifying that you really want to 
keep the technician. Click Yes within the box to continue or No to cancel the 
operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with technician or Save & Close (to save and exit) to return to the Equipment list. 

Managing Equipment Types 

Equipment Types are categories you place equipment into. For example: Analog Set 
Devices, Digital Set Devices, Circuits, etc. 

Adding Equipment Types 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. You will have two alternatives for Managing Equipment Types:  

• Within the toolbar directly above the Navigation pane, click the Manage 
equipment types button.  

• Within the Action pane, click the Manage equipment types link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or, using your mouse, point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   
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4. Using either of the choices, The Manage equipment types window opens. Click the 
top row, marked with an asterisk (*), to add a new record. The line highlights.  

5. Type the following information required fields are marked with an asterisk (*)): 

• Equipment Type* – type the name of the equipment. 

• Inventory Policy* – click the dropdown arrow to access a list and select the 
appropriate policy. There are three policies to choose from:  

• Do Not Track Quantity - select this if you do not want to track no many items 
of each equipment item you have on you shelves.   

• Manage Total Quantity – select to track the total quantity of equipment 
items. This policy notifies the user when there are no items available to 
assign and when the total quantity is below the low safety stock level. For 
example, if you have 30, 2500 sets, when you are reach your safety stock 
level cairs.net notifies the user, if you reach zero you will still be able to 
assign.     

• Restrict by Total Quantity – select this policy to track the total quantity of 
equipment, when the items reach the low safety stock level cairs.net notifies 
the user, however, when you reach an available quantity of zero, the user will 
not be able to assign the equipment until the stock level is replenished.  If you 
want to keep track of each item with a specific serial number, this is the policy 
to use.  

• Allow Cost Adjustment* – Click the box to insert a checkmark to allow any user 
to modify the cost of the equipment type.  

• Return Policy* – click the dropdown arrow to access a list and select the return 
policy for the equipment. The following two choices are available: 

• Never – when selected, the equipment is deleted from the database and does 
not return to the available quantity.  

• Always – when selected, the equipment returns to your available quantity, 
allowing you to keep an accurate count of your inventory. 

! The return policy is directly related to the inventory policy. The options within the list vary 

depending on the policy selected. For example, if you select Manage Individual Items, the 
return policy list only includes Always.  

• Default Zero Cost Billing Policy – to select the default zero cost policy, click 
the field to access a dropdown list and from the list select: Do Not Bill, Bill as One 
Time Charge or Bill as Recurring Charge.  This selection allows you to include 
equipment in a bill that is not charged.  The equipment can appear in either the 
one-time or recurring charge section of the bill.  If you choose to not include 
these equipment items within the bill, select Do Not Bill.   
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• Default Vendor Import Charge Billing Policy – if you are importing charges via 
the vendor media import you can select a charge policy, click on the field to 
access a dropdown list and from the list select one of the following policies:   

• Bill Normally – this is the default, all imported charges will be billed according 
to the equipment or service 

• Bill as Zero Cost – all imported charges will be billed as a zero cost to the 
account 

• Do Not Bill – although charges are imported into cairs they are not billed on 
and will not display on a bill associated to the account 

• Default System Charge Policy – the default is to bill all charges normally 
meaning they will be billed based on the details for each equipment or service 
item, however you can make a system policy to handle charges related to this 
equipment type differently, other than bill normally you have the following options 
available, click on the field to access a dropdown list and from the list select one 
of the following policies:   

• Bill as Zero Cost – all charges related to this equipment type will be visible on 
the bill as a zero cost charge to the account 

• Do Not Bill – although charges are in cairs they are not billed on and will not 
display on a bill associated to the account 

• Type of Service Name – click the dropdown arrow to access a list and select the 
type of service. 

• Report Category – click the dropdown arrow to access a list, from the list select 
the report category. 

! The report category for the equipment type is the default category if you do not associate 

a category to each equipment item cairs.net uses this category.   

6. To add another equipment type, click the Save button within the Actions ribbon 
group and repeat step #6.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with equipment types or Save & Close (to save and exit) to return to the Equipment 
list. 

Deleting Equipment Types 

You cannot delete an Equipment type if any equipment items of this type are in use, or 
assigned for use. You can delete equipment items if they are not in use, and/or are not 
assigned for use.  

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. With either option the Equipment list displays. 

5. There are several ways to delete an equipment type: 

• Within the equipment type list, highlight the equipment type then within the 
toolbar directly above the Navigation pane, click the red X. 

• Within the equipment type list, highlight the equipment type then click the Delete 
Billable Cost Type link. 

• Within the Actions pane, click the Manage Equipment Types link. The Manage 
Equipment Types window opens. Click the type then within the Actions pane click 
the Delete button  

• Within the Actions pane, click the Manage Equipment Types link. The Manage 
Equipment Types window opens. Within the list right-click the name, and click 
Delete.  

6. Once you click Delete, a message box appears verifying that you really want to 
delete the equipment type. Click Yes within the box to continue or No to cancel the 
operation. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with equipment types or Save & Close (to save and exit) to return to the Equipment 
list. 

If you have not reassigned all the equipment associated with the equipment type, a 
different message box appears notifying you that you still have equipment assigned to 
the type. You have to delete, or move these items to other Equipment types, before you 
can complete the deletion.  

Viewing Equipment Types 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

The Equipment list displays in the pane.   

4. To view the equipment items in an Equipment Type, click the plus sign (+) to the left 
of the selected Equipment Type. The plus sign (+) will change to a minus sign (-) 
expanding the list to the default view.  

5. Double-click the Equipment Name to view the details window. 
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6. Within the Actions ribbon group, click Save & Close to return to the Equipment 
list.  

Equipment 

Equipment Items are the specific groups of items you provide, for example, within the 
Digital Sets equipment type, the equipment items might be M5316, 2500, M5112, etc. 

Adding Equipment  

! You are required to add Equipment Types before adding Equipment Records. If you 

need to add an Equipment Type, please refer to the “Adding an Equipment Type” Section.  

If you are adding an Equipment Record that fits with an existing Equipment Type, use the 
following procedure: 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment.  

3. There are two ways to add an equipment item: 

• Within the toolbar directly above the Navigation pane, click the dropdown arrow 
next to New. Select Equipment.  

• Within the Actions pane, click the Add New Equipment link.  

4. Within either option, the General-Equipment window opens. Complete the following 
information for the equipment items (required fields are marked with an asterisk (*)): 

• Equipment Name* – type the equipment name. 

• Equipment Type* – click the field to access a dropdown list and from the list 
select the equipment type.   

• One Time Cost – type the one-time cost for the equipment, if applicable. When 
entering in the amount, type the total cost with a decimal point. If you fail to enter 
a decimal point caris.net will add one for you in the appropriate location, for 
example, if you type 10, cairs.net will make the cost $10.00. 

• Recurring Cost * – type the recurring cost for the equipment, if applicable. When 
entering in the amount, type the total cost with a decimal point. If you fail to enter 
a decimal point caris.net will add one for you in the appropriate location, for 
example, if you type 10, cairs.net will make the cost $10.00. 

• Zero Cost Billing Policy – click the field to access a dropdown list and from the 
list select: Do Not Bill, Bill as One Time Charge or Bill as Recurring Charge.  This 
selection allows you to include equipment in a bill that is not charged.  The 
equipment can appear in either the one-time or recurring charge section of the 
bill.  If you choose to not include these equipment items within the bill, select Do 
Not Bill.   
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• Vendor Import Charge Billing Policy – the default is set to bill all charges 
normally meaning they will be charged based on the cost indicated above, 
however you can change the policy for this item.  Click on the dropdown arrow to 
access a list and from the list select one of the following options: 

• Bill Normally – this is the default, all imported charges will be billed 
according to the equipment 

• Bill as Zero Cost – all imported charges will be billed as a zero cost to the 
account 

• Do Not Bill – although charges are imported into cairs they are not billed on 
and will not display on a bill associated to the account 

• System Charge Policy – the default is to bill all charges normally meaning they 
will be billed based on the cost indicated above, however you can make a system 
policy to handle charges related to this item differently, other than bill normally 
you have the following options available, click on the field to access a dropdown 
list and from the list select one of the following policies:   

• Bill as Zero Cost – all charges related to this item will be visible on the bill as 
a zero cost charge to the account 

• Do Not Bill – although charges are in cairs they are not billed on and will not 
display on a bill associated to the account 

• Part Number – type the part number. 

• Part Name – type the part name. 

• Description – type the description of the equipment item 

• Vendor Name – click the field to access a dropdown list and select the Vendor 
name. 

• Vendor Equipment Name – type the name the vendor uses to refer to the 
equipment. 

• Service Provider Name – click the field to access a dropdown list and select the 
Service Provider name. 

• Manufacturer Name – click the field to access a dropdown list and select the 
Manufacturer name. 

• Abbreviation – type the equipment name abbreviation. 

• Medium Safety Stock Level – type a number for the medium stock level, when 
reached the user receives a message box stating that the equipment quantity is 
now below the medium stock level. 

• Low Safety Stock Level - type a number for the low stock level, when reached 
the user receives a message box stating that the equipment quantity is now 
below the low stock level. 
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• Type of Service Name – click the field to access a dropdown list and select the 
type of service for the equipment. 

• Report Category - click the dropdown arrow to access a list, from the list select 
the report category. 

! If you do not associate a report category to the equipment item, cairs.net uses the 

category associated to the equipment type.   

• Category – type the equipment category. 

• Notes – type any additional miscellaneous equipment item notes. 

• ES Misc 1 – 5 – use these fields for any additional information relating to the 
equipment item. 

Adding/Delete an Image 

5. Within the lower portion of the pane is the Images pane, here you can add pictures 
of the equipment.  To add an image, click on the New Image button. 

6. You will be able to browse to the location of the picture, it must be in a .BMP, .JPG, 
.JEPG or .PNG file format.  Once at the file location, click on the file name and click 
on the Open button. The image will appear in the Image pane.  To add multiple 
images, follow the same procedure.   

7. To remove an image, click on the red x on the image.  You will be asked to verify 
that you really want to delete the image, click yes to continue or no to cancel the 
operation.   

8. To add another equipment item, click the Save & New button within the Actions 
ribbon group and repeat step #4.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with equipment types or Save & Close (to save and exit) to return to the Equipment 
list. 

Modifying Equipment  

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Equipment list displays in the pane. Within the list, double-click the equipment 
item you want to modify. The Equipment window opens. 

5. Make the necessary changes.  



Equipment/Services 

CAIRS User Guide 365 

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with equipment types or Save & Close (to save and exit) to return to the Equipment 
list. 

Deleting Equipment       

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Equipment Types list displays in the pane. Within the list, highlight the 
equipment item you want to delete. 

5. There are two ways to delete the equipment type: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Double-click the equipment type name within the list. The Equipment window 
opens. Within the Actions ribbon group, click the Delete button. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the equipment type. Click Yes within the box to continue or No to cancel the 
operation. 

Creating Your On-Shelf Inventory 

Once you have created your equipment types, and added the equipment items, you can 
now create your inventory. You can choose to create your on-shelf inventory and keep an 
accurate count of the equipment that you have available for use.  When you create your on-
shelf inventory, it is important to remember the Inventory Policy you choose when creating 
the equipment type.  If you chose the Manage Total Quantity policy, you can enter one item 
into the list and adjust the total quantity available. When the level reaches the low safety 
stock level the user is notified, when the level reaches zero the user can still assign the 
equipment.   

If you choose the Restrict by Total Quantity policy, you can enter one item into the list and 
adjust the total quantity available.  However, when the total available reaches zero the user 
will not be able to assign the equipment, the total quantity must be replenished before you 
can assign the item.  If you want to track individual items with serial number, use this policy.  
When the serial number is selected it cannot be used again until it is removed from the 
assignment.    
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Adding an Equipment Item 

Once you have added in the Equipment Item, you can add specific pieces of equipment. 
This allows you to track the number of pieces you have available, the sites where the 
equipment is available, serial numbers, etc.  

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. A list of equipment items displays. Within the list, double-click the equipment item 
that you want to assign pieces to. The Equipment window opens. 

5. Within the Show ribbon group, click the Items button. 

6. The window changes to the Items view. Click the top line marked with an asterisk (*), 
to add new items. Complete the following equipment information (required fields are 
marked with an asterisk (*)):Warehouse Name – click the dropdown arrow to 
access a list and select the warehouse name.   

• Warehouse Name – click the dropdown arrow to access a list and from the list 
select the warehouse name of where the equipment item is stored.   

• Vendor Name – click the dropdown arrow to access a list and from the list select 
the vendor name 

• Serial Number – type the serial number, if applicable. If no serial numbers are 
present, cairs.net automatically enters “none.”  

• Purchase Order Number – type the purchase order for the equipment item 

• Site – click the dropdown arrow to access a list and select the site. The site 
dropdown list displays the bottom-most site first. After the ~~ is the complete 
path to the site. In the example below, we selected the Henderson site, which is 
a child to Las Vegas. Each site level is separated by a >. 

 

• Item Status* – click the field to access a dropdown list and select whether the 
item is Existing (in stock) or Unavailable (out-or-stock). 
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• Total Quantity Available – type the total quantity available for this serial 
number, the field defaults to one (1). If a minus sign appears before the number 
that means that you have assigned more items then were available in your total 
quantity available.   

• Total Quantity Used – this field automatically populates when an equipment 
item is in use 

• Assigned – this field defaults to no until the equipment item is assigned to a 
component, once assigned the field automatically populates with yes.   

• Rack, Shelf, and Bin – type the rack, shelf and bin name or number to provide 
the location of the equipment item within the warehouse.  

• Item Information 1 – 4 – use these fields to type any additional information 
regarding the equipment item.   

7. To add another piece of equipment, click the Save & New button within the Actions 
ribbon group and repeat step #7.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with equipment types or Save & Close (to save and exit) to return to the Equipment 
list. 

Deleting an Equipment Item 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double-click the Equipment item. 

5. The Equipment window opens. Within the Show ribbon group, click the Items 
button. 

6. The screen changes to display all the associated pieces of equipment. Within the 
list, right-click the piece of equipment to delete and select Delete.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the piece of equipment. Click Yes within the box to continue or No to cancel 
the operation. 

Once selected, cairs.net draws a line through the item allowing you to delete multiple 
pieces of equipment at once.  

8. If you do not want to delete the piece of equipment, right-click the record to access a 
pop-up menu. Click Undelete. 
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9. Once you select Undelete, a message box appears verifying that you really want to 
undelete the type. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with equipment or Save & Close (to save and exit) to return to the Equipment list. 

Viewing Equipment Item History 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. A list of equipment items displays. Double-click the Equipment item. The Equipment 
window opens. 

5. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the set: 

• Action Name* – describes the completed action. For example, Add New Billable 
Cost or Update Billable Cost. 

• Custom Field Name – displays the field name of the modified information 

• Old Value – displays the old information 

• New Value – displays the new information 

• User Name -  displays the username of the person who completed the changes 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 

• Work Order Number – displays the work order number for the order completed 
to make the changes, if applicable. 

6. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the equipment, to view more detail double click on the record. A 
window opens with a more detailed description of the action.  Within the Actions 
ribbon group, click Close.  

Globally Manage Equipment 

Within this option, you can view all your equipment and make modifications to the 
equipment without having to go into each individual equipment item. 



Equipment/Services 

CAIRS User Guide 369 

Modifying an Equipment Item 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment.  

3. There are two ways to globally manage your equipment: 

• Within the toolbar directly above the Navigation pane, click the Globally manage 
equipment button. 

• Within the Actions pane, click the Globally manage equipment link. 

With either option, the Equipment Global Change window opens. The window 
displays a list of the equipment items currently within your database. 

4. There are two ways to find the record you want to modify: 

• You can sort the list by clicking any column header. Click the header once to sort 
the list alphabetically or numerically. Click the header again to reverse the order. 

• Within the Search text box, type any portion of the record and click the 
magnifying glass  

5. Once the record is located, the following information is available, the fields marked 
with an asterisk (*) cannot be edited: 

• Equipment Name * - displays the name of the equipment (field cannot be 
edited). 

• Equipment Type Name * - displays the equipment type name (field cannot be 
edited). 

• Inventory Policy * - displays the inventory policy, whether None, Manage 
Individual Items, or Manage Total Quantity.  

• Warehouse – click the dropdown arrow to access a list; select the warehouse for 
the equipment. 

• Vendor Name - click the dropdown arrow to access a list, select the vendor 
name for the equipment. 

• Item Vendor - click the dropdown arrow to access a list, select the item vendor 
name for the equipment. 

• Serial Number – click the field to type the new serial number 

• Purchase Order Number – type the purchase order for the equipment item 

• Site – click the dropdown arrow to access a list and select the site. The site 
dropdown list displays the bottom-most site first. After the ~~ is the complete 
path to the site. In the example below, we selected the Henderson site, which is 
a child to Las Vegas. Each site level is separated by a >. 
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• Item Status * – displays whether the equipment is Existing or Unavailable, you 
cannot edit this field 

• Total Quantity Available – click the field to type the total available quantity. 

• Rack, Shelf, and Bin – type the rack, shelf and bin name or number to provide 
the location of the equipment item within the warehouse.  

• Item Information 1 – 4 – use these fields to type any additional information 
regarding the equipment item.   

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with equipment or Save & Close (to save and exit) to return to the Equipment list. 

Deleting an Item 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Equipment.   

3. There are two ways to globally manage your equipment: 

• Within the toolbar directly above the Navigation pane, click the Globally manage 
equipment button. 

• Within the Actions pane, click the Globally manage equipment link. 

4. With either option, the Equipment Global Change window opens. The window 
displays a list of the equipment items currently within your database. 

5. There are two ways to delete an item: 

• Right-click the record selector box located just left of the Equipment Name, and 
click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the item. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple items at once.  

7. If you do not want to delete the item, right-click the record to access a pop-up menu. 
Click Undelete. 
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8. Once you select Undelete, a message box appears verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with Equipment or Save & Close (to save and exit) to return to the Equipment list. 

Services 
Services can be broken into three parts. First, you will add all the Service types available 
within your system. Service types are categories you place Services into, for example, 
Labor, Features, Lines, etc.  

Next, you will add in Services. These are the specific groups of items you provide, for 
example, Cell Phone Service, Voice Mail, Internet Service, Man-hours etc.  

Now, you can add in the specific Service items. You can breakdown each service into 
individual items each with a specific serial number. When used for an assignment, the 
service item is no longer available. Alternatively, you can be general and add just one item 
to each service. For example, with Man-hours, you can add 1 hour as the item and 
increase the quantity for the service provided.  

Type of Service 

A type of service is a way to categorize your equipment, services, and call charges for 
billing and payment distribution purposes.  

Adding a Type of Service 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. You will have two alternatives for Managing Type of Service:  

• Within the toolbar directly above the Navigation pane, click the Manage Type Of 
Service button.  

• Within the Action pane, click the Manage Type Of Service link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or using your mouse, point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   

4. Using either of the choices, The Manage Type Of Service window opens. Click the 
top row, marked with an asterisk (*), to add a new record. The line highlights. 

5. Type the following information (required fields are marked with an asterisk (*)): 

• Type of Service Name* – type the name of the type of service 

• Type of Service ID* – type the 2 character type of service id 
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• Description – use this field to type a description of the type of service 

• Mission Funded* – this field remains empty indicating the type of service is not 
mission funded. Checkmark the box to indicate the type of service is mission 
funded.  

6. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to Service lists. 

Deleting a Type of Service 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. You will have two alternatives for Managing Type of Service:  

• Within the toolbar directly above the Navigation pane, click the Manage Type Of 
Service button.  

• Within the Action pane, click the Manage Type Of Service link.  

4. Using either of the choices, The Manage Type Of Service window opens. There are 
two ways to delete a type of service: 

• Right-click the record selector box and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the type of service. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple types at once.  

6. If you do not want to delete the type, right-click the record to access a pop-up menu. 
Click Undelete. 

7. Once you select Undelete, a message box appears verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 

Manage Report Category 

The Report Category allows you to generate a report within Orders and Troubles to view 
the equipment and services related to each work order based on this category.   

Adding a Report Category 

1. Click Equipment/Services from the menu. 
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2. Within the Navigation pane, click Services. 

3. You will have two alternatives for Managing Report Category:  

• Within the toolbar directly above the Navigation pane, click the Manage Report 
Category button.  

• Within the Action pane, click the Manage Report Category link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or using your mouse, point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   

4. Using either of the choices, The Manage Report Category window opens. Click the 
top row, marked with an asterisk (*), to add a new record. 

5. The line highlights. Type the following information (required fields are marked with 
an asterisk (*)): 

• Report Category – type the category name, for example, material, overtime 
hours, regular hours, etc.    

• Included Data * - click the dropdown arrow to access a list of what charges you 
want to include in the report for this particular category, from the list select one of 
following: 

o All Charges 

o One Time Cost Only 

o Quantity Only 

6. To add another category, click the Save button and repeat steps 4 and 5, as 
necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with categories or Save & Close (to save and exit) to return to the Equipment list. 

Deleting a Report Category 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. You will have two alternatives for Managing Report Category:  

• Within the toolbar directly above the Navigation pane, click the Manage Report 
Category button.  

• Within the Action pane, click the Manage Report Category link.  

4. Using either of the choices, The Manage Report Category window opens. There are 
two ways to delete a type of service: 

• Right-click the record selector box and click Delete. 
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• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the category. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple categories at once.  

6. If you do not want to delete the category, right-click the record to access a pop-up 
menu, and click Undelete. 

7. Once you select Undelete, a message box appears verifying that you really want to 
keep the category. Click Yes within the box to continue or No to cancel the 
operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with categories or Save & Close (to save and exit) to return to the Equipment list. 

Manage Warehouses 

This option allows you to manage your inventory more efficiently by adding in the complete 
details for each item. You can enter in contact information, address information, 
miscellaneous information, etc.    

Adding a Warehouse 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. You will have two alternatives for Managing Warehouses:  

• Within the toolbar directly above the Navigation pane, click the Manage 
Warehouses button.  

• Within the Action pane, click the Manage Warehouses link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or using your mouse, point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   

4. Using either of the choices, The Manage Warehouses window opens. Click the top 
row, marked with an asterisk (*), to add a new record. 

5. The line highlights. Type the following information (required fields are marked with 
an asterisk (*)): 

• Warehouse Name * - type the name of the warehouse, this is the location of 
where the item is located. 
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• Contact Name and Number – type the name and number of the contact at the 
warehouse 

• Email Address – type the email address of contact 

• Website Address – type the website address 

• Address Line 1 – 4 – use the four fields to enter in the address 

• City – type the city name 

• State – type the two digit state abbreviation 

• Zip Code – type the zip code 

• Country – type the country name 

• Warehouse Misc 1 – 5 – use these fields to type any miscellaneous information 
regarding the warehouse 

• Notes – use this field for any additional notes regarding the warehouse 

6. To add another warehouse, click the Save button and repeat steps 4 and 5, as 
necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with warehouses or Save & Close (to save and exit) to return to the Services list. 

Deleting a Warehouse 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. You will have two alternatives for Managing Warehouses:  

• Within the toolbar directly above the Navigation pane, click the Manage 
Warehouses button.  

• Within the Action pane, click the Manage Warehouses link.  

4. Using either of the choices, The Manage Warehouse window opens. There are two 
ways to delete a warehouse: 

• Right-click the record selector box and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the warehouse. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple items at once.  

6. If you do not want to delete the warehouse, right-click the record to access a pop-up 
menu, and click Undelete. 
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7. Once you select Undelete, a message box appears verifying that you really want to 
keep the warehouse. Click Yes within the box to continue or No to cancel the 
operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with warehouses or Save & Close (to save and exit) to return to the Services list. 

Service Types 

Service types are categories you place services into, for example, Labor, Features, Lines, 
etc.  

Adding Service Types 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. You will have two alternatives for Managing Service Types :  

• Within the toolbar directly above the Navigation pane, click the Manage service 
types button.  

• Within the Action pane, click the Manage service types link.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to the right 

of the Navigation pane to reveal the menu choices. Or using your mouse point at the 
Separation bar, and when the up/down arrow appears, right-click the line and hold it to pull 
the line down.   

4. Using either of the choices, The Manage service types window opens. Click the top 
row, marked with an asterisk (*), to add a new record. The line highlights. 

5. Type the following information (*)):(required fields are marked with an asterisk 
(*)): 

• Service Name – type the service type name, for example, labor, man-hours, etc. 

• Inventory Policy – click the field to access a dropdown list and select the 
appropriate policy. There are three policies to choose from:  

• None – select if you have no inventory policy in place. 

• Manage Individual Items – select to keep track of the individual services. 

• Manage Total Quantity – select to keep track of the total quantity of the 
provided service.   

• Allow Cost Adjustment – click the field to insert a checkmark to allow any user 
the ability to modify the cost of the service. 

• Return Policy* – click the dropdown arrow to access a list and select the return 
policy for the service, the following two choices are available: 
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• Never – when selected, the service is deleted from the database and does 
not return to the available quantity.  

• Always – when selected, the service returns to your available quantity 
allowing you to keep an accurate count of your inventory 

! The return policy is directly related to the inventory policy. The options within the list vary 

depending on the policy selected. For example, if you select Manage Individual Items, the 
return policy list only includes Always.  

• Default Zero Cost Billing Policy – to select the default zero cost policy, click 
the field to access a dropdown list and from the list select: Do Not Bill, Bill as One 
Time Charge or Bill as Recurring Charge.  This selection allows you to include a 
service in a bill that is not charged.  The service can appear in either the one-
time or recurring charge section of the bill.  If you choose to not include these 
service items within the bill, select Do Not Bill.   

• Default Vendor Import Charge Billing Policy – if you are importing charges via 
the vendor media import you can select a charge policy, click on the field to 
access a dropdown list and from the list select one of the following policies:   

• Bill Normally – this is the default, all imported charges will be billed according 
to the equipment or service 

• Bill as Zero Cost – all imported charges will be billed as a zero cost to the 
account 

• Do Not Bill – although charges are imported into cairs they are not billed on 
and will not display on a bill associated to the account 

• Default System Charge Policy – the default is to bill all charges normally 
meaning they will be billed based on the details for each equipment or service 
item, however you can make a system policy to handle charges related to this 
equipment type differently, other than bill normally you have the following options 
available, click on the field to access a dropdown list and from the list select one 
of the following policies:   

• Bill as Zero Cost – all charges related to this equipment type will be visible on 
the bill as a zero cost charge to the account 

• Do Not Bill – although charges are in cairs they are not billed on and will not 
display on a bill associated to the account 

• Type of Service Name – click the dropdown arrow to access a list, select the 
type of service 

• Report Category – click the dropdown arrow to access a list, from the list select 
the report category. 

6. To add another service type, click the Save button within the Actions ribbon group 
and repeat steps #5 and #6.  
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7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types, or Save & Close (to save and exit) to return to the Service list. 

Deleting Service Types 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

The Service Types list displays.  

4. There are two ways to delete the service type: 

• Within the equipment type list, highlight the service type then within the toolbar 
directly above the Navigation pane, click the red X. 

• Within the Actions pane, click the Manage Service Types link, the Manage 
Service Types window opens, click the type then within the Actions pane click the 
Delete button  

•  Within the Actions pane, click the Manage Service Types link. The Manage 
Service Types window opens. Within the list, right-click the name to access a 
pop-up menu; select Delete.  

5. Once you click Delete, a message box appears verifying that you really want to 
delete the service type. Click Yes within the box to continue or No to cancel the 
operation. 

If you have not reassigned all the service associated with the service type, a 
different message box appears notifying you there are services assigned to the type. 
You have to delete, or move these items to other Service types, before completing 
the deletion of this Service type.  

Viewing Service Types 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3.  Depending on the amount of records you have within your database, the list may 
not readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

The Service Types list displays.  
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4. To view the service items in a Service Type, click the plus sign (+) to the left of the 
selected Service Type. The plus sign (+) will change to a minus sign (-) to reset the 
list to the default view.  

5. Double-click the Service Name to view the details window. 

6. Click the red X to Close the window and return to the Service list.  

Services 

A Service is a specific group of items you provide, for example, Cell Phone Service, Voice 
Mail, Internet Service, Man-hours etc.  

Adding a Service  

! It is required to add Service Types before you can add Service Records. If you need to 

add a Service Type, please refer to the “Adding a Service Type” Section.  

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services.  

3. There are two ways to add a service item: 

• Within the toolbar directly above the Navigation pane, click the dropdown arrow 
next to New. Select Service. 

• Within the Actions pane, click the Add new service link.  

4. Within either option, the Service window opens. Complete the following information 
for the service items (required fields are marked with an asterisk (*)): 

• Service Name* – type the service name, for example, hourly rate, voice mail, 
etc. 

• Service Type* – click the field to access a dropdown list and from the list select 
the service type.   

• One Time Cost – type the one-time service cost (if applicable). When entering in 
the amount, type the total cost with a decimal point. If you fail to enter a decimal 
point, caris.net will add one for you in the appropriate location. For example, if 
you type 10, cairs.net will make the cost $10.00. 

• Recurring Cost – type the recurring cost for the service (if applicable). When 
entering in the amount, type the total cost with a decimal point. If you fail to enter 
a decimal point caris.net will add one for you in the appropriate location. For 
example, if you type 10, cairs.net will make the cost $10.00. 

• Zero Cost Billing Policy – click the field to access a dropdown list and from the 
list select: Do Not Bill, Bill as One Time Charge or Bill as Recurring Charge.  This 
selection allows you to include a service in a bill that is not charged.  The service 
can appear in either the one-time or recurring charge section of the bill.  If you 
choose to not include these service items within the bill, select Do Not Bill.   
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• Vendor Import Charge Billing Policy – the default is set to bill all charges 
normally meaning they will be charged based on the cost indicated above, 
however you can change the policy for this item.  Click on the dropdown arrow to 
access a list and from the list select one of the following options: 

• Bill Normally – this is the default, all imported charges will be billed 
according to the service item 

• Bill as Zero Cost – all imported charges will be billed as a zero cost to the 
account 

• Do Not Bill – although charges are imported into cairs they are not billed on 
and will not display on a bill associated to the account 

• System Charge Policy – the default is to bill all charges normally meaning they 
will be billed based on the cost indicated above, however you can make a system 
policy to handle charges related to this item differently, other than bill normally 
you have the following options available, click on the field to access a dropdown 
list and from the list select one of the following policies:   

• Bill as Zero Cost – all charges related to this item will be visible on the bill as 
a zero cost charge to the account 

• Do Not Bill – although charges are in cairs they are not billed on and will not 
display on a bill associated to the account 

• Part Number – type the part number. 

• Part Name – type the part name. 

• Description – type the description of the service item 

• Vendor Name – click the dropdown arrow to access a list and select the Vendor 
name. 

• Vendor Equipment Name – type the name the vendor uses to refer to the 
service. 

• Service Provider Name - click the dropdown arrow to access a list and select 
the Service Provider name. 

• Manufacturer Name – click the dropdown arrow to access a list and select the 
Manufacturer name. 

• Abbreviation – type the service name abbreviation. 

• Medium Safety Stock Level – type a number for the medium stock level, when 
reached the user receives a message box stating that the service quantity is now 
below the medium stock level. 

• Low Safety Stock Level - type a number for the low stock level, when reached 
the user receives a message box stating that the service quantity is now below 
the low stock level. 
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• Type of Service Name – click the dropdown arrow to access a list and select the 
type of service for the service. 

• Report Category – click the dropdown arrow to access a list, from the list select 
the report category. 

• Category – type the service category. 

• Notes – type any additional miscellaneous service item notes. 

• ES Misc 1 – 5 – use these fields for any additional information relating to the 
service item. 

5. To add another service item, click the Save & New button within the Actions ribbon 
group and repeat step #4.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 

Modifying a Service 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. A list of service items displays. Within the list, double-click the service item you want 
to modify. The Services window opens. 

5. Make any necessary changes.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 

Deleting a Service 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Service. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. A list of service items populates. Within the list, highlight the service you want to 
delete. 

5. There are two ways to delete the service: 



Equipment/Services 

382 CAIRS User Guide 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Double-click the service type name within the list. The Service window opens. 
Within the Show ribbon group, click the Items button. The screen changes to 
display all the associated pieces of service. Within the list, highlight the service to 
delete and click the Delete button within the Actions ribbon group.  

6. Once you click Delete, a message box appears verifying that you really want to 
delete the service. Click Yes within the box to continue or No to cancel the 
operation. 

7. If any record within your database currently references the service, a message box 
appears telling you that all references need to be removed or changed in order to 
delete the service. Click the OK button to close the message box.  

Service Items 

Once you have added in the Service, you can add specific services providing several 
options when using this service. For example, 1 man-hour, 5 man-hours, etc.  

You can assign each service item a serial number. However, if you choose not to track the 
serial numbers, leave all the fields blank within the Items list. Cairs.net will then insert 
(none) into the serial number field when you select a service item.  

Adding Service Items 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the list, double-click the service item you want to assign. The Services 
window opens. 

5. Within the Show ribbon group, click the Items button. 

6. The window changes to the Items view. Click the top line marked with an asterisk (*), 
to add new items. Complete the following information for the piece of service 
(required fields are marked with an asterisk (*)): 

• Warehouse Name – click the dropdown arrow to access a list and select the 
warehouse name.   

• Vendor Name – click the dropdown arrow to access a list and select the vendor 
name 

• Serial Number – type the serial number, if applicable. If no serial numbers are 
present, cairs.net automatically fills in “None.” 
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• Purchase Order Number – type the purchase order for the service item 

• Site – click the dropdown arrow to access a list and select the site. The site 
dropdown list displays the bottom-most site first. After the ~~ is the complete 
path to the site. In the example below, we selected the Henderson site, which is 
a child to Las Vegas. Each site level is separated by a >. 

 

• Item Status* – click the field to access a dropdown list and select whether the 
item is Existing (in stock) or Unavailable (out-of-stock). 

• Total Quantity Available – type the total quantity available for this serial 
number, the field defaults to 1 

• Total Quantity Used – once an equipment item is used, this field displays the 
total number or items used or assigned within your database. 

• Assigned – this field auto displays with the assignment for the piece of service. If 
the service is unassigned the field displays a “No" 

• Rack, Shelf, and Bin – type the rack, shelf and bin name or number to provide 
the location of the service item within the warehouse.  

• Item Information 1 – 4 – use these fields to type any additional information 
regarding the service item.   

7.  To add another piece of service, click the Save & New button within the Actions 
ribbon group and repeat step #5.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 

Deleting a Service Item 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. A list of Services populates. Within the list, double-click the Service. 
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5. The Services window opens. Within the Show ribbon group, click the Items button. 

6. The screen changes and displays all the associated pieces of Service. Within the 
list, right-click the service item to delete and click Delete.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the item. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the item, allowing you to delete 
multiple items at once. 

8. If you do not want to delete the service item, right-click the record to access a pop-
up menu. Click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
undelete the item. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service items or Save & Close (to save and exit) to return to the Service list.  

Viewing Service Item History 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. A list of Services populates. Within the list, double-click the Service. 

5. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the set: 

• Action Name* – describes the completed action. For example, Add New Billable 
Cost or Update Billable Cost. 

• Custom Field Name – displays the field name of the modified information 

• Old Value – displays the old information 

• New Value – displays the new information 

• User Name -  displays the username of the person who completed the changes 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 

• Work Order Number – displays the work order number for the order completed 
to make the changes, if applicable. 
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6. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the service, to view more detail double click on the record. A window 
opens with a more detailed description of the action.  Within the Actions ribbon 
group, click Close.  

Globally Manage Service 

Within this option, you can view all your service and make modifications without having to 
go into each individual service item. 

Modifying an Item 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. There are two ways to globally manage your service: 

• Within the toolbar directly above the Navigation pane, click the Globally manage 
service button. 

• Within the Actions pane, click the Globally manage service link. 

4. With either option, the Services Global Change window opens. The lower portion of 
the window displays a list of the service items currently within your database. 

5. There are two ways to find the record that you want to modify: 

• You can sort the list by clicking any column header. Click the header once to sort 
the list alphabetically, or numerically. Click the header again to reverse the order. 

• Within the Search text box, type any portion of the record and click the 
magnifying glass  

6. Once the record is located, the following information is available, the fields marked 
with an asterisk (*) cannot be edited: 

• Service Name * - displays the name of service, you cannot edit this field. 

• Service Type Name * - displays the service type name, you cannot edit this field. 

• Inventory Policy* - displays the inventory policy, whether None, Manage 
Individual Items, or Manage Total Quantity.  

• Warehouse Name – click the dropdown arrow to access a list; select the 
warehouse for the service 

• Vendor Name - click the dropdown arrow to access a list, select the vendor 
name for the service. 

• Item Vendor - click the dropdown arrow to access a list, select the item vendor 
name for the service. 

• Serial Number – click the field to type the new serial number 

• Purchase Order Number – type the purchase order for the service item 
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• Site – click the dropdown arrow to access a list and select the site. The site 
dropdown list displays the bottom-most site first. After the ~~ is the complete 
path to the site. In the example below, we selected the Henderson site, which is 
a child to Las Vegas. Each site level is separated by a >. 

 

• Item Status – displays whether the service is Existing or Unavailable, you cannot 
edit this field 

• Total Quantity Available – click the field to type the total available quantity 

• Rack, Shelf, and Bin – type the rack, shelf and bin name or number to provide 
the location of the service item within the warehouse.  

• Item Information 1 – 4 – use these fields to type any additional information 
regarding the service item.   

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 

Deleting an Item 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Services. 

3. There are two ways to globally manage your services: 

• Within the toolbar directly above the Navigation pane, click the Globally manage 
service button. 

• Within the Actions pane, click the Globally manage service link. 

4. With either option, the Services Global Change window opens. The lower portion of 
the window displays a list of service items currently within your database. 

5. There are two ways to delete an item: 

• Right-click the record selector box (located just left of the Service Name) and 
click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the item. Click Yes within the box to continue or No to cancel the operation. 
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Once selected, cairs.net draws a line through the entire row allowing you to delete 
multiple items at once.  

7. If you do not want to delete the item, right-click the record to access a pop-up menu. 
Click Undelete. 

8. Once you select Undelete, a message box appears verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 
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Vendors, Service Providers, & Manufacturers 
The Vendors submenu manages information regarding your frequently used vendors. 
Inputting vendor information here allows you to access the information when placing orders 
or to contact them regarding their product or performance. 

The Procedures for adding, updating, and deleting Vendors, Service Providers, and 
Manufacturers are the same. Therefore, we will cover only the steps for Vendor, to apply 
the procedures to Service Providers or Manufacturers, just replace the term Vendor with 
the appropriate term. 

Adding a Vendor (Service Provider or Manufacturer) 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Vendor. 

3. There are two ways to add a new Vendor: 

• Within the toolbar directly above the Navigation pane, click the dropdown arrow 
next to New. , select Vendor. 

• Within the Actions pane, click the Add New Vendor link.  

4. Within either option, the Vendor Window opens. Complete the following information 
for the vendor (required field are marked with an asterisk (*)): 

• Vendor Name* – type the vendor name. 

• Shipping Address – use the rows to type the complete vendor shipping 
address. 

• Billing Address – use the rows to type the complete billing address for the 
vendor. 

• Contact – type the name of your vendor contact. 

• Telephone Number – type your contacts telephone number. 

• Fax Number – type the contact’s fax number. 

• Email Address – type your contact’s email address. 

• Url – type the vendor’s website address. 

• Notes – type any additional miscellaneous vendor notes relating. 

5. To add another Vendor, click the Save & New button within the Actions ribbon 
group and repeat step #4.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 

Modifying a Vendor (Service Provider or Manufacturer) 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Vendor. 
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3. The Vendor list displays. Within the list, double-click the vendor you want to modify. 
The Vendor window opens. 

4. Make the necessary changes.  

5. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with service types or Save & Close (to save and exit) to return to the Service list. 

Deleting a Vendor (Service Provider or Manufacturer) 

1. Click Equipment/Services from the menu. 

2. Within the Navigation pane, click Vendor. 

3. The Vendor list displays. Within the list, double-click the vendor to modify. The 
Vendor window opens. 

4. There are two ways to delete the Vendor: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Within the list, highlight the vendor name.  

• Within the Actions pane, click the Delete Vendor link. 

• Double-click the Vendor name; the Vendor window opens. Within the Actions 
ribbon group, click the Delete button.  

5. Once you click Delete, a message box appears verifying that you really want to 
delete the vendor. Click Yes within the box to continue or No to cancel the 
operation. 
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Accounting 

The Accounting section manages several aspects relating to billing for the equipment and 
services provided to your customers. The first billing step is to create your accounts. There 
are two different account types within CAIRS: 

• Official Accounts – these account types are associated to an organization and 
allow you to bill each organization for the equipment and services used. 

• Unofficial Accounts – these account types are associated to a subscriber and 
allow you to bill an individual for the provided equipment and services. 

Each account, regardless of type, can be associated to either a circuit or a set device. 
Once associated, the organization or the subscriber is responsible for payment on all 
charges incurred.  

CAIRS works together with UCE to collect, format and price your calls and places them into 
an *.acx file. Once created, you can import the *.acx file into your active call database. If 
your call records arrive from a third party, you must import those call into your active call 
database. Before importing, you must create a template to match up the third party 
information to fields within CAIRS.  

Official Accounts 
Official accounts are associated to Organizations only and do not have to be associated to 
an organization but you cannot associate them to anything else. Many sites refer to official 
accounts and billing as Class A billing.  

Before you can start to manage your accounts, it is a good idea to have a few things setup 
within your database. First, you can create your billing cycles; this determines what time 
period to create the bill for, when CES generates the bill, due date, late payment date, etc. 
Second, you can create account categories; this is an additional field to allow you to place 
each account into an additional category besides organization or site.  

Managing Billing Cycle 

Within Manage Billing Cycle, CAIRS defaults a few items for you. We default the Fiscal 
year start date to October 1st. We also determine the start day and end day for each month, 
you can edit these fields if necessary.  
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There are some important considerations to keep in mind when determining your billing 
cycle. First, the Run Month and Run Day, these fields determine the earliest date you can 
generate a bill. It is advisable that you allow a few days at the beginning of the Run Month 
to allow manipulation of accounts, if necessary.  

Second, a system setting determines whether CAIRS generates the bill automatically, if set 
to true, CAIRS automatically generates the bill on the Run Day.  

Managing the Billing Cycle  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Official Accounts. 

3. There are two ways to manage the billing cycle: 

• Within the tool bar directly the Navigation pane, click the Manage Billing Cycle 
Plan button. 

• Within the Actions pane, click the Manage Billing Cycle Plan link.  

4. With either option, the Billing Cycle Plan window opens.  

5. The first step is to determine when your fiscal year starts, within the actions ribbon 
group click one of the following buttons: 

• Set to October 1st Fiscal Year – click this button to set the fiscal year as October 
1st, once clicked the Billing Cycle Plan Dates pane changes to start your billing 
cycle with October.  

• Set to January 1st Fiscal Year – click this button to set the fiscal year to January 
1st, once clicked the Billing Cycle Plan Dates pane changes to start your billing 
cycle with January. 

• Set Fiscal Year with First Start Month and Day – click this button to set the fiscal 
year to the first unofficial billing date as determined by the First Official Billing 
Date system setting 

6. Next, you determine the days to wait before running the bill and the bill due date 
Within the top pane complete the following fields: 

• Days to Wait Before Running Bill – type-in the number of days to wait from the 
end day to the day you want to run the bill, most times this is set to one or two. 
This gives your users the time fix any account issues.  

• Days to Wait Until Bill is Due – type-in the number of days to wait from the end 
day to the billing due date. Most times, this is set to 15 or 16.  

7. Now that you have determined your fiscal year start date and billing dates, it is time 
to complete the setup of your billing cycle. Within the Billing Cycle Plan Dates pane, 
complete the following fields (although some fields are auto-populated you can 
modify them to fit your needs): 

• Sequence – this field auto-populates with a number between 1 and 12 to reflect 
the corresponding location in the billing cycle.  
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• Start Month – this is the first month of your billing cycle, this is determined by 
your Fiscal year start date. To change the month, click the field to access a 
dropdown arrow, once you click the arrow a list of month appears, click on the 
month. The selected month populates within the field.  

• Start Day – this is the first day of the month that you start your billing, most times 
this is the first of the month. To change the day, click on the field and type in the 
new day to start the billing.  

• End Month – for each start month, you must select an end month, most times this 
is the same month as the start month. However, you can bill for multiple months 
at a time by altering the end month. To change the month, click the field to 
access a dropdown arrow, once you click the arrow a list of month appears, click 
on the month. The selected month populates within the field.  

• End Day – this is the last day of the month that you will end the billing. To change 
the day, click on the field and type in the new day to end the billing.  

! Do not forget about Leap Year, it occurs every four years! The end day for February is 

the 29th in a leap year. Here is a list of the next couple of leap years:  2012, 2016, 2020, 
2024, 2028, 2032, and so on.  

• Run Month – this is the month in which you run the bill for the previous billing 
period. If you bill on a monthly basis, this is next month. To change the month, 
click the field to access a dropdown arrow, once you click the arrow a list of 
month appears, click on the month. The selected month populates within the 
field.  

• Run Day – this is the day of the run month that the bill generates. This field 
populates with the selection you determined in the upper pane. To change the 
day, click on the field and type in the run day.  

• Due Month – this is the month in which the bill you generate is due, this is most 
likely the same as the run month. To change the month, click the field to access 
a dropdown arrow, once you click the arrow a list of month appears, click on the 
month. The selected month populates within the field.  

• Due Day – this is the day the bill is due. This field populates with the selection 
you determined in the upper pane. To change the day, click on the field and type 
in the due date of the bill.  

8. Within the Actions ribbon group, click the Save (to save and stay) button to 
continue working with billing cycles, or click the Save & Close (to save and exit) 
button to return to the Official Accounts list. 

Account Category 

Often times, you may want to categorize your account number based on a field other than 
organization or subscriber. This is where the Account Category comes into play.  



Accounting 

394 CAIRS User Guide 

Managing Categories 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. There are two ways to manage account categories: 

• Within the toolbar directly the Navigation pane, click the Account Category 
button 

• Within the Actions pane, click the Account Category link.  

With either option, the Account Category window opens. 

Adding 

4. Click the row with an asterisk (*) to add new items to the list and type the new 
account category. 

5. Once you start typing in the category, a new row with an asterisk (*) displays at the 
top of the list allowing you to add multiple categories at once.  

Modifying 

6. Click a row to modify and type the new information. 

Deleting 

7. Right-click the selector box next to the category name and click Delete. 

8. Once you click Delete, a message box displays verifying that you really want to 
delete the category. Click Yes within the box to continue or No to cancel the 
operation. 

9. Once selected, CAIRS draws a line through the category allowing you to delete 
multiple items at once.  

10. If you do not want to delete the category, right-click the record and click Undelete. 

11. Once you select Undelete, a message box displays verifying that you really want to 
keep the category. Click Yes within the box to continue or No to cancel the 
operation. 

12. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with account categories, or click Save & Close (to save and exit) to return to the 
Official Accounts list. 

Official Account Report Preferences 

The Official Account Report Preferences allow you to determine what files you want to 
generate when creating a bill. In addition, you can determine where those files go, whether 
to a file or printer.  

You can set the report preferences for each account number. When you set the 
preferences within the account, they overwrite any selections you have made here. For 
example, if you check the Call Detail XLS here but not in the account number, the call data 
XLS file will not generate.  
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1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. There are two ways to change your report preferences: 

• Within the toolbar directly above the Navigation pane, click the Official Report 
Preferences button. 

• Within the Actions pane, click the Official Report Preferences link. 

4. Within either option, the Billing Report Preferences window opens. The lower portion 
of the window displays the different formats and delivery options for your billings, as 
a default all fields are checked. This indicates the account summary or call data 
generates to the particular file type or location.  

The following options are available: 

• Account Summary XLS – the account summary for each account number 
generates to an Excel Spreadsheet 

• Call Detail XLS – the call data for each account generates to an Excel 
Spreadsheet 

• Call Charges Tab Delimited – the call charges for each account generate to a 
tad delimited file 

• One Time Charges Tab Delimited – the one-time charges for each account 
generate to a tab delimited file 

• Recurring Charges Tab Delimited - the recurring charges for each account 
generate to a tab delimited file 

• Account Type – this default to Official  

• Mailed Report PDF to File – the mailed report is generated to a PDF file 

• Mailed Report PDF to Printer – the mailed report is sent directly to the printer 

• Report to XML - the call, recurring, and one-time charges are generated into an 
XML file.  

• Combined Detail XLS – this report provides a combined detail of all mission 
funded and non-mission funded charges relating to an account. 

5. If you want to remove the file type from generating, click on the box to remove the 
checkmark.  

6. Within the Actions ribbon group, click on Save (to save and stay) to continue 
working with your preferences, or click Save & Close (to save and exit) to return to 
the Official Accounts list.  

Address Types 

Managing Address Types 

1. Click the Accounting menu. 
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2. Within the Navigation pane, click Accounts and then Official Accounts. 

3. Within the Actions pane, click the Address Types link.  

4. The Address Types window opens. 

Adding 

5. Click the row with an asterisk (*) and type the new type. 

6. Once you start typing in the type, a new row with an asterisk (*) automatically 
displays at the top of the list allowing you to add multiple types at once.  

Deleting 

7. Right-click the selector box next to the Address Type. From the pop-up, click Delete. 

8. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
types, or click Save & Close (to save and exit) to return to the Official Accounts list. 

Understanding the General Account Window 
There are essentially four parts to the General - Accounts screen: Ribbon Groups, Account pane, Bill 
Summary pane and Account Balance Summary pane.  

Ribbon Groups 

Each of the ribbon groups allows you to perform certain account functions. For instance, 
you can associate site and organizations to an account, generate a bill for the account 
number, and make a payment to the account, etc.  

Actions 

Within the Actions ribbon group, you can perform the following actions: 

• Save & Close – click this button to save the completed information and return to 
Accounts list. 

• Save – click this button to save the information you have completed and remain 
within the Account. 

• Refresh – click this button to add newly saved information to the account. 

Show 
Within the Show ribbon group, you define the entities belonging to the account. You define the Organizations, 
Site, Set Device, Authorization Codes, etc.  

Management 
Within the Management ribbon group, you are able to view and change the account status. You can define 
whether the account is active, closed, suspended, etc.  
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Billing Tools 

Within Billing Tools, you create bills to send to your customers for their one-time, recurring, 
and call charges. Each bill also includes the charges for equipment and/or services applied 
to the account.  

Once you generate a bill, you can then perform refunds or adjustments as well as make 
payment to the account balance.  

Panes 

Each account has several panes of information that appear within the Billing Account 
window.  

Account Information Pane 

The Account Information pane displays general account information. For example, the 
account number, what charges the account is responsible for and account type, to name a 
few.  

Notes/Equipment & Services Pane 

This pane defaults to the Notes tab to allow you to add, view, modify and delete notes 
relating to the account.  At the bottom of the screen, the Equipment and Services tab allows 
you to view all equipment and/or services related to the account.  In addition, you can add 
or delete equipment or services related to the account.     

Bill Summary Pane 

The Bill Summary pane displays the charges and balance for the selected billing period. 
Each billing period with a generated bill displays in the drop-down list on the right side of 
the pane. Once you select a billing period, the pane displays the balance, current charges 
and payments or adjustments.  

Account Balance Summary Pane 

The Account Balance Summary pane displays a more detailed bill description. There are 
several information tabs to view: 

• Balance Summary – displays the bill’s basic information. For example, date you 
generated the bill, payments, charges, adjustments, and statement balance. 

• Number/Circuit Summary – displays the telephone number or circuit and the charges 
associated with each. 

• One-Time Charges – displays a list of the one-time charges associated with the 
billing cycle. 

• Recurring Charges – displays a list of the recurring charges associated with the 
billing cycle. 

• Calls – displays a list of calls associated with the billing cycle. 
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• Payments/Funding – displays a list of payments applied to the account balance 
when you generated the bill. 

• Adjustments – displays a list of the adjustments applied to the account when you 
generated a bill. 

Within any of the tabs, if the complete information does not display, you can search for any 
part by typing the parameter into the text box and clicking the magnifying glass or by 
clicking the Show All button.  

Official Accounts Configuration 
Within this section, we discuss how to add an account and its basic information. We then 
discuss how to associate an account to organizations, sites, set devices, etc.  

Adding an Official Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. There are two ways to add an Account: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Official Accounts. 

• Within the Actions pane, click the Add New Billing Account. 

4. With either option the General – Account window opens. There are 3 information 
panes. Within the Account pane, complete the following fields (required fields are 
marked within an asterisk (*)): 

• Account Number* – type the account number. This field can contain numbers, 
letters, and/or symbols. If the field reads ‘Automatic By Setting’, the account 
number is auto-created by the system.  

• Mailing Address – click the drop-down arrow to access a list and from the list, 
select the mailing address of where to send the bills. 

• Category – click the drop-down arrow to access a list and from the list, select the 
account category. 

• Call Charges* – click the box to insert a checkmark indicating the account is 
responsible for all charges incurred from calls. 

• One Time Charges* – click the box to insert a checkmark indicating the account 
is responsible for all one-time equipment and service charges. 

• Recurring Charges* – click the box to insert a checkmark indicating the account 
is responsible for all recurring equipment and service charges. 

• Account Type* – this field auto-populates with Official indicating you are 
creating an official account. 
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• Mission Funded – click the field to insert a checkmark indicating the charges 
associated with the account are mission funded. This will zero out any balance 
for call and equipment charges after you run the bill.  

• Mail Delivery Preference* – click the drop-down arrow to access a list. From the 
list, select Receives the Entire Bill, Notification Only or Nothing by Mail. 

• Email Delivery Preference* – click the drop-down arrow to access a list. From 
the list, select Receives the Entire Bill, Notification Only or Nothing by Email. 

• Account Miscellaneous 1 – 10  – use these fields to add any additional account 
comments. 

• Exclude From Financial Summary – click the box to insert a checkmark 
indicating that you want to exclude this account number from the Financial 
Summary. Leave the field blank to include the account number in the summary. 

• Created Date – This field auto-populated with the date you created the account 
number. The field populates after you save the information. To change the 
created date, click the field to access a drop-down arrow. Click the arrow to 
access a calendar. To change the month and year click the right or left arrow. 
Click the date to select. The new date populates in the box.  

5. The Bill Summary and Account Balance Summary pane shows information once 
changes are associated to the account. 

6. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the account, or click Save & Close (to save and exit) to return to the 
Official Accounts list. 

Modifying an Official Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to modify.  

5. The Accounts window opens. Modify the fields as necessary.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) and return to the Official 
Accounts list. 
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Deleting an Official Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account that matched your search criteria. 
Highlight the account to delete. There are two ways to delete an account: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Click the Delete Billing Account link within the Actions pane.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

6. If there are any associations to the account, CAIRS does not allow you to delete the 
account number. If associations exist, a warning message displays notifying you that 
there is existing information associated to the account. Click Continue to remove 
the assignments. 

Account Entries - Components 

Within Account Entries, you can view the configured items associated to the account and 
the related charge types. This is also, where you will add component to the account. When 
you access the window there are two panes, the top pane displays a list of the components 
that are currently associated to the account and the following information: 

• Item Number or Name – displays the telephone number, circuit name, etc.  

• Item Type – displays the item type for example, Organization, Cell Phone Number, 
Telephone, Circuit Segment, etc.  

• Item Delete Date – displays the date the item was deleted from the account. The 
item still appears in the list, however, no charges are incurred.  

• Account Number – displays the account number 

• Site – displays the site name 

• Organization Name and Path – displays the organization name and the entire 
organization path 

• Billing Start and End Date – displays the date the account started to incur charges 
and the date the charges ended 
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• Charge Type – displays the charge type the account is responsible for, there are 
four types: Call Charges, One Time, Recurring, and Both One Time and Recurring 
Charges.  

A component may appear in the list more than once, depending on the charge types 
associated.  

The lower pane allows you to search for components to add to the account. There are two 
tabs at the bottom of the pane, the Add Item Pick List is a general tab that will allow you to 
search for any component whether telephone, cell phone, circuit, etc. The Add Sets Pick 
List is more specific to configured sets, this tab allows you to search on fields within a set, 
for example, port, building name, room, etc.  

Once you have associated the component to the account you can also associate 
equipment and services.  

Viewing Related Components 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. The top pane displays a list of the 
items related to the account. The lower allows you to associate more items to the 
account.  

6. The top pane displays the following item information: 

• Item Number or Name 

• Item Type 

• Item Delete Date 

• Account Number 

• Site 

• Organization Name and Path 

• Billing Start and End Date 

• Charge Type 
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7. An item may appear in the list more than once depending on the different charge 
types. For example, if the account is responsible for one-time and call charges, each 
item may appear twice within the list.  

8. To view more detail, double click on the record to open the Assigned Accounts and 
Equipment window. This window allows you to associate additional equipment and 
services to the component.  

Adding a Component (other than a set) to an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. The top pane displays a list of the 
items related to the account. The lower allows you to associate more items to the 
account.  

6. Within the lower pane, there are two sections; the left hand side allows you to search 
for components to add to the account. The right hand side displays a list of 
instructions on how to add the component to the account.  

7. At the bottom of the pane are two tabs: 

•  Add Items Pick List - this is a generic list of all items within your database, this 
could be anything from a circuit to subscriber to a set.  

• Add Sets to Pick List – this is a more specific list that pertains to only your 
configured sets. 

8. Click on the Add Items Pick List tab to perform a search, there are a couple of ways 
to find the component: 

• Within the Search textbox, you can type-in the entire component name or 
number or a portion of the name or number, then click on the magnifying glass 

• Click on the Show All button to view every component within your database 

• You can also use the Last Search button to display the list of items from your 
previous search 

9. Once the list displays, find your component to add to the account, double click on 
the record to open Assigned Accounts and Equipment window. 
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10. Within the window there are three panes of information, the Configured Item pane 
displays the item name or number, item type (Telephone, circuit, etc) and the Delete 
Date 

11. The Accounts for Equipment and Services pane displays the account numbers that 
are associated to the item. There can be more than one entry in this pane depending 
on how the charges are distributed. Within the pane, you can add an account 
number to the configured item.  

12. The Equipment and Services pane displays a list of the equipment and services 
associated to the configured item. Within this pane, you can also add equipment and 
services to the item.  

Adding an Account Number to the Configured Item 

1. Within the Accounts for Equipment and Services pane, click the row marked with the 
asterisk to enter in a new account number for the equipment and services. Complete 
the following fields, required fields are marked with an asterisk (*): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one time 
and recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Set Device window.  

• Subscriber Name – this field does not relate to official accounts.  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations. If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.  

From the list, select the account number and organization responsible for the 
charges.  

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 
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• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

2. At this point, you should save your progress. Within the Actions ribbon group, click 
the Save button. 

Adding an Equipment or Services to the Configured Item 

3. Within the Equipment and Services pane click on the row marked with an asterisk to 
add new equipment or services to the item. Use the drop-down lists or type the 
appropriate information in each of the following columns for the equipment or 
service, required fields are marked with an asterisk (*): 

• Equipment or Service Type* – click the drop-down arrow to access a list, there 
are three columns of information within the list: 

• Equipment or Service Types – displays the name of the equipment or 
service 

• Is Service Type – a checkmark indicates that the type is a service 

• Allow Cost Adjustment – a checkmark indicates that the you can adjust the 
cost of the equipment or service 

Within the list, select the equipment or service type. 

• Equipment or Service Name* – click the drop-down arrow to access a list, and 
then select the equipment or service name. This list displays only the names 
associated to the type that you previously selected.  

• Part Name* – click on the drop-down arrow to access a list, select the part name.  

• Site – once you click any of the drop-down lists, the field auto-populates with the 
site name you selected in the Device Properties pane. 

• Serial Number* – this field may auto-populate after you select a part name, it 
may either contain None or Generate Automatically, if these are contained within 
the field do not change the selection. However, if the field is blank click the drop-
down arrow to access a list, and select the appropriate serial number 

• Quantity – this field auto-populates with a pre-determined quantity amount. To 
change, click the field and type-in the new information.  

• One Time Cost – this field auto-populates with the equipment’s one-time charge. 

• Recurring Cost – this field auto-populates with the equipment’s recurring 
charge. 
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• Total One Time Cost – displays the total one-time cost for the equipment item.  

• Total Recurring Cost – displays the total recurring cost for the equipment item. 

! At the bottom of the list of equipment is a totals line displaying the one-time and recurring 

charges totals for all the equipment items within the list.  

• Install Date* – this field auto-populates with today’s date. To change the date, 
click the field to access a drop-down arrow, once clicked a calendar displays. 
From the calendar, select the date to install the new equipment. This is the date 
the charges start for billing purposes. To change the month and year click the 
right or left arrow, and once at the appropriate month and year, click the number 
to select the date. The date populates in the box. 

• Delete Date – click the field to access a drop-down arrow. Once clicked, a 
calendar displays, from the calendar select the date to delete the item from the 
set. To change the date, click the field to access a drop-down calendar. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Notes – click on the grey square in the field to open the Note popup that allows 
you to enter in any notes regarding the equipment or service.  Once you have 
finished typing the note, click on the OK button to save the note and close the 
popup.  Alternatively, you can click on the Cancel button to cancel the operation.   

• Location – type the equipment or service location.  

• Last Recurring Bill Date – this field indicates the last date the piece of 
equipment generated a bill.  

4. You can continue to add equipment and services to the item, when finished, click on 
the Save & Close button within the Actions ribbon group to return to the Account.  

You will notice that the item now appears in the Related to Account pane.  

Adding a Configured Set to an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 
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5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. The top pane displays a list of the 
items related to the account. The lower allows you to associate more items to the 
account.  

6. Within the lower pane, there are two sections; the left-hand side allows you to 
search for components to add to the account. The right-hand side displays a list of 
instructions on how to add the component to the account.  

7. To add a set to the account, click on the Add Sets to Pick List tab at the bottom of 
the pane 

8. You need to search for the set to add to the account, there are a couple of ways to 
find the set: 

• Within the Search textbox, you can type-in the entire component name or 
number or a portion of the name or number, then click on the magnifying glass 

• Click on the Show All button to view every component within your database 

• You can also use the Last Search button to display the list of items from your 
previous search 

9. Once the list displays, find the set to add to the account, double click on the record 
to open the Set Management window.  

10. Within the lower portion of the Facilities pane, click on the Accounts for Equipment 
and Services tab. The pane changes to display the accounts related to the different 
charge types for the equipment and services.  

11. Click the row marked with the asterisk to enter in a new account number for the 
equipment and services. Complete the following fields, required fields are marked 
with an asterisk (*): 

When you start typing in any field CAIRS will try to auto-populate information from within 
the account that is not already populated relating to the account. For example, when you 
are adding an account for calls and the account is associated to a organization and site, 
both those fields will populate within the Accounts for Calls pane.  

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one time 
and recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – once you click any of the drop-down lists, the site name auto-populates 
with the site selected on the General-Set Device window.  

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. This is a read 
only field.  
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• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations. If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.  

From the list, select the account number and organization responsible for the 
charges.  

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

12. When you have added the account number to the set click the Save & Close button 
within the Actions ribbon group to return to the Account, you will notice that the item 
now appears in the Related to Account pane.  

Removing a Component from an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. Within the top pane, double-click the 
item to remove from the account.  

The Assigned Accounts and Equipment window opens.  
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6. Within the Account for Equipment and Services pane, right click on the selector box 
next to the charge type, a popup menu opens, within the box click Delete. 

7. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

8. To save your changes, click on the Save & Close button within the Actions ribbon 
group to return to the Account.  

Viewing the Component 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. Within the top pane, double-click the 
item to view.  

The Assigned Accounts and Equipment window opens.  

6. Within the Related Item Actions ribbon group, click on the Open Item button. This 
opens the components window allowing you to make changes.  

7. If you do make any changes make sure to save them by clicking either the Save or 
Save & Close button within the Actions ribbon group.  

Current Balance 

You can determine the balance due on an account for any billing period.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  
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5. Within the Show ribbon group, click the Current Balance button. There are two 
panes of information; the top pane allows you to select the billing period and the 
lower pane displays the bill for the period selected. 

6. Within the top pane, complete the following fields to select a billing period and 
determine the balance (required fields are marked with an asterisk (*)): 

• Bill From Date* – this field auto-populates with the current billing cycle. To 
change the date, click the field to access a drop-down calendar. To change the 
month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box.  

• Bill To Date* – this field auto-populates with the current date. To change the 
date, click the field to access a drop-down calendar. To change the month and 
year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box.  

• Fiscal Year* – this field auto-populates with the current fiscal year. To change to 
a previous year click the field to type the appropriate year. 

• Due Date* – this field auto-populates with the current billing cycle’s due date 
based on the Billing Cycle created within Manage Billing Cycle. 

• Date Mailed – this field indicates the date the bill was sent to the printer. 

• Date Emailed – this field displays the first date an email regarding the bill was 
sent to the organization. 

• Date Copied – this field indicates the date the bill was copied  

• Last Delivery Attempt Date – this field indicates the date that CES last 
attempted to deliver to the appropriate destination.  

• Previous Balance – displays the balance of the previous statement for the 
account number 

• Total One Time Charge 

• Total Recurring Charge 

• Total Call Charge 

7. Once the fields are complete, click the Determine Balance button. 

8. The lower pane populates with the bill information. The current account balance is 
the last field within the pane.  

Official Account Organizations 

Once you associate the account number to an organization, they are tied together in 
CAIRS. An account number can be associated to multiple organizations. Within this button, 
you are associating the different organizations to the account number.  

There are a couple of things that you need to be aware of when dealing with the 
account/organization association: 
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1. When associating the organizations, remember that the child organizations do not 
inherit the association of their parents. You need to associate all levels to the 
account.  

2. If you assign an account number(s) directly to the organization within 
Directory/Organizations, that overrides all selections made within this window. To 
ensure that there is no account number associated to an organization, access: 
Directory/Organization →Organizations → access the organization to view the 
associated account number, if applicable.  

 

3. If you are going to associate multiple organizations to an account, you need to set 
the Filter Organization By Account System Setting to False. 

Adding an Organization 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Organizations button. The screen displays 
two panes of information; the top pane displays the organization associated to the 
account. The lower pane displays the complete list of organizations currently 
established within your database.  

6. Within the Search Organization (lower pane), there are 6 columns of information: 
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• Organization Name – displays the lowest level of the organization tree. 

• Organization Path – displays the complete path to the organization name. Each 
level is separated by >. 

• Account Number – displays the account number associated to the organization 
name. 

• TCO – displays the TCO Group associated to the organization  

• Organization Code – displays the organization code 

• Organization Abbreviation – displays the organization abbreviation 

7. To add an organization to an account, find the name within the list and double-click 
the row. The organization name displays in the Selected Organizations pane. The 
lowest level of the organization is listed first, after the two ~~ the complete path to 
the organization is displayed, each level is separated by a >. 

! You can search for an organization within the Search Organization pane by typing in the 

name or portion of the name within the Search text box, once entered click the magnifying 
glass. Any record with the search characteristics displays within the pane.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information to the account, or click Save & Close (to save and exit) to return to the 
Accounts list. 

Deleting an Organization 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Organizations button.  

6. Within the Selected Organizations pane, right-click the Organization to delete. A 
small pop-up menu opens. Click Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the Organization. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, CAIRS draws a line through the name allowing you to delete multiple 
items at once.  
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8. If you do not want to delete the Organization, right-click the record to access a pop-
up menu, and click Undelete. 

9. Once you select Undelete, a message box displays verifying that you really want to 
undelete the selection. Click Yes within the box to continue or No to cancel the 
operation. 

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) to return to the Accounts list. 

Official Account Sites 

An account number can be limited to a site allowing you to monitor the account numbers for 
each site independently.  

Child sites do not inherit the association of their parents; you need to associate all levels to 
the account number.  

Adding Site Association 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Sites button. The window displays two 
panes of information; the top pane displays the sites associated to the account. The 
lower pane displays a list of all the sites within your database, the following read-
only information is available for each site:  

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a 
>. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

! You can search for an organization within the Search Organization pane by typing in the 

name or portion of the name within the Search text box, and then click the magnifying 
glass. Any record with the search characteristics displays within the pane.  
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6. To add a site to the account, find the site within the list, and double-click the record, 
the site name now displays within the upper pane.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the account. For example, if you associate a parent and want all the children 
associated you must associate all children site as well.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

Selecting All Sites 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the lower portion of the Site button to access a 
drop-down menu. From the menu, highlight Select All Sites. 

All site names displays within the top pane.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

Deleting a Site 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Sites button.  
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6. Within the top pane, right site on the site name to access a pop-up menu, from the 
menu select Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

Once selected, CAIRS draws a line through the site; allowing you to delete multiple 
items at once.  

8. If you do not want to delete the site, right-click the record to access a pop-up menu 
and from the pop-up, click Undelete. 

9. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) to return to the Accounts list. 

Unselecting All Sites 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the lower portion of the Site button to access a 
drop-down menu. From the menu, highlight Unselect All Sites. 

The site names are removed from the top pane indicating that there are no site 
associations.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

Official Account TCO Subscribers 

Within the TCO Subscriber button, you can view the TCO subscribers associated to the 
account. The list provides the TCO name, first and last of the subscriber as well as email 
address and contact phone number. The final column determines whether the subscriber is 
an administrator for Subscriber Portal. By double clicking on any record, you can open the 
subscriber record, at which point you can modify the record.  
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Official Account Orders/Troubles/Tasks 

You can view all orders, trouble tickets, and/or tasks related to the account; this includes 
those that are active, closed, on hold or past due.  

Viewing Orders 

Within an account, click on the Order/Troubles and Tasks button within the Show ribbon 
group. The window changes to displays two panes of information, the top pane displays the 
orders, the lower pane displays the troubles. The list of the active orders populates in the 
upper pane.  

To view a list of the closed orders, click on the option button next to the Closed. The 
window changes to display a list of closed order related to the account. 

To view a list of the orders On Hold, click on the option button next to the On Hold. The 
window changes to display a list of held order related to the account. 

To view a list of all orders; active, closed, held, and past due, click on the option button next 
to All. The window changes to display a list of every order related to the account. 

To view a list of the order that are past due, click on the option button next to the Past Due. 
The window changes to display a list of orders that are past the due date based on the 
Days to Complete field within the Work Flow Setup. 

You can search for an order by typing a search parameter within the textbox in the upper 
right hand corner of the pane and click on the magnifying glass.  

Viewing Tasks 

Within the account, click on the Order/Troubles and Tasks button within the Show ribbon 
group, within the lower portion of the Orders pane, click on the Tasks tab. The list of the 
open tasks populates in the upper pane.  

To view a list of the closed tasks, click on the option button next to the Closed. The window 
changes to display a list of closed tasks related to the account. 

To view a list of all task; active, closed, held, and past due, click on the option button next 
to All. The window changes to display a list of every task related to the account. 

To view a list of the tasks that are past due, click on the option button next to the Past Due. 
The window changes to display a list of tasks that are past the due date based on the Days 
to Complete field within the Work Flow Setup. 

You can search for a task by typing a search parameter within the textbox in the upper right 
hand corner of the pane and click on the magnifying glass.  

Viewing Troubles 

Within an account, click on the Order/Troubles and Tasks button within the Show ribbon 
group. The window changes to displays two panes of information, the top pane displays the 
orders, the lower pane displays the troubles. The list of the active troubles populates in the 
lower pane.  
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To view a list of the closed troubles, click on the option button next to the Closed. The 
window changes to display a list of closed trouble tickets related to the account. 

To view a list of the troubles On Hold, click on the option button next to the On Hold. The 
window changes to display a list of held trouble tickets related to the account. 

To view a list of all troubles; active, closed, held, and past due, click on the option button 
next to All. The window changes to display a list of every trouble ticket related to the 
account. 

To view a list of the troubles that are past due, click on the option button next to the Past 
Due. The window changes to display a list of trouble tickets that are past the due date 
based on the Days to Complete field within the Work Flow Setup. 

You can search for a task by typing a search parameter within the textbox in the upper right 
hand corner of the pane and click on the magnifying glass.  

Official Account Addresses 

Viewing Associated Addresses 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the upper portion of the Addresses button.  

6. The window displays two panes of information. The top pane displays a list of 
addresses currently associated to the account and the lower pane displays a list of 
all address currently within your database. 

7. If the information in the top pane does not readily populate, you can search for an 
address by typing in the name or portion of the name within the search text box or 
click the Show All link.  

Adding a New Address 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 
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• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the lower portion of the Addresses button to 
access a drop-down menu. From the menu, click Add New Address. 

6. The Address window opens. Complete the following fields for the address (required 
fields are marked with an asterisk (*)): 

• Address Label – type the address label. For example, work, home, etc. 

• Street* – type the mailing address. 

• City – type the city name. 

• State/Province – type the state abbreviation, province name or other 
designation. 

• Zip Postal – type the 5-digit zip code. 

• Zip Plus 4 – type the 4-digit code displaying after the standard zip code, if 
applicable. 

• Country/Region – type the country abbreviation. 

• Address Type – click the drop-down arrow to access a list, from list select the 
address type. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

Once you have added the address into the system, you must associate it to the 
account.  

Associating an Address to an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  
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5. Within the Show ribbon group, click the upper portion of the Addresses button. The 
window displays two panes of information. The top pane displays a list of addresses 
currently associated to the account and the lower pane displays a list of all address 
currently within your database. 

6. To populate the information in either pane: 

• Within the search box, type a portion of the address and then click the 
magnifying glass. 

• Click the Show All button. 

7. To associate an address to an account, find the address within the Available 
Addresses pane and double-click the address. The address displays in the 
Addresses for Account pane.  

8. To associate additional addresses, repeat steps 6 and 7.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) to return to the Accounts list. 

Adding a Mailing Address 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the upper portion of the Addresses button. 
There are two ways to populate the list of Address for the Account: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

6. Once the list populates, highlight the address within the Addresses for Account 
pane. 

7. Within the Show ribbon group, click the lower portion of the Address button to 
access a drop-down menu. From the menu, click Make Mailing Address. 

8. Alternatively, right-click the address within the list to access a pop-up menu and from 
the menu select Select this address for mailing bills.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) to return to the Accounts list. 
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10. To ensure the address is now the mailing address, within the Show ribbon group 
click the Billing Account button. Within the Account pane, the mailing address now 
populates with your selection. 

Removing an Address from an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the upper portion of the Addresses button. 
There are two ways to populate the list of Address for the Account: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

6. Right-click the address to access a pop-up menu and select Remove from this 
account.  

7. The address redisplays in the Available Address pane.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) to return to the Accounts list. 

Official Account Calls 

If the account you are currently viewing is responsible for call charges, you can view a 
summary of account-applied charges.  

To view the calls associated to the account, within the Show ribbon group, click the Calls 
button. Depending on the amount of calls associated to the account, the list may not 
populate right away. To populate the list, complete one of the following: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

The window displays the following call information: 

• Call Type – call type name.  

• Total Calls – the total number of calls made. 
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• Total Cost – the total cost of calls. 

• Total Call Duration – the total duration of calls in minutes. 

At the bottom of the list, are call charge totals. To view the details for each call type, click 
the plus sign (+) next to the call type name, to return to the default view, click the minus 
sign (-) next to the call type name.  

You can export or print the call data by clicking on the Sharing tab at the top of the screen. 
There are 4 export formats: 

• PDF – you can export the total report (expanded bands only or primary band) to a 
PDF file. Once selected the PDF file generates to your screen, you can save the file 
to any location. 

• Excel – you can export the total report (expanded bands only or primary band) to an 
Excel spreadsheet. Once selected, Excel opens with your report, you can save the 
file to any location. 

• Print – you can send the entire report (expanded bands only or primary band) to a 
printer. Once selected the Print box displays allowing you to choose your printing 
options.  

• Text – you can export the total report (expanded bands only or primary bands) to a 
tab delimited text file. Once selected, the Select the location to save the Tab-
delimited Text File box opens. Browse to the location, type the file name within the 
text box and click the Save button.  

Official Account Authorization Codes 

You can associate authorization codes to each account number. Generally, subscribers 
use authorization codes to make calls that incur a charge. If the account number in not 
responsible for call charges, you cannot bill for those charges. Be sure the checkbox for 
Call Charges is marked on the Billing Account button.  

Since an Official Account is not associated with a subscriber, the authorization code has to 
belong to the organization.  

CAIRS can generate authorization codes automatically or you can manually enter in the 
codes. If you choose to have CAIRS generate the codes, you have to designate how many 
digits and the increment. To learn more about this see System Admin→ System Settings→ 
Auto Number Setup.  

Viewing an Accounts Authorization Codes 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 
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• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the upper portion of the Authorization Codes 
button. There are two ways to populate the list: 

• Within the search box, type the authorization code or portion of the code and 
then click the magnifying glass. 

• Click the Show All button. 

6. The window displays a list of the authorization codes associated to the account.  

Adding an Authorization Code from within an Account Number 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Click the lower portion of the Authorization Code button to access a drop-down 
menu. From the menu, select New Auto Auth Code. 

6. A new authorization code displays at the top of the list within the lower pane.  

! Once you create a new authorization code, you can go into Accounting -> Authorization 

Codes to populate the remaining information. Once saved, you can refresh the screen 
within the account to see the complete information.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

Deleting an Authorization Code from within an Account Number 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 



Accounting 

422 CAIRS User Guide 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the upper portion of the Authorization Codes 
button. If the list does not populate, there are two ways to populate the list: 

• Within the search box, type the authorization code or portion of the code and 
then click the magnifying glass. 

• Click the Show All button. 

6. The window displays a list of the authorization codes associated to the account. 
Within the list, right-click the selector box next to the authorization code and click 
Delete.  

Once selected, CAIRS draws a line through the item allowing you to delete multiple 
items at once.  

7. If you do not want to delete an item, right-click the record to access a pop-up menu 
and click Undelete. 

8. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions Ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) to return to the Accounts list. 

Charge Type Override 

When you click the Charge Type Override button, the screen changes to display two panes 
of information: Call Types and Equipment and Service Types. Within each account, you 
can indicate a specific call type(s), equipment type, or service type as reimbursable. The 
charge type override works in connection with the type of service, for each override you 
determine whether the charges related to the call type or equipment and service type are 
mission funded. You can create your Types of Service within Equipment and Services 
→Type of Service.  

Adding a Charge Type Override 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  
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5. Within the Show ribbon group, click the Charge Type Override button. 

6. The screen changes to display two panes of information: Call Types and Equipment 
and Service Types. 

Call Type Override 

7. Within the Call Type pane, click the row marked with an asterisk (*) to add a new 
record. Within the Call Type column, click the drop-down arrow to access a list of the 
call types within your database, from the list select the appropriate call type.  

8. In the Type of Service Name column, click the drop-down arrow to access a list. 
From the list, select the associated type of service.  

9. Before adding more information, it is a good idea to save your changes, within the 
Actions ribbon group, click the Save button.  

Equipment and Service Type Override 

10. Within the Equipment and Services pane, click the row marked with an asterisk (*) to 
add a new record. Within the Equipment Type column, click the drop-down arrow to 
access a list of the equipment and service types within your database, from the list 
select the appropriate type. 

11. In the Type of Service Name column, click the drop-down arrow to access a list, 
from the list select the associated type of service.  

12. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with reimbursable types, or click Save & Close (to save and exit) to return to the 
Official Accounts. 

Removing a Charge Type Override  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Charge Type Override button. 

6. The screen changes to display two panes of information: Call Types and Equipment 
and Service Types. 

7. Within the appropriate pane, right-click the selector box next to the type name. A 
small pop-up menu opens, within the box click Delete.  

8. Once selected, CAIRS draws a line through the item allowing you to delete multiple 
items at once.  
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9. If you do not want to delete an item, right-click the record to access a pop-up menu 
and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with account, or click Save & Close (to save and exit) to return to the Official 
Accounts. 

Settings 

Within the Settings button, you determine two things: what billing report files you want 
generated for the account and what call types you want to exclude from the printed bill. 
Excluding calls from the bill is helpful if you do not want to include zero cost calls.  

Account Billing Report Preferences 

There are two ways to set the preferences; you can set them either for each account 
number or for all of the official accounts. Within this option, you are setting the preferences 
for this account number. The selections here over-ride the setting you may have chosen for 
all of official accounts.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Settings button. There are two panes of 
information, within the top pane you determine the preferences, the lower is used for 
excluding call types from bills.  

6. The Billing Report Preferences pane displays the different formats and delivery 
options for your billings, as a default all fields are checked. This indicates the 
account summary or call data generates to the particular file type or location.  

The following options are available: 

• Account Summary XLS – the account summary for each account number 
generates to an Excel Spreadsheet 

• Call Detail XLS – the call data for each account generates to an Excel 
Spreadsheet 
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• Call Charges Tab Delimited – the call charges for each account generate to a 
tad delimited file 

• One Time Charges Tab Delimited – the one-time charges for each account 
generate to a tab delimited file 

• Recurring Charges Tab Delimited - the recurring charges for each account 
generate to a tab delimited file 

• Account Type – this default to Official  

• Mailed Report PDF to File – the mailed report is generated to a PDF file 

• Mailed Report PDF to Printer – the mailed report is sent directly to the printer 

• Report to XML - the call, recurring, and one-time charges are generated into an 
XML file.  

• Combined Detail XLS – this report provides a combined detail of all mission 
funded and non-mission funded charges relating to an account. 

7. If you want to remove the file type from being generated, click on the box to remove 
the checkmark.  

8. Within the Actions ribbon group, click on Save (to save and stay) to continue 
working with your preferences, or click Save & Close (to save and exit) to return to 
the Official Accounts list.  

Adding a Call Type to Exclude from Bill 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Settings button. 

6. Within the Call Types to Exclude from Printed PDF Bills pane, click the row 
marked with an asterisk (*). Within the Call Type column, click the drop-down arrow 
to access a list of the call types within your database, from the list select the 
appropriate call type.  

7. Within the Exclude From Bill column, click the box to insert a checkmark indicating 
that you want to exclude the call type from the printed bill.  

8. You can continue adding call types by clicking on the row marked with an asterisk 
(*).  
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9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with settings, or click Save & Close (to save and exit) to return to the Official 
Accounts.  

Deleting a Call Type from being Excluded  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Settings button. 

6. Wiithin the Call Types to Exclude from Printed PDF Bills pane, right-click the 
selector box next to the type name. A small pop-up menu opens. Click Delete.  

Once selected, CAIRS draws a line through the item allowing you to delete multiple 
items at once.  

7. If you do not want to delete an item, right-click the record and click Undelete. 

8. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with settings, or click Save & Close (to save and exit) to return to the Official 
Accounts.  

Viewing Official Accounts 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Official Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. Use 
the Views pane to sort the Accounts list based on a common category or 
characteristic. The following views are available: 

• Simple List (default view) 

• Detailed List 
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• Accounts by Directory Number 

• Authorization Codes 

• Account Status 

• Accounts by Bill Delivery Dates 

• Accounts by Building 

• Account Notes 

• Custom View - this selection allows you to create a custom view by dragging 
and dropping column headers to create a line display.  

5. To select a different view, click the option button next to the selection. There are two 
ways to populate the list: 

• Within the search box, type any portion of a record and then click the magnifying 
glass. 

• Click the Show All button. 

6. If available, click the plus sign (+) next to the group to view the individual records.  

7. Double-click the record to view the Account window.  

 

Account Management 
Within the Management ribbon group, you can view an account’s status over its entire 
history. This is the area to see if the account is active, closed, suspended, etc. You can 
change the account status but be aware this ribbon group overrides all other account 
statuses. For example, if you close the account here, the billing on this account stops.  

Manage Status Change Types 

This option allows you to populate the Status Change Types drop-down list. These change 
types explain why the account status is changing. Possible change types are non-payment, 
customer request, etc.  

Adding a Status Type 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 
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4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Management ribbon group, click the lower portion of the Account Status 
button to access a drop-down menu. From the menu, select Manage Status Types. 

The Account Status Change Types window opens.  

6. Click the field marked with an asterisk (*) to add new records. Once you start typing, 
a new row displays above allowing you to add multiple items.  

7. Type the Change Type that explains why the account status is changing, for 
example, non-payment, customer request, rotation date, etc. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with accounts, or click Save & Close (to save and exit) to return to the Official 
Accounts list. 

Deleting a Status Type 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Management ribbon group, click the lower portion of the Account Status 
button to access a drop-down menu. From the menu, select Manage Status Types. 

6. The Account Status Change Types window opens. There are two ways to delete a 
type: 

• Right-click the type to access a pop-up menu and select Delete. 

• Highlight the row by clicking the name and within the Actions ribbon group click 
the Delete button. 

7. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

Account Status 

Within this option, you can change the account status. This allows you to suspend or close 
an account for different reasons. You can also reopen or make the account active again. 
Keep in mind, that when you change the account status to suspended or closed all billing 
stops for that account.  
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There are a few important notes about Account Status.  For Account Status to work 
properly you must have turned on the ‘Update Account Status’ CES process and have it 
running at regular and frequent intervals.  If CES does not run then the account status will 
not change.  There are two dates relating to each status, the Requested and the Date 
Applied.  The Requested Date is the date the user requested the CES process to run.  The 
Date Applied is when the account status change took effect.   

Account Status cannot be set to a date that already passed.  Since the status update is 
directly related to a CES process if you put the effective date in the past it will update the 
status to the date and time the CES process was run.  It can be set to a date in the future, 
once CES runs the process the account status changed and the action is initiated.   

 

Viewing Account Status 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

There are two ways to view the account status. First, the solid line directly beneath 
the ribbon displays the current status.  

5. Alternatively, click the upper portion of the Account Status button within the 
Management ribbon group.  

The screen displays a complete account status history. Pay close attention to the 
Status and Date Requested columns, the most recent status appears at the top of 
the list.  

There are four account statuses: 

• Active 

• Suspended 

• Closed 

• Reopened 

There are six additional columns of information: User Name, First Name, Last Name, 
Time Requested, Account Status Change Type, and Date Applied.  

Changing Account Status 

1. Click the Accounting menu. 
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2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Management ribbon group, click the lower portion of the Account Status 
button to access a drop-down menu. From the menu, select Change Account 
Status. 

6. The New Account Status Change window opens. Complete the following fields 
(required fields are marked with an asterisk (*)): 

• Status – click the field to access a drop-down list and from the list select one of 
the following: 

• Active 

• Suspended 

• Closed 

• Reopened 

• Date Requested – the field defaults to today’s date. To change the date click the 
field to access a drop-down arrow, once clicked a calendar displays, from the 
calendar select the effective date. To change the month and year click the right 
or left arrow, and once at the appropriate month and year, click the number to 
select the date. The date populates in the box. 

Keep in mind, this is a CES process so the date and time requested is when you have 
initiated the process to run.  Once the process runs, the Date Applied will populate with 
actual date and time the account status was changed.   

• Status Change Type – click the field to access a drop-down list and from the list 
select the change type. 

7. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit) to return to the Accounts list. 

When you change the status of an account the yellow line directly below the ribbon 
displays the new account status.  

Billing Tools 
Within the Billing Tools ribbon group, you generate bills for the account you are currently 
viewing. You can adjust the bill without generating a new bill by either crediting or debiting 
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the account. Once you generate the bill and send it out to the customer, you can apply 
payments made. Payment made to an account will not show on the account until you 
generate a bill for the next bill cycle.  

Finally, you can rollback a bill cycle. When you perform a rollback, you are deleting the 
previous bill for the cycle and generating a new bill in its place. Make sure you really want 
to do this because there is no undo function.  

Adjustments 

You handle refunds and adjustments the same way within CAIRS. You can enter a credit 
(refund) to the account allowing the positive balance to apply to the next generated bill. 
Alternatively, you debit (adjust) the account to apply a balance to the next generated bill.  

Applying a Credit or Debit 

 Remember that when applying a refund to an account, the credit amount does not apply 
until you generate the next bill cycle.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens, and defaults to show the 
Billing Account information. 

5. Within the Billing Tools ribbon group, click the Refunds and Adjustments button. 
Within the solid blue line below the ribbon, click the circle next to either: 

• Credit (Refund) – apply funds to an account. 

• Debit (Adjustment) – add charges to the balance statement. 

6. Within the top pane, complete the following information (required fields are marked 
with an asterisk (*)): 

• Adjustment Amount* – type the adjustment amount. When you enter in the 
amount, type the total amount with a decimal point. If you fail to enter in the 
decimal point CAIRS adds one in the appropriate location, for example if you 
type $100, CAIRS converts that to $1.00 instead of $100.00. 

• Adjustment Date* – this field auto-populates with the current date. To change 
the date, click the field to access a drop-down calendar. To change the month 
and year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box. 
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• Type of Service Name – click the drop-down arrow to access a list and from the 
list select the Type of Service 

• Site – click the drop-down arrow to access a list and from the list, select the site. 
The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Organization Name – click the drop-down arrow to access a list from the list, 
select the name of the organization. The organization drop-down list displays the 
bottom-most organization first. After the ~~the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field.  

• Note – type any necessary information for why you are applying an adjustment. 

7. Directly below the top pane, on the right-hand side of the screen, click the Apply 
Adjustment button.  

8. The information moves from the top pane to the Pending Adjustments pane.  

9. When you generate the next bill, the refund or adjustment applies to the account.  

Viewing Adjustment History 

In order for a credit or debit to apply to an account, you must generate the bill for the next 
bill cycle. After generating the bill, there are two ways to view the applied adjustments. 

First, within the Billing Tools ribbon group, click the Refunds and Adjustments button. 
Any adjustments made to the account displays in the Adjustment History pane. CAIRS 
designates a credit with the amount encased in parenthesis while a debit does not have 
parenthesis.  

Second, on the Billing Account screen (Show ribbon group →Billing Account button), 
select a bill period from the drop-down box in the middle of the screen. The bill summary 
displays on the lower portion of the screen. Click the Adjustments tab to view the credits 
and debits applied to the account.  

Creating a Bill 

After you apply any adjustments to an account the customer may want a revised bill. The 
Create Bill button allows you to generate a new bill for only the account you are viewing. 
You may have to perform a rollback on the account number before you can generate a new 
bill, CAIRS does not allow you to generate multiple bills for a single billing cycle. To learn 
how to perform a rollback see: Billing Tools →Rollback a Bill → Performing a Rollback.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 



Accounting 

CAIRS User Guide 433 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account, The Accounts window opens.  

5. Within the Billing Tools ribbon group, click the Create Bill button. 

! If a bill has already been generated for this account number in the current billing cycle, 

you need to perform a rollback. A rollback allows you to remove the previous bill for just this 
account.  

6. The Create Bill pop-up opens. Complete the following bill fields (required fields are 
marked with an asterisk (*)): 

! Some of the following fields auto-populate with information you have previously 

designated. When you enabled and created a billing cycle, you determined the information 
that displays in these fields.  

• Bill From Date* – this field populates with the last date of the previous bill 
period. To change the date, click the field to access a drop-down calendar. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Bill To Date* – this field populates with the current date. To change the date, 
click the field to access a drop-down calendar. To change the month and year, 
click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Fiscal Year* – this field populates with the current fiscal year. To change the 
information, click the field and type the correct fiscal year. 

• Due Date* – this field auto-populates with the bill due date. To change the date, 
click the field to access a drop-down calendar. To change the month and year 
click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Date Mailed –you can type the date you mailed the bill or you can click the drop-
down arrow to access a calendar. From the calendar select the date that you 
mailed the bill. 

• Date Emailed –you can type the date you emailed the bill or you can click the 
drop-down arrow to access a calendar. From the calendar select the date you 
emailed the bill. 

• Last Delivery Attempt Date – this field displays the date that CES last 
attempted to deliver a bill by either method. 

• Date Copied – this field indicates the date the bill was copied  
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• Previous Statement Balance - displays the balance of the previous statement 
for the account number 

7. Once you have completed the information within the pop-up, click the Run Bill 
button to produce the bill for this account. 

Viewing the Bill You Created for an Account Number 

When you create a bill, the bill information automatically displays in the Account Balance 
Summary pane within the Billing Account screen. To view the detailed bill, complete the 
following steps: 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens, and defaults to show the 
Billing Account information. 

5. Within the Bill Summary pane, click the Select billing period drop-down box (in 
the upper right-hand corner of the pane). From the list, select the billing period to 
view.  

6. The Bill Summary pane displays the following information: 

• Charge Category 

• One Time Charges 

• Recurring Charges 

• Call Charges 

• Current Charges 

• Funding and Adjustments 

• Previous Balance  

• Current Balance 

7. Within the lower portion of the screen, several information tabs display various 
portions of the bill. You can view the following information by clicking the appropriate 
tab: 

• Balance Summary – displays the bills generated on the account and the total 
charges, payments and adjustments made on the account. Any amounts seen 
within parentheses are credits to the account. 
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• Number/Circuit Summary – if multiple set devices and/or circuits are associated 
to the account, this tab displays the device name, total one-time charges, total 
recurring charges, and total call charges. To view the full details, click the plus 
sign (+) next to the number or circuit name. 

• One-Time Charges – displays only the one-time charges associated to the 
account. Within the column on the left-hand side of the screen are the view 
selections. To change the view, click the option button next to the name. Each of 
the views changes how the information is organized or grouped together.  

• Recurring Charges – displays only the recurring charges associated to the 
account. Within the column on the left-hand side of the screen are the view 
selections. To change the view, click the option button next to the name. Each of 
the views changes how the information is organized or grouped together.  

• Calls – displays a list of the call data associated to the account. Within the 
column on the left-hand side of the screen are the view selections. To change the 
view, click the option button next to the name. Each of the views changes how 
the information is organized or grouped together.  

• Funding/Payments – displays a list of funding/payments credited to the account. 

• Adjustments – displays a list of adjustments made on the account. 

Rollback a Bill 

The purpose of rolling back a bill is to delete the previous bill and create a new one. Be 
aware that there is not a backup of the previous bill. When you roll back a bill, you are 
removing the charges from the bill and placing them back into the system. This allows you 
to modify the bill before sending a final bill to your customers or the Subscriber Portal.  

You can perform a rollback on a single account or on the entire bill. See the section on 
Generating an Entire Bill which covers how to perform a rollback on the entire bill.  

Performing a Rollback 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens, and defaults showing the 
Billing Account information. 
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5. To verify you are on the most recent bill cycle, click the drop-down arrow in the 
Select billing period box. CAIRS performs a rollback from the top of the list to the 
bottom.  

6. Within the Billing Tools ribbon group, click the Rollback Last Bill button.  

7. A message box displays verifying that you really want to perform the rollback. 
Remember a rollback deletes the last bill.  

8. Click Yes to continue with the rollback or No to cancel the operation. 

9. The bill cycle no longer displays in the list, allowing you to generate a new bill for this 
account number. 

Funding 

Organizations can make payments that apply to their statement balance. Before you can 
accept payments, you must determine the types, methods and locations you allow within 
your CAIRS.  

A Type is considered what type of payment you are accepting, for example, a standard 
payment, late payment, etc.  

A Method is considered what form of payment you are accepting, for example, cash, check, 
credit card, etc.  

A Location is considered where your customer is making the payment, for example, in 
office, cash box, mail, etc.  

Manage Payment and Funding Types 

1. Click on the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. There are three ways to Manage Payment and Funding Types 

• Within the tool bar directly above the Navigation pane, click the Payment and 
Funding Types button 

• Within the Actions pane, click the Payment and Funding Types link. 

• Within the Account list, double click on the account number, The Account 
window opens. Within the Billing Tools ribbon group, click the lower portion of 
the Funding button to access a dropdown menu. From the menu, select Manage 
Funding Types. 

4. With either option, the Payment and Funding Types popup opens. Click the line 
marked within an asterisk. Once you start typing, a new row appears allowing you to 
add multiple items. 

5. Within the field, type-in the type explaining the payment types you are applying to 
the account. For example, a type can be a standard payment, discrepancy, bad 
check, etc.  
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6. Within the Actions ribbon group, click the Save (to save and stay) button or click on 
the Save & Close (to save and exit) button.  

Manage Payment and Funding Methods 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. There are three ways to Manage Payment and Funding Methods: 

• Within the tool bar directly the Navigation pane, click on the Payment and 
Funding Methods button. 

• Within the Actions pane, click the Payment and Funding Methods link. 

• Within the Account list, double click on the account number, The Account window 
opens, within the Billing Tools ribbon group, and click the lower portion of the 
Funding button to access a dropdown menu. From the menu, select Payment 
and Funding Methods. 

4. With either option, the Payment and Funding Methods popup opens. Click the line 
marked within an asterisk. Once you start typing, a new row appears allowing you to 
add multiple items. 

5. Within the field, type-in the method that explains what form of payment you accept. 
For example, cash, check, credit, debit, etc. 

6. Within the Actions ribbon group, click on the Save (to save and stay) button or click 
on the Save & Close (to save and exit) button.  

Manage Payment and Funding Locations 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. There are three ways to Manage Payment and Funding Locations: 

• Within the tool bar directly the Navigation pane, click on the Payment and 
Funding Locations button. 

• Within the Actions pane, click the Payment and Funding Locations link. 

• Within the Account list, double click on the account number, The Account window 
opens, within the Billing Tools ribbon group, and click the lower portion of the 
Funding button to access a dropdown menu. From the menu, select Payment 
and Funding Locations. 

4. With either option, the Payment and Funding Locations popup opens. Click the line 
marked within an asterisk. Once you start typing, a new row appears allowing you to 
add multiple items. 

5. Within the field, type-in the locations. For example, drop box, mail, OTC, etc. 

6. Within the Actions ribbon group, click on the Save (to save and stay) button or click 
on the Save & Close (to save and exit) button.  



Accounting 

438 CAIRS User Guide 

Deleting a Type, Method or Location 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. There are three ways to delete a type, method or location: 

• Within the tool bar directly the Navigation pane, click the appropriate button. 

• Within the Actions pane, click the appropriate link . 

• Within the Account list, double click on the account number, The Account window 
opens, within the Billing Tools ribbon group, and click the lower portion of the 
Funding button to access a dropdown menu. From the menu, make the 
appropriate selection. 

4. With either option, the window opens.  

5. Right click the selector box next to the name, a small popup box opens and within 
the box click Delete. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the item. Click Yes within the box to continue or No to cancel the operation. 

7. Once selected, CAIRS draws a line through the name; allowing you to delete 
multiple items at once.  

8. If you do not want to delete the item, right-click the record to access a popup menu 
and from the popup, click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save & Close. 

Making a Payment 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Funding button. 

6. The screen changes allowing you to enter in a payment to apply to the account. 
Within the top pane, complete the following information (required fields are marked 
with an asterisk(*): 
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• Payment or Funding Type – click the dropdown arrow to access a list and from 
the list, select the payment type. 

• Payment or Funding Method – click the dropdown arrow to access a list and 
from the list, select the payment method. 

• Payment or Funding Location – click on the dropdown arrow to access a list 
and from the list, select the location where the payment was made. 

• Receipt Number* – this field auto-populates with an invoice number. To change 
the number, click the field and type-in the new invoice number. 

• Received Date* –this field auto-populates with the current date. To change the 
date, click the field to access a dropdown calendar. To change the month and 
year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box.      

• Amount Due – this field auto-populates with the current account balance. 

! The next four fields work together allowing you to keep an accurate account of the funds 

submitted into your system. If the amount submitted is greater than the amount due, CAIRS 
makes the appropriate calculations and displays the amounts in the appropriate fields. For 
example: 

 Amount Due – 35.65 

 Amount Submitted - $40.00 

 Change Given - $4.35 

 Net Payment - $35.65  

 Account Balance - $0.00 (Shown at the bottom of the pane in the solid blue line) 

CAIRS does not allow you to give change if the total submitted is more than the net 
payment. CAIRS does not provide the change given amount in the field, if the customer is 
submitting more than the amount due, a credit appears in the Account Balance. If the 
customer does not want a credit, type the amount in the Change Given field, once entered 
the Account Balance will be $0.00.  

• Amount Submitted – type-in the total amount submitted. When entering in the 
amount received, type-in the total amount with a decimal point. If you fail to enter 
in the decimal point, CAIRS adds one in the appropriate location. For example, if 
you type-in $100, CAIRS converts it to $1.00 instead of $100.00. 
 

! The Amount Submitted field can go to four digits after the decimal point. This allows sites 

properly bill when using foreign currency. However, when you type in the amount you must 
enter the decimal point and then the four digits, if you do not CAIRS will automatically 
change it to the standard format of $00.00. 
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• Change Given – this field auto-populates with the correct change to give to the 
person when they have submitted more that the balance statement. For example, 
if the statement balance is $35.50 and the submitted amount is $36.00, this field 
displays -$0.50 allowing you to keep an accurate accounting of the funds 
entering your system.  

• Net Payment – if the amount submitted is the same as the amount due, this field 
populates with the same amount.  

! CAIRS has a built-in calculator. In the lower left-hand corner of the top pane, click the 

Calculator button. The standard Windows calculator displays.  

• Check Number – if the customer submitted a check for payment, type-in the 
check number. 

• Check Status – click on the dropdown arrow to access a list, from the list select 
the check status. You have three options:  Good, Bad, or Resolved. 

• Fiscal Year – type-in the current fiscal year, or the fiscal year the payment 
should apply to. 

• Note – type-in any additional payment notes. 

7. Once you have completed the fields, click the Apply Payment button in the lower 
right-hand corner of the pane.  

! Payments made on the last day within the billing cycle are included within that billing 

cycle.  

8. Once applied, the payment information displays in the Payment History pane in the 
lower portion of the screen.  

9. The status of the payment is Pending. A payment is not applied to a balance until 
you generate the next bill cycle.  

Viewing Funding History 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Funding button. 
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6. Within the Funding History pane in the lower portion of the screen, you can view 
the payment applied and pending on the account.  

7. If the list does fully populate with all payments processed, search for a specific 
payment by typing in any portion of any field or by clicking the Show All button.  

Editing a Payment 

You can edit a payment that is pending to an account. However, once the status of the 
payment changes from pending the payment is no longer editable 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Funding button. 

6. Within the Funding History pane in the lower portion of the screen, a list of the 
payments made to the account appears.  

7. Next to the status, click the record selector box to access a popup menu, from the 
menu select Edit. The complete payment details appear in the upper pane.  

8. Make the necessary changes and click the Update Funding button in the lower right 
hand corner of the pane.  

9. The status of the payment is Pending. A payment is not applied to a balance until 
you generate the next bill cycle.  

Deleting a Payment 

You can delete a payment that is pending to an account. However, once the status of the 
payment changes from pending the payment is no longer editable.  

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 
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4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Funding button. 

6. Within the Funding History pane in the lower portion of the screen a list of the 
payments made to the account appears.  

7. Next to the status, click on the record selector box to access a popup menu, from 
the menu select Delete. 

8. Once you click Delete, a message box appears verifying that you really want to 
delete the payment. Click Yes within the box to continue or No to cancel the 
operation. 

9. The payment is removed from the Payment History pane, the total amount due 
return to the amount before the payment was applied. 

Running a Bill - Official  
Within Billing Cycle History, you can view the bills have are completed or are in the process 
of completion for all cycles. You can also generate or schedule a bill for a cycle.  

! You cannot generate a bill on a cycle if there is already one in place. If this is the case, 

you must Rollback the current bill to generate another. See Billing History – Official → 
Rolling Back a Billing Cycle.   

Viewing Bill Cycle History 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. Click Run 
Bill Requests – Official. 

A list of the bills you have asked CES to run populates within the pane on the right-
hand side of the screen.  

4. To view the complete information, double-click any row. 

The General – Billing Cycle History window opens. The top pane displays the same 
information as listed above while the lower pane breaks the bill down based on 
account.  

5. To view the complete account information, double-click the row. The General 
Account’s window opens. To return to the General – Billing Cycle History window, 
click the X in the upper right-hand corner of the account. 
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Run Bill - Official 

Before you can run a bill, you must set-up your Billing Cycle; this determines the dates of 
the billing period, run month, run date and due day of the bill. Each bill run is determined by 
the billing cycle.  

! Within the Billing Cycle Plan, there is a Run Month and Run Day. These determine when 

CAIRS is allowed to generate the bill. For example, if you have the following scenario: 

Bill Start Date – January 1     Bill End Date – January 31 

Run Month – February      Run Day – 6 

All charges between the 1st and 31st of January are included in the bill. 

The bill cannot be generated before February and not before the 6th. This allows you to 
review and correct any issues with accounts, if necessary. 

If you put a request to generate the bill before February 6th, the bill will not generate until 
the 6th. You will see the request as Not Yet Started, on the 6th you will see a In process 
status.   

If you put click on the Run Bill link on the 7th, the bill runs right away, there is no wait time.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. Click 
Run Bill Requests – Official.  

4. Before the list of bills generated or are in the process of being generated are 
populated in the pane to the right you must click the Show All button. The most 
recent bills appear at the top of the list. 

! Before you run a bill, it is a good idea to make sure that no other bills relate to the billing 

period. Pay close attention to the Status column, this column displays whether the bill is 
completed, in process, or not yet started.  

5. Within the Actions pane, click the Run Bill – Official link 

6. Once you click the link, the following message box appears: 
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As stated in the message, the bill runs based on the billing cycle’s run month and 
run day. You have the option of viewing the cycle plan by clicking the View Cycle 
Plan button.   

7. Click on Yes to continue the run bill process, this process may take several hours to 
complete.  

8. A status box appears with the following information: 

• Bill Status 

• Processing # of # 

• Accounts Billed 

• Account Failed 

• Account Current 

• Accounts Unassigned 

• Accounts Closed and Suspended 

9. The status box stays open until the bill is completed. To view the complete details of 
the bill, click the View Details button. This General – Billing Cycle window opens. 
This window displays three panes of information: 

• General Information – this pane displays the status of the bill, including start time, 
total accounts processed, total bills succeeded, total bills failed, to name a few 
fields. 

• Bills Generated – once CAIRS generates a bill for an account, the account 
number lists within this pane. The pane displays such information as total 
payments, total charges, etc.  

• Failed Bills – if CAIRS is unable to generate a bill for an account, the account 
number displays within this pane. Any additional information that CAIRS can 
provide also displays.  

10. To make sure you are viewing the most current information, click the Refresh button 
within the Actions ribbon group. 

Schedule Bill - Official 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. Click 
Run Bill Requests – Official.  

4. Before the list of bills generated or are in the process of being generated are 
populated in the pane to the right you must click the Show All button. The most 
recent bills appear at the top of the list. 
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! Before you schedule a bill, it is a good idea to make sure that no other bills relate to the 

billing period. Pay close attention to the Status column, this column displays whether the 
bill is completed, in process, or not yet started.  

5. Within the Actions pane, click the Schedule Bill – Official link 

Once clicked the following popup becomes available: 

 

6. To schedule the bill for a future date, click on the dropdown arrow to access a 
calendar. There are two ways to change the date: 

• Click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. 

• Click the month name, a list of the months opens, from the list select the 
appropriate month. To change the year: click the year to access a set of up and 
down arrow, use the arrows to select the appropriate year. Once at the 
appropriate month and year, click the date.  

Within either selection, the date appears in the box.  

7. Once you have the appropriate date, click the Schedule button.  

8. Alternately, click the Cancel button to not schedule the bill and return to the 
Accounting menu.  

Exporting your Bill 

In the toolbar at the very top of the Accounts window is a little button that allows you to 
export your report into a pdf. When you click on the button a popup opens that allows you 
to choose your Export Options.  The following three options are available: 

• Export report for selected bill – when you select this option, the Select Report Template 
popup opens, this allows you to select which report template you want to use when 
exporting the bill.  To select a report template, highlight the template name within the list 
and click on the Generate Report button.   

• Export mailed report for selected bill – this selection exports the bill onto the mailed 
billed, this is a standard template that is built into the software.  You have the option to 
add items to the template within System Admin → Billing Setups → Billing Report Setup 
→ Mailed Bill Elements.   

• Export account information – this selection exports the account information, including 
number/circuit information, call summary, payments, etc. for the billing cycle selected.   
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In addition to the pdf, you can export the account information into an excel spreadsheet or 
text document.   

Deleting your Billing Cycle History 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. Click 
Run Bill Requests – Official. 

A list of the bills you have asked CES to run populates within the pane on the right-
hand side of the screen.  

4. Within the list, highlight the cycle that you want to delete. 

5. Within the Actions pane, click the Delete Billing Cycle History link 

6. A message box opens asking if you really want to delete the history, within the box 
click Yes to continue or No to cancel the operation. 

Once you click Yes, the cycle history is removed from your database. 

Bill Delivery Manager 
The Bill Delivery Manager allows you to see all the bills you have generated and their 
associated status.  There are two panes of information: Billing Periods and Billing Period 
Details.  The window defaults to the most current Billing Period and will show the bills that 
are ready to print.  The Billing Periods pane displays a list of the billing periods as 
determined by your billing cycle and the bills that have been generated for that period.  This 
will include both official and unofficial bills so there may be more than one entry for a 
specific billing period.   

The Billing Period Details displays a list of the account numbers billed for the Billing Period 
you have highlighted.  The pane also includes the folder name and location of where you 
can find the completed bill on the server.   

Within the Show ribbon group, there are two additional views for your bills.  The Show 
Printed Bills displays a list of the bills that have already been printed. When you highlight a 
billing period the right-hand pane changes to display a list of the account numbers that 
have printed a bill. 

The last view, is Show Bills Not Delivered, this view displays the accounts that the bill was 
not able to be delivered.  When you highlight a billing period the right-hand pane changes 
to display a list of the account numbers that were unable to have a bill delivered.  If all your 
bills are not being delivered, make sure that you have all the folders and path names 
correct in your billing settings.   
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Selected Bill Actions 

There are several actions you can perform on the bills generated for a particular billing 
period.  When you highlight a Billing Period the accounts that have bills generated appear 
in the right hand pane.  You can perform the following actions on the bills that have been 
generated for the selected Billing Period: 

• Print Bills with Default Printer – select to print the bills for the billing period to the default 
printer 

• Set Bills as Printed – when you click this button, it changes all the bills generated for the 
billing period to printed.  They are now viewable in the Show Printed Bills button. 

• Set Bills as Delivered and Printed – when click this button, it changes all the bills 
generated for the billing period as print and delivered.  Delivered means that the bills 
were delivered to the portal for viewing or delivered to the email associated to the 
account.  Delivery preference is based on each account.   

• Set Bills as Not Printed – when clicked this button, it changes all the bills generated for 
the billing period as not printed. This allows you to be able to re-print the bills if 
necessary.   

• Set Bills as Not Delivered or Printed – when clicked this changed all the bills generate 
for the billing period as not printed or delivered.  This allows you to be able to re-print or 
re-deliver the bills if necessary.   

Settings 

There are a few settings that will allows you to further deal with your bills that have been 
generated.   

• Change Account Category – it is possible for CAIRS to delivery only the bills that have a 
specific category associated.  To use this feature, you must first create your different 
account categories and then assign a category to every account in your database.  
When you select the category here, only the accounts with this category will get a bill.  If 
left blank, all accounts will get a bill delivered.   

• Set Path to Bill Files – this setting works in connection with CES, this path should be the 
root path of where the bill files are delivered.  It should be the same location as that 
CES generates the bill files.   

• Set Path to PDF Reader – the process requires Adobe Reader to be able to print the 
mailed bill files.  This is the path of where CAIRS can find the reader (i.e.: C:\Program 
Files (x86)\Adobe\AcroRd32), so it can run a command to open and print the bill files.  
In order for the Print Bills Process to run, an Adobe Reader must be installed.   

Billing History – Official  

Viewing your Billing History 

1. Click the Accounting menu. 
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2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. Click 
Billing History – Official. 

A list of the bills produced displays within the right-hand pane.  

4. Each row gives a summary of the Billing information. The following read-only 
information is displayed: 

• Bill From and Bill To dates 

• Total Bills Sent 

• Total Bills Certified 

• Total Charges 

• Total Payments 

• Total One-time, Recurring and Call Charges 

• Total Adjustments 

• Account Type 

5. To view the account number breakdown of the above information, click the plus 
sign (+) next to the Bill From Date. 

6. Within the Views pane, there are several alternate view selections. Each selection 
organizes or groups the bills differently, to change the view click the option button 
next to the selection.  

7. The list displays additional information pertaining to each account number. To view 
the complete account information, double-click the row. The General Accounts 
window opens. 

8. If you make changes to the account number, click the Save & Close button within 
the Actions ribbon group to return to the Billing History – Official list.  

! At this point, if you make any changes to the charges on the account, the Billing History 

will not reflect the new charges. You need to either rollback the current bill or produce a 
new bill for the individual account number.  

Rolling Back a Billing Cycle 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. Click 
Billing History – Official. 

A list of the bills you have asked CES to run populates within the pane on the right-
hand side of the screen.  

4. Within the Tools ribbon group, click Rollback Billing Cycle. 
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! Be aware that there is not a backup of the previous bill. When you roll back a bill, you are 

removing the charges from the bill and placing them back into the system. 

5. When asked if you really want to roll back the billing cycle, click Yes to continue or 
No to cancel the operation. 

6. The status changes to Rolled Back After Completed. 

At this point, there is no bill for the cycle; you must run another bill for the cycle.  

Exporting Your Billing History 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. Click 
Billing History – Official. A list of the bills produced populates within the right-hand 
pane. 

4. Within the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are seven options to choose from: 

• Excel (All Levels) – exports all call records to an Excel spreadsheet. If you have 
several account numbers in your database, this procedure can take some time. 

• Excel (Top Level Only) – exports only the top level of information.  

• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line.  

• Excel (Multiple Files) – exports each bill into a separate file.  

• PDF (All Levels) – exports all call records to a PDF file. If you have several 
account numbers in your database, this procedure can take some time. 

• PDF (Top Level Only) – exports only the top level of information.  

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab-Delimited Text (Top Level Only) – exports the top level of information into 
a tab-delimited text file.  

The file opens onto you screen allowing you to save or modify the file in the 
appropriate program.  

Accounting Entries 
Within Accounting Entries, you can view a list of the components associated to each 
account and the related charge types. When you access the menu option, you can click on 
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the Show All button in the upper right hand portion of the window or you can perform a 
search for a specific component or account. When the list opens the following information 
displays: 

• Item Number or Name 

• Item Type 

• Item Delete Date 

• Account Number 

• Site 

• Organization Name and Path 

• Billing Start and End Date 

• Charge Type 

The component may appear in the list more than once depending on how many accounts 
are related to the different charge types.  

By double-clicking on any record you open the Assigned Accounts and Equipment window, 
to learn more about associating information please see the Official Account Configuration 
→ Account Entries section.  

 

 

 

 

 

 

 

Customer Codes 
Customer Codes allow you to change the accounting information related to numerous 
devices at one time.  When devices are associated to the customer code any changes 
made to the customer code will reflect on the devices.  To get started using customer 
codes you will need to create the code and then associate the various devices.   

Adding a customer Code 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus if they 
are not already visible. Click on Customer Codes 
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4. There are two ways to add a Customer Code 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Customer Code. 

• Within the Actions pane, click the Add New Billing Customer Code link. 

5. With either option the General – Customer Code window opens.  

6. Within the Customer Code Details pane, complete the following fields (required 
fields are marked with an asterisk *): 

• Customer Code * - type in the alpha-numeric customer code (this can up to 99 
characters) 

• Customer Name – type in the customer name 

• Primary Contact Number – type in the contact number  

• Email Address – type in the email address of your customer 

• Site – click on the dropdown arrow to access a list of the site, from the list select 
the site to associate to the code 

7. Before continuing it is a good idea to save your progress, within the Actions ribbon 
group, click on the Save (to save and stay) button or click on the Save & Close (to 
save and exit) button.  

Related Accounts 

8. Before you start to assign items, you should associated the proper account 
information.  Within the Related Accounts pane complete the following fields (require 
fields are marked with an asterisk (*)): 

• Charge Type* – click the drop-down arrow to access a list, then select one of the 
following choices: 

• All Charges – bills the account for all charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Call Charges – bills the account for charges related to call 

• Site* – click on the drop-down arrow to access a list, and from the list selected 
the appropriate site name.  

• Subscriber Name – click on the drop-down arrow to access a list, and from the 
list select the appropriate subscriber  

• Account Number* – click the drop-down arrow to access a list of the account 
numbers and their associated organizations.  If an account number is associated 
to multiple organizations, the account number appears in the list multiple times, 
for example if account number 2424 is associated to three different 
organizations, there are three appearances of the account number within the 
drop-down. Each account number references the different organization name.   
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From the list, select the account number and organization responsible for the 
charges.   

• Organization – if you have selected an account number associated to an 
organization, that organization name populates within the field. You can 
associate an organization to the customer code although it will not appear 
anywhere else in cairs but here.   

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the drop-down arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the drop-down arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

9. You can add up to 3 accounts number for each customer code.  Each time a change 
is made to the account information the changes are reflected on the Associated 
Items.   

Related Items 

10. In the lower portion of the window are two panes, the Related Numbers and 
Unassigned Numbers.  The Related Numbers pane display a list of the items that 
are already associated to this code.  The Unassigned Numbers displays a list of the 
numbers that are not associated to any code. 

An item can only be associated to one code at a time.  When an item is associated to the 
code it will no longer appear in the Unassigned Numbers pane.   

11. To associate an item, find the item name or number within the Unassigned Numbers 
pane and double click on the row.  This moves your selection from the unassigned 
pane to the Related Numbers pane.   

12. There is a search option available, within the Search textbox type in any portion of 
the item you are looking for and click on the magnifying glass.  You can click on the 
double down arrows for additional search fields. 

13. You can continue to double click on items to associate them to the code.  Once you 
are done, don’t forget to save! Within the Actions ribbon group, click on the Save 
and Close button.   
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14. After you save you will notice that cairs runs a process to Sync the accounting 
information.  You will see a status box in the lower right hand corner of your primary 
monitor.  Once the sync is complete all the associated items will reflect the proper 
account information.   

Unassigned Numbers Search 

There are a few options available to limit the amount of items within the Unassigned 
Numbers pane.   These options add items into the pane making it a little more difficult to 
find your selection.  The pane defaults to include only telephone numbers that are active 
within your database.  These two available options add items into the pane: 

• Show All Item Types – when checked this includes all active items within your 
database, this means that circuits, segments, general tasks and numbers appear within 
the pane 

• Include Delete Items – when checked this includes not only your active items but also 
your deleted items within the pane. 

Sync Accounting Entries 

Once you associate all your items and save cairs will automatically sync all the associated 
items with the correct account information.  However, you can perform a manual sync by 
clicking the ‘Sync Accounting Entries’ button within the Account Management ribbon group.  
The following box opens in the lower right hand corner of your screen: 

 

Once the sync is completed the box will close.  This process runs in the background so you 
can continue to work in any menu options in cairs. 

Removing Related Items 

You can remove any of the related numbers from the Related Number pane by right 
clicking on the number within the pane and selecting ‘Delete’ from the menu popup.  A solid 
white line is place over the item name to allow you to delete multiple items at once.  Click 
on the Save button within the Actions ribbon group to remove the item and return it to the 
Unassigned Numbers pane.   

Deleting a Customer Code 

1. Click the Accounting menu. 
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2. Within the Navigation pane, click Accounts, then Official Accounts. 

3. Click the plus sign (+) next to Official Accounts to access the submenus. 

4. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, organization name, site name, etc. and then click the magnifying glass. 

• Click the Show All button. 

5. The Customer Code list opens, within the list find the code that you want to delete. 

6. There are three ways to delete the code: 

• Highlight the code within the list, in the toolbar directly above the Navigation 
pane, click the red X. 

• Highlight the code within the list, click on the ‘Delete Billing Customer Code’ link 
within the Actions pane.  

• Double click on the code to open the record, within the Actions ribbon group click 
on the Delete button 

7. With any of the above options, you will receive a message that asks if you are sure 
you want to delete the selected record? Click Yes to continue with the operation or 
No to cancel 

8. After you click yes, the customer code is removed and you are returned to the 
Customer Code list.  
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Unofficial Accounts 
Unofficial accounts associated to a Subscriber allow them to be billed for equipment, 
service, one-time, recurring and call charges.  

Managing Billing Cycle 

Within Manage Billing Cycle, cairs.net defaults a few items for you. We default the Fiscal 
year start date to October 1st. We also determine the start day and end day for each month, 
you can edit these fields if necessary.  

There are some important considerations to keep in mind when determining your billing 
cycle. First, the Run Month and Run Day, these fields determine the earliest date you can 
generate a bill. It is advisable that you allow a few days at the beginning of the Run Month 
to allow manipulation of accounts, if necessary.  

Second, a system setting determines whether cairs.net generates the bill automatically, if 
set to true, cairs.net automatically generates the bill on the Run Day.  

Managing the Billing Cycle  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are two ways to manage the billing cycle: 

• Within the tool bar directly the Navigation pane, click the Manage Billing Cycle 
Plan button. 

• Within the Actions pane, click the Manage Billing Cycle Plan link.  

4. With either option, the Billing Cycle Plan window opens.  

5. The first step is to determine when your fiscal year starts, within the actions ribbon 
group click one of the following buttons: 

• Set to October 1st Fiscal Year – click this button to set the fiscal year as October 
1st, once clicked the Billing Cycle Plan Dates pane changes to start your billing 
cycle with October.  

• Set to January 1st Fiscal Year – click this button to set the fiscal year to January 
1st, once clicked the Billing Cycle Plan Dates pane changes to start your billing 
cycle with January. 

• Set Fiscal Year with First Start Month and Day – click this button to set the fiscal 
year to the first unofficial billing date as determined by a the First Official Billing 
Date system setting 

6. Next, you determine the days to wait before running the bill and the bill due date 
Within the top pane complete the following fields: 
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• Days to Wait Before Running Bill – type-in the number of days to wait from the 
end day to the day you want to run the bill, most times this is set to one or two. 
This gives your users the time fix any account issues.  

• Days to Wait Until Bill is Due – type-in the number of days to wait from the end 
day to the billing due date. Most times, this is set to 15 or 16.  

7. Now that you have determined your fiscal year start date and billing dates, it is time 
to complete the setup of your billing cycle. Within the Billing Cycle Plan Dates pane, 
complete the following fields (although some fields are auto-populated you can 
modified them to fit your needs): 

• Sequence – this field auto-populates with a number between 1 and 12 to reflect 
the corresponding location in the billing cycle.  

• Start Month – this is the first month of your billing cycle, this is determined by 
your Fiscal year start date. To change the month, click the field to access a 
dropdown arrow, once you click the arrow a list of month appears, click on the 
month. The selected month populates within the field.  

• Start Day – this is the first day of the month that you start your billing, most times 
this is the first of the month. To change the day, click on the field and type in the 
new day to start the billing.  

• End Month – for each start month, you must select an end month, most times this 
is the same month as the start month. However, you can bill for multiple months 
at a time by altering the end month. To change the month, click the field to 
access a dropdown arrow, once you click the arrow a list of month appears, click 
on the month. The selected month populates within the field.  

• End Day – this is the last day of the month that you will end the billing. To change 
the day, click on the field and type in the new day to end the billing.  

! Don’t forget about Leap Year, it occurs every four years! The end day for February is the 

29th in a leap year. Here is a list of the next couple of leap years:  2012, 2016, 2020, 2024, 
2028, 2032, and so on.  

• Run Month – this is the month in which you run the bill for the previous billing 
period. If you bill on a monthly basis, this is next month. To change the month, 
click the field to access a dropdown arrow, once you click the arrow a list of 
month appears, click on the month. The selected month populates within the 
field.  

• Run Day – this is the day of the run month that the bill generates. This field 
populates with the selection you determined in the upper pane. To change the 
day, click on the field and type in the run day. 

• Due Month – this is the month in which the bill you generate is due, this is most 
likely the same as the run month. To change the month, click the field to access 
a dropdown arrow, once you click the arrow a list of month appears, click on the 
month. The selected month populates within the field.  
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• Due Day – this is the day the bill is due. This field populates with the selection 
you determined in the upper pane. To change the day, click on the field and type 
in the due date of the bill. 

8. Within the Actions ribbon group, click the Save (to save and stay) button to 
continue working with billing cycles, or click the Save & Close (to save and exit) 
button to return to the Unofficial Accounts list. 

Account Categories 

Often times, you may want to categorize your account number based on a field other than 
organization or subscriber. This is where Account Category comes into play.  

Adding a Category 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are two ways to manage account categories: 

• Within the tool bar directly the Navigation pane, click the Account Category 
button. 

• Within the Actions pane, click the Account Category link.  

4. The Manage Account Category window opens. 

Adding 

5. Click the row with an asterisk (*) to add new items to the list and type the new 
account category. 

6. Once you start typing in the category, a new row with an asterisk (*) displays at the 
top of the list allowing you to add multiple categories at once.  

Modifying 

7. Click a row to modify and type the new information. 

Deleting 

8. Right-click the selector box next to the category name and click Delete. 

9. Once you click Delete, a message box displays verifying that you really want to 
delete the category. Click Yes within the box to continue or No to cancel the 
operation. 

10. Once selected, CAIRS draws a line through the category allowing you to delete 
multiple items at once.  

11. If you do not want to delete the category, right-click the record and click Undelete. 

12. Once you select Undelete, a message box displays verifying that you really want to 
keep the category. Click Yes within the box to continue or No to cancel the 
operation. 
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13. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with account categories, or click Save & Close (to save and exit) to return to the 
Official Accounts list. 

Late Payment Management 

With Late Payment Management, you determine what happens on an account when a 
payment is not received by the due date. This is a two-step process, first you what action is 
taken on the account when it is past due by a certain number of days. The following actions 
are available: 

• Send Reminder Notice 

• Set as Overdue 

• Send Overdue Notice 

• Generate Work Order 

• Set In Paycheckage 

• Set As Current 

• Set as No Subscriber 

The second step in the process is to create templates, which is essentially an email sent to 
the subscriber or other personnel regarding the status of the account. For each action, you 
can associate a template that is automatically generated by cairs.net when the account 
becomes overdue.  

Creating a Notice Template 

Before creating the notification timing, create the notice template. This allows you to build 
the notice that is sent to the subscriber at your determined intervals. 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are three ways to manage late payments: 

• Within the tool bar directly the Navigation pane, click the Late Payment 
Management button. 

• Within the Actions pane, click the Late Payment Management link.  

• Within the account, click the lower half of the Payments button to access a list. 
From the list, select Late Payment Management. 

4. With either option, the Late Payment Management window opens. 

5. Within the Show ribbon group, click the lower half of the Notice Templates button. 
From the list, select New Notice Template. 

6. The General-Document Template Editor window opens, allowing you to create the 
notice sent to subscribers.  
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7. Within the General pane, complete the following information: 

• Notice Name – type the notice name to send out. For example: 30 Days Past 
Due Notice. 

• E-mail Subject – type the e-mail subject. 

8. Within the Document Text pane, type the body of the e-mail. Adjust the font by 
clicking the appropriate button within the Font ribbon group. 

9. When complete, click Save (to save and stay) to continue working with this template, 
click Save & New to save the template and refresh the screen to allow you to add 
another template, or click Save & Close (to save and exit) to return to the Late 
Payment Management window. 

Creating a Notification 

You can create several notifications that are e-mailed to the subscriber and/or commanding 
officer at date intervals for past due payments.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are two ways to manage late payments: 

• Within the tool bar directly the Navigation pane, click the Late Payment 
Management button 

• Within the Actions pane, click the Late Payment Management link.  

4. With either option, the Late Payment Management window opens. 

5. Click the line marked with an asterisk (*) to add a new notification. Complete the 
following fields (required fields are marked with an asterisk (*)): 

• Days Past Due* – type the number of days the bill is past due before this 
notification is sent 

• Action* – click the dropdown arrow to access a list and from the list, select the 
action to perform. The following options are available: 

• Send Reminder Notice 

• Set As Overdue 

• Send Overdue Notice 

• Generate Work Order 

• Set In Paycheckage 

• Set As Current 

• Set as no Subscriber 

• Notice Name – click the dropdown arrow to access a list, from the list select the 
notice name (notice template). If nothing displays within this list, you will need to 
create a new template. Please refer to Creating a Notice Template.  
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• Notice to Commanding Officer – click the dropdown arrow to access a list, 
from the list select the notice name you want to send to the subscriber’s 
Commanding Officer. 

• Work Flow Name – if you set the action to ‘Generate Work Order’ you will need 
to select what work order you want to initiate, click the dropdown arrow to access 
a list of all workflows. From the list, select the work flow that cairs.net creates 
when the payment is past due. 

• Site – if you manage multiple sites, you can make the late payment action site 
specific. Click on the field to access a list of sites from the list select the site to 
associate to the action 

• Account Status and Excluded Selected Status * – these fields work together 
include or exclude an account status from the notification.  For example, if you 
have selected an account status of closed and put a checkmark in the exclude 
column, all accounts with a status of closed will be excluded from this action.  
Click the dropdown arrow to access a list of the different account statuses, from 
the list select one of the following statuses to apply to the account for this action: 

• Any 

• Open  

• Closed 

• Suspended 

• Exclude Selected Status * - the default is to remain unchecked, to excluded the 
status click on the box to insert a checkmark 

• Description – type a brief description of the notice. 

6. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
notifications or click Save & Close to return to the Accounts list.  

Account Status Change Configuration 

The Account Status Configuration allows you to change the account status seamlessly 
within your database. For example, if changing an account to a Suspended status, you 
want to be able to also suspend any associated configured items. Each status is associated 
to a work order that performs a certain action within your database as well as your switch 
database.  

There are two places within cairs.net that you can configure your status changes. From the 
main accounts menu, within the Actions pane there is the Account Status Change 
Configuration link. Also, within an account you can click on the lower portion of the Account 
Status button to access a dropdown menu on which you can select the Status Change 
Configuration option. With either selection, the same window opens allowing you to 
configure how you want to deal with your different account statuses.  
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Adding a Status Change 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria.  

5. There are two ways to access the Status Change Configuration window: 

• Within the Actions pane, click the Account Status Change Configuration link 

• Within the list, double-click on the account number to open the Accounts window. 
Within the Management ribbon group, click the lower half of the Account Status 
button to access a dropdown menu. From the menu, select Status Change 
Configuration 

6. With either option, the Status Change Configuration window opens. Within the lower 
pane click the field marked with an asterisk, this row is used to add new information. 
Once you click the first field, a new line displays allowing you to add multiple items at 
one time. Complete the following information for each status change (required fields 
are marked with an asterisk (*)): 

• Account Status * – click the dropdown arrow to access a list and from the list, 
select the account status that you want to configure 

• Work Flow Name – click the dropdown arrow to access a list and from the list, 
select the work flow that is associated with the change type.  

• Work Order Description – type any information regarding the work order 

• Override Default Actions * - this field defaults to include a checkmark to 
indicate that your users can override the actions that the system performs when 
you change the status. For example, when you change the status to closed the 
system automatically sets the delete date for associated equipment and services. 
This setting allows your users to override this and set the delete date 
themselves. By clicking the field you remove the checkmark to indicate that the 
users cannot override the system actions.  

7. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit) to return to the Accounts list. 

Deleting a Status Change 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. To populate the Account list, you must either: 
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• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria.  

5. There are two ways to access the Status Change Configuration window: 

• Within the Actions pane, click the Account Status Change Configuration link 

• Within the list, double-click on the account number to open the Accounts window. 
Within the Management ribbon group, click the lower half of the Account Status 
button to access a dropdown menu. From the menu, select Status Change 
Configuration 

6. With either option, the Status Change Configuration window opens. Within the lower 
pane, right clcik on the selector box next to the Account Status, a small pop-up 
menu opens, within the box click Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the item. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the item allowing you to delete multiple 
items at once.  

8. If you do not want to delete the item right-click the record to access a pop-up menu, 
click Undelete 

9. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit) to return to the Accounts list or the account. 

Unofficial Account Report Preferences 

The Unofficial Account Report Preferences allow you to determine what files you want to 
generate when creating a bill. In addition, you can determine where those files go, whether 
to a file or printer.  

You can set the report preferences for each account number. When you set the 
preferences within the account, they overwrite any selections you have made here. For 
example, if the Call Detail XLS is checked here but not in the account number, the call data 
XLS file will not generate.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. There are two ways to change your report preferences: 

• Within the toolbar directly above the Navigation pane, click the Official Report 
Preferences button. 

• Within the Actions pane, click the Official Report Preferences link. 

4. Within either option, the Billing Report Preferences window opens. The lower portion 
of the window displays the different formats and delivery options for your billings, as 
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a default all fields are checked. This indicates the account summary or call data 
generates to the particular file type or location.  

The following options are available: 

• Account Summary XLS – the account summary for each account number 
generates to an Excel Spreadsheet 

• Call Detail XLS – the call data for each account generates to an Excel 
Spreadsheet 

• Call Detail Tab Delimited – the call data for each account generates to a tab 
delimited file 

• One Time Charges Tab Delimited – the one-time charges for each account 
generate to a tab delimited file 

• Recurring Charges Tab Delimited - the recurring charges for each account 
generate to a tab delimited file 

• Account Type – this default to Unofficial  

• Mailed Report PDF to File – the mailed report is generated to a PDF file 

• Mailed Report PDF to Printer – the mailed report is sent directly to the printer 

• Report to XML - the call, recurring, and one-time charges are generated into an 
XML file.  

5. If you want to remove the file type from generating, click on the box to remove the 
checkmark.  

Within the Actions ribbon group, click on Save (to save and stay) to continue 
working with your preferences, or click Save & Close (to save and exit) to return to 
the Unofficial Accounts list.  

Address Types 

Adding an Address Type 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Within the Actions pane, click the Address Types link.  

4. The Address Types window opens. 

Adding 

5. Click the row with an asterisk (*) and type the new type. 

6. Once you start typing in the type, a new row with an asterisk (*) automatically 
displays at the top of the list allowing you to add multiple types at once.  

Deleting 

7. Right-click the selector box next to the Address Type. From the pop-up, click Delete. 
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8. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue deleting 
types, or click Save & Close (to save and exit) to return to the Unofficial Accounts 
list. 

Understanding the General Account Window 
There are four parts to the General - Accounts screen: Ribbon groups, Account pane, Bill Summary pane and 
Account Balance Summary pane.  

Ribbon Groups 

Each of the ribbon groups allows you to perform certain account functions. For instance, 
you can associate site and organizations to an account, generate a bill for the account 
number, and make a payment to the account, etc.  

Actions 

Within the Actions ribbon group, you can perform the following actions: 

• Save & Close – click this button to save the completed information and return to 
Accounts list. 

• Save – click this button to save the information you have completed and remain 
within the Account. 

• Refresh – click this button to add newly saved information to the account. 

Show 
Within the Show ribbon group, you define what entities belong to the account. You define the Organizations, 
Site, Set Device, Authorization Codes, etc.  

Management 
Within the Management ribbon group, you are able to view and change the account status, active, closed, 
suspended, etc.  

Billing Tools 

Within Billing Tools, you create bills to send to your customers for their one-time, recurring, 
and call charges. Each bill also includes the charges for equipment and/or services applied 
to the account.  

Once you generate a bill, you can then perform refunds or adjustments as well as make 
payment to the account balance.  

Panes 

Each account has several panes of information that appear within the Billing Account 
window.  
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Account Information Pane 

The Account Information pane displays general account information. For example, the 
account number, what charges the account is responsible for and account type, to name a 
few.  

Equipment and Services 

The Equipment and Services pane allows you to associate an equipment or service item 
directly to the account for billing purposes. In addition, you can view the related subscriber 
information by clicking the tab at the bottom of the pane.  

Bill Information 

The Billing Information pane is separated into two panes. The top pane displays the Bill 
Summary. The bottom pane displays the Account Balance Summary.  

Summary Pane 

The Bill Summary pane displays the balance and charges for the selected billing period. 
Each billing period with a generated bill displays in the dropdown list on the right side of the 
pane. Once you select a billing period, the pane displays the balance, current charges and 
payments or adjustments.  

Account Balance Summary Pane 

The Account Balance Summary pane displays a more detailed bill description. There are 
several information tabs: 

• Balance Summary – displays basic information for the bill. For example, the date 
you generated the bill, payments, charges, adjustments, and statement balance. 

• Number/Circuit Summary – displays the telephone number or circuit, and the 
charges associated with each. 

• One-Time Charges – displays a list of one-time charges associated with the billing 
cycle. 

• Recurring Charges – displays a list of recurring charges associated with the billing 
cycle. 

• Calls – displays a list of calls associated with the billing cycle. 

• Payments – displays a list of payments applied to the account balance when you 
generated the bill. 

• Adjustments – displays a list of the adjustments applied to the account when you 
generated a bill. 

Within any of the tabs, if the complete information does not appear, you can search by 
typing the parameter into the text box and clicking the magnifying glass or by clicking the 
Show All button.  
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Unofficial Accounts Configuration 
Within this section, we discuss how to add an account and its basic information. We will 
then discuss how to associate an account to a subscriber, sites, set devices, etc.  

Adding an Unofficial Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are two ways to add an Account: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Unofficial Accounts. 

• Within the Actions pane, click Add New Billing Account. 

4. With either option the General – Account window opens (If you have automatic 
numbering turned on then the window name is Automatic By Setting – Accounts). 
There are four information panes within the Account pane. Complete the following 
fields (required fields are marked with an asterisk (*)): 

• Account Number* – type the account number. This field can contain numbers, 
letters and/or symbols. If the field reads ‘Automatic By Setting’, the account 
number is auto-created by the system.  

• Mailing Address – click the dropdown arrow to access a list and from the list, 
select the mailing address of where to send the bills. 

• Category – click the dropdown arrow to access a list, and from the list select the 
account category. 

• Call Charges* – click the box to insert a checkmark indicating the account is 
responsible for all charges incurred from calls. 

• One Time Charges* – click the box to insert a checkmark indicating the account 
is responsible for all one-time equipment and service charges. 

• Recurring Charges* – click the box to insert a checkmark indicating the account 
is responsible for all recurring equipment and service charges. 

• Account Type* – this field auto-populates with Unofficial indicating you are 
creating an unofficial account. 

• Mission Funded – click the box to insert a checkmark the field indicating the 
charges associated with the account are mission funded. 

• Mail Delivery Preference* – click the dropdown arrow to access a list, and from 
the list select whether the contact receives the entire bill, notification only or 
nothing by mail. 

• E-mail Delivery Preference* – click the dropdown arrow to access a list, and 
from the list select whether the contact receives the entire bill, notification only or 
nothing by e-mail. 
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• Account Miscellaneous 1 – 10  – use these fields to add any additional account 
comments. 

• Exclude From Financial Summary – click the box to insert a checkmark in the 
box, this indicates that you want to exclude this account number from the 
Financial Summary. Leave the field blank to include the account number in the 
summary. 

• Created Date – This field auto-populated with the date you created the account 
number. The field populates after you save the information. To change the 
created date, click the field to access a dropdown arrow, click the arrow to 
access a calendar. To change the month and year click the right or left arrow, 
and once at the appropriate month and year, click the number to select the date. 
The date populates in the box.  

5. Within the Equipment and Services pane, click on the Subscriber Information tab to 
associate subscriber to the account you are currently creating. Complete the 
following information within the pane (required fields are indicated by an asterisk (*)): 

• Site* – click the dropdown arrow to access a list and from the list, select the site. 
The site dropdown list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Organization – click the dropdown arrow to access a list; from the list, select the 
name of the organization. The organization dropdown list displays the bottom-
most organization first. After the ~~ the complete path to the selected 
organization appears. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field.  

• Organization Path - displays the complete path to the organization name. Each 
level is separated by >. 

• Authorized – this field defaults to include a checkmark to indicate that the 
subscriber is authorized to access the Subscriber Portal. Click the box to remove 
the checkmark to indicate that the subscriber cannot access Subscriber Portal.  

• Disabled – this field defaults to include a checkmark to indicate that the 
subscriber is disabled, click the field to remove the checkmark to indicate the 
subscriber is active. 

• Last Name – type the subscriber’s last name. 

• First Name – type the subscriber’s first name. 

• Middle Name – type the subscriber’s middle name. 

• User Name – type the subscriber’s user name (used to access their subscriber 
information within Subscriber Portal, if applicable). 

• Alt Sub Number – type the alternate subscriber telephone number. 

• Rank – click the dropdown arrow to access a list, and from the list select the 
subscriber’s rank.  
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• Branch – click the dropdown arrow to access a list, and from the list select the 
subscriber’s branch.  

• Grade – click the dropdown arrow to access a list, and from the list select the 
subscriber’s grade.  

• Rate – click the dropdown arrow to access a list, and from the list select the 
subscriber’s credit limit. 

• TCO – click the dropdown arrow to access a list, and from the list select the 
subscriber’s TCO. 

• Commanding Officer – click the dropdown arrow to access a list, and from the 
list select the subscriber’s Commanding Officer. 

• Publishing Option* – click the dropdown arrow to access a list, and from the list 
select the publishing option for the subscriber’s information. The following options 
are available:  

• Published 

• Non-Published 

• Classified 

• Temporary 

• Both Published and Classified 

• Alternate 

• Job Description – type the subscriber’s job description, if applicable. 

• E-Mail Address – type the subscriber’s e-mail address. 

• Contact Phone Number – type the subscriber’s contact phone number. 

• Key Word – type a name allowing operators to perform a precise subscriber 
search. For example, if the Subscribers last name is Smith, the key word can be 
the first name.  

• Date Added* – this field auto-populates with the current date. To change the 
date, click the field to access a dropdown calendar. To change the month and 
year, click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box.   

• Account Type – this field auto-populates to Unofficial. 

• Comments – type any additional comments regarding the subscriber. 

• Subscriber Misc 1 – 5 - use these fields to add any additional subscriber 
comments. 

6. Once charges are associated to the account, the Bill Summary and Account 
Balance Summary pane displays information. 
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7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the account, or click Save & Close (to save and exit) to return to the 
Unofficial Account list. 

Modifying an Unofficial Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account that matched your search criteria. 
Double-click the account to modify. The Accounts window opens  

5. Modify the fields as necessary.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue modifying 
accounts, or click Save & Close (to save and exit) to return to the Unofficial 
Accounts list. 

Deleting an Unofficial Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Highlight the account to delete. There are two ways to delete an account 

• Within the tool bar directly above the Navigation pane, click the red X. 

• Once highlighted, click the Delete Billing Account link within the Actions pane.  

5. Once you click Delete, a message box displays verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

6. If there are account associations (a warning message displays notifying you that 
there is existing information associated to the account), cairs.net does not allow the 
account number to be deleted. Click Continue to remove the assignments. 
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Account Entries - Components 

Within Account Entries, you can view the configured items associated to the account and 
the related charge types. This is also where you will add component to the account. When 
you access the window there are two panes, the top pane displays a list of the components 
that are currently associated to the account and the following information: 

• Item Number or Name – displays the telephone number, circuit name, etc.  

• Item Type – displays the item type for example, Subscriber, Cell Phone Number, 
Telephone, Circuit Segment, etc.  

• Item Delete Date – displays the date the item was deleted from the account. The item 
still appears in the list, however, no charges are incurred.  

• Account Number – displays the account number 

• Site – displays the site name 

• Organization Name and Path – displays the organization name and the entire 
organization path 

• Billing Start and End Date – displays the date the account started to incur charges 
and the date the charges ended 

• Charge Type – displays the charge type the account is responsible for, there are four 
types: Call Charges, One Time, Recurring, and Both One Time and Recurring Charges.  

A component may appear in the list more than once, depending on the charge types 
associated.   

The lower pane allows you to search for components to add to the account. There are two 
tabs at the bottom of the pane, the Add Item Pick List is a general tab that will allow you to 
search for any component whether telephone, cell phone, circuit, etc. The Add Sets Pick 
List is more specific to configured sets, this tab allows you to search on fields within a set, 
for example, port, building name, room, etc.  

Once you have associated the component to the account you can also associate 
equipment and services.  

Viewing Related Components 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 
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5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. The top pane displays a list of the 
items related to the account. The lower allows you to associate more items to the 
account.  

6. The top pane displays the following item information: 

• Item Number or Name 

• Item Type 

• Item Delete Date 

• Account Number 

• Site 

• Organization Name and Path 

• Billing Start and End Date 

• Charge Type 

7. An item may appear in the list more than once depending on the different charge 
types. For example, if the account is responsible for one-time and call charges, each 
item may appear twice within the list.  

8. To view more detail, double click on the record to open the Assigned Accounts and 
Equipment window. This window allows you to associate additional equipment and 
services to the component.  

Adding a Component (other than a set) to an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. The top pane displays a list of the 
items related to the account. The lower allows you to associate more items to the 
account.  

6. Within the lower pane, there are two sections; the left hand side allows you to search 
for components to add to the account. The right hand side displays a list of 
instructions on how to add the component to the account.  

7. At the bottom of the pane are two tabs: 
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• Add Items Pick List - this is a generic list of all items within your database, this 
could be anything from a circuit to subscriber to a set.  

• Add Sets to Pick List – this is a more specific list that pertains to only your 
configured sets. 

8. Click on the Add Items Pick List tab to perform a search, there are a couple of ways 
to find the component: 

• Within the Search textbox, you can type-in the entire component name or 
number or a portion of the name or number, then click on the magnifying glass 

• Click on the Show All button to view every component within your database 

• You can also use the Last Search button to display the list of items from your 
previous search 

9. Once the list displays, find your component to add to the account, double click on 
the record to open Assigned Accounts and Equipment window. 

10. Within the window there are three panes of information, the Configured Item pane 
displays the item name or number, item type (Telephone, circuit, etc) and the Delete 
Date 

11. The Accounts for Equipment and Services pane displays the account numbers that 
are associated to the item. There can be more than one entry in this pane depending 
on how the charges are distributed. Within the pane, you can add an account 
number to the configured item.  

12. The Equipment and Services pane displays a list of the equipment and services 
associated to the configured item. Within this pane, you can also add equipment and 
services to the item.  

Adding an Account Number to the Configured Item 

13. Within the Accounts for Equipment and Services pane, click the row marked with the 
asterisk to enter in a new account number for the equipment and services. Complete 
the following fields, required fields are marked with an asterisk (*): 

• Charge Type* – click the dropdown arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one time 
and recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – once you click any of the dropdown lists, the site name auto-populates 
with the site selected on the General-Set Device window.  

• Subscriber Name – click on the dropdown arrow to access a list of subscriber 
and from the list select the subscriber responsible for the equipment or service 
charges 
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• Organization – this field does not apply to unofficial accounts.  

• Account Number* – click the dropdown arrow to access a list of the account 
numbers associated to the subscriber, select the appropriate account 

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the dropdown arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the dropdown arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

14. At this point, you should save your progress. Within the Actions ribbon group, click 
the Save button. 

Adding an Equipment or Services to the Configured Item 

15. Within the Equipment and Services pane click on the row marked with an asterisk to 
add new equipment or services to the item. Use the dropdown lists or type the 
appropriate information in each of the following columns for the equipment or service 
, required fields are marked with an asterisk (*): 

• Equipment or Service Type* – click the dropdown arrow to access a list, there 
are three columns of information within the list: 

• Equipment or Service Types – displays the name of the equipment or 
service 

• Is Service Type – a checkmark indicates that the type is a service 

• Allow Cost Adjustment – a checkmark indicates that the you can adjust the 
cost of the equipment or service 

Within the list, select the equipment or service type. 

• Equipment or Service Name* – click the dropdown arrow to access a list, and 
then select the equipment or service name. This list displays only the names 
associated to the type that you previously selected.  

• Part Name* – click on the dropdown arrow to access a list, select the part name.  

• Site – once you click any of the dropdown lists, the field auto-populates with the 
site name you selected in the Device Properties pane. 
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• Serial Number* – this field may auto-populate after you select a part name, it 
may either contain None or Generate Automatically, if these are contained within 
the field do not change the selection. However, if the field is blank click the 
dropdown arrow to access a list, and select the appropriate serial number 

• Quantity – this field auto-populates with a pre-determined quantity amount. To 
change, click the field and type-in the new information.  

• One Time Cost – this field auto-populates with the equipment’s one-time charge. 

• Recurring Cost – this field auto-populates with the equipment’s recurring 
charge. 

• Total One Time Cost – displays the total one-time cost for the equipment item.  

• Total Recurring Cost – displays the total recurring cost for the equipment item. 

! At the bottom of the list of equipment is a totals line displaying the one-time and recurring 

charges totals for all the equipment items within the list.  

• Install Date* – this field auto-populates with today’s date. To change the date, 
click the field to access a dropdown arrow, once clicked a calendar displays. 
From the calendar, select the date to install the new equipment. This is the date 
the charges start for billing purposes. To change the month and year click the 
right or left arrow, and once at the appropriate month and year, click the number 
to select the date. The date populates in the box. 

• Delete Date – click the field to access a dropdown arrow. Once clicked, a 
calendar displays, from the calendar select the date to delete the item from the 
set. To change the date, click the field to access a dropdown calendar. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Technician – click the dropdown arrow to access a list, from the list select the 
technician name. 

• Notes – click on the grey square in the field to open the Note popup that allows 
you to enter in any notes regarding the equipment or service.  Once you have 
finished typing the note, click on the OK button to save the note and close the 
popup.  Alternatively, you can click on the Cancel button to cancel the operation.   

• Location – type the equipment or service location.  

• Last Recurring Bill Date – this field indicates the last date the piece of 
equipment generated a bill.  

16. You can continue to add equipment and services to the item, when finished, click on 
the Save & Close button within the Actions ribbon group to return to the Account.  

You will notice that the item now appears in the Related to Account pane.  
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Adding a Configured Set to an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. The top pane displays a list of the 
items related to the account. The lower allows you to associate more items to the 
account.  

6. Within the lower pane, there are two sections; the left-hand side allows you to 
search for components to add to the account. The right-hand side displays a list of 
instructions on how to add the component to the account.  

7. To add a set to the account, click on the Add Sets to Pick List tab at the bottom of 
the pane 

8. You need to search for the set to add to the account, there are a couple of ways to 
find the set: 

• Within the Search textbox, you can type-in the entire component name or 
number or a portion of the name or number, then click on the magnifying glass 

• Click on the Show All button to view every component within your database 

• You can also use the Last Search button to display the list of items from your 
previous search 

9. Once the list displays, find the set to add to the account, double click on the record 
to open the Set Management window.  

10. Within the lower portion of the Facilities pane, click on the Accounts for Equipment 
and Services tab. The pane changes to display the accounts related to the different 
charge types for the equipment and services.  

11. Click the row marked with the asterisk to enter in a new account number for the 
equipment and services. Complete the following fields, required fields are marked 
with an asterisk (*): 

! Most of the information auto-populates in the pane from the account record after you 

select a charge type. To make any modification, click the field to access the correct 
information. 
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• Charge Type* – click the dropdown arrow to access a list, then select one of the 
following choices: 

• Both One Time and Recurring Charges – bills the account for all one time 
and recurring charges 

• Recurring Charges - bills the account for only recurring charges 

• One-time Charges – bills the account for only one- time charges 

• Site* – once you click any of the dropdown lists, the site name auto-populates 
with the site selected on the General-Set Device window.  

• Subscriber Name – click on the dropdown arrow to access a list of subscriber 
and from the list select the subscriber responsible for the equipment or service 
charges 

• Organization – this field does not apply to unofficial accounts.  

• Account Number* – click the dropdown arrow to access a list of the account 
numbers associated to the subscriber, select the appropriate account 

! When you create an account number, you can assign it to an organization or to a 

subscriber; this designates the account as official or unofficial. If you select an account with 
an organization, it is most likely an Official Account. If you select an account where the 
organization is blank, it is most likely an Unofficial account and associated to a subscriber. 

• Billing Start Date* – click the dropdown arrow to access a calendar, from the 
calendar select the date to start the billing. To change the month and year click 
the right or left arrow and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Billing End Date – click the dropdown arrow to access a calendar, from the 
calendar select the date to stop the billing for the equipment or service. To 
change the month and year click the right or left arrow and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box.  

12. When you have added the account number to the set click the Save & Close button 
within the Actions ribbon group to return to the Account, you will notice that the item 
now appears in the Related to Account pane.  

Removing a Component from an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 
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4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. Within the top pane, double-click the 
item to remove from the account.  

The Assigned Accounts and Equipment window opens.  

6. Within the Account for Equipment and Services pane, right click on the selector box 
next to the charge type, a popup menu opens, within the box click Delete. 

7. Once you click Delete, a message box appears verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

8. To save your changes, click on the Save & Close button within the Actions ribbon 
group to return to the Account.  

Viewing the Component 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account to view. 

5. Within the Show ribbon group, click on the Accounting Entries button. The screen 
changes to displays two panes of information. Within the top pane, double-click the 
item to view.  

The Assigned Accounts and Equipment window opens.  

6. Within the Related Item Actions ribbon group, click on the Open Item button. This 
opens the components window allowing you to make changes.  

7. If you do make any changes make sure to save them by clicking either the Save or 
Save & Close button within the Actions ribbon group.  

Current Balance 

You can determine the balance due on an account for any billing period.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either: 
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• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the Current Balance button. There are two 
panes of information; the top pane allows you to select the billing period and the 
lower pane displays the bill for the period selected. 

6. Within the top pane, complete the following fields to select a billing period and 
determine the balance (required fields are marked with an asterisk (*) (*)): 

• Bill From Date* – this field auto-populates with the current billing cycle. To 
change the date, click the field to access a dropdown calendar. To change the 
month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

• Bill To Date – this field auto-populates with the current date. To change the date, 
click the field to access a dropdown calendar. To change the month and year 
click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box. 

• Fiscal Year* – this field auto-populates with the current fiscal year. To change to 
a previous year, click the field and type the appropriate year. 

• Due Date* – this field auto-populates with the current billing cycle’s due date 
based on the Billing Cycle created within Manage Billing Cycle. 

• Date Mailed – the field displays the date the bill was sent the printer. 

• Date E-mailed – this field displays the first date the billed was e-mailed to the 
subscriber. 

• Last Delivery Attempt Date – this field displays the date that CES last 
attempted to deliver a bill by either method. 

• Date Copied – this field indicates the date the bill was copied  

• Previous Statement Balance – displays the balance of the previous statement 
for the account number 

• Previous Reimbursable Statement Balance – displays the balance of the 
reimbursable charges for the previous statement 

7. Once the fields are completed, click the Determine Balance button. 

8. The lower pane populates with the bill information with current balance for the 
account shown in last field within the pane.  
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Unofficial Account Addresses 

Viewing Associated Addresses 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the top half of the Addresses button.  

6. The window displays two panes of information. The top pane displays a list of 
addresses currently associated to the account and the lower pane displays a list of 
all address currently within your database.  

7. If the information in the top pane does not readily populate, you can search for an 
address by typing in the name or portion of the name within the search text box or 
click the Show All link.  

Adding a New Address 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the lower half of the Addresses button to 
access a dropdown menu. From the menu, click Add New Address. 

6. The Address window opens, complete the following fields (required fields are 
marked with an asterisk (*) (*)): 

• Address Label – type the address label. For example, work, home, etc. 

• Street* – type the mailing address. 

• City – type the city name. 

• State/Province – type the state abbreviation, province name or other 
designation. 
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• Zip Postal – type the 5-digit zip code. 

• Zip Plus 4 – type the 4-digit code appearing after the standard zip code, if 
applicable. 

• Country/Region – type the country abbreviation. 

• Address Type – click the dropdown arrow to access a list, from list select the 
address type. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Unofficial 
Accounts list. 

8. Once you have added the address into the system, associate the address to the 
account.  

Associating an Address to an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the top half of the Addresses button. The 
window displays two panes of information. The top pane displays a list of addresses 
currently associated to the account and the lower pane displays a list of all address 
currently within your database. 

6. To populate the information within either pane: 

• Within the search box, type a portion of the address and then click the 
magnifying glass 

• Click the Show All button 

7. To associate an address to an account, find the address within the Available 
Addresses pane and double-click the address. The address displays in the 
Addresses for Account pane.  

8. To associate additional addresses, repeat the process.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

Adding a Mailing Address 

1. Click the Accounting menu. 
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2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the top half of the Addresses button. There are 
two ways to populate the list of Account addresses: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

6. Once the list populates, highlight the address within the Addresses for Account 
pane. 

7. Within the Show ribbon group, click the lower half of the Address button to access a 
dropdown menu. From the menu, click Make Mailing Address. 

8. Alternatively, right-click the address within the list to access a pop-up menu. From 
the menu select Use this address for mailing bills.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

10. To ensure the address is now the mailing address, within the Show ribbon group 
click the Billing Account button. Within the Account pane, the mailing address now 
populates with your selection. 

Removing an Address from an Account 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the top half of the Addresses button. There are 
two ways to populate the list of Addresses for the Account: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 
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• Click the Show All button. 

6. Right-click the address to access a pop-up menu and from the menu, select 
Remove from this account.  

7. The address re-appears in the Available Addresses pane.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the account, or click Save & Close (to save and exit) to return to the Accounts 
list. 

Unofficial Account Calls 

If the account you are currently viewing is responsible for call charges, you can view a 
summary of the charges applied to the account. To view the calls associated to the 
account, click the Calls button within the Show ribbon group. Depending on the amount of 
calls associated to the account, the list may not populate right away. To populate the list, 
complete one of the following: 

• Within the search box, type any portion of a call record (site name, extension, etc.) 
and then click the magnifying glass. 

• Click the Show All button. 

The window displays the following information for each call type: 

• Call Type – call type name. 

• Total Calls – the total number of calls made. 

• Total Cost – the total cost of calls. 

• Total Duration – the total duration of call in minutes. 

At the bottom of the list is a total for all call charges. To view the details for each call type, 
click the plus sign (+) next to the call type name. To return to the default view, click the 
minus sign (-) next to the call type name.  

You can export or print the call data by clicking the Sharing tab at the top of the screen. 
There are 3 export formats: 

• PDF – you can export the total report, expanded bands only or primary band to a 
PDF file. Once selected the PDF file generates to your screen, you can save the file 
to any location. 

• Excel – you can export the total report, expanded bands only or primary band to an 
Excel spreadsheet. Once selected, Excel opens with your report, you can save the 
file to any location. 

• Print – you can send the entire report, expanded bands only or primary band report 
a printer. Once selected the Print box displays, allowing you to choose your printing 
options.  

• Text – you can export the total report, expanded bands only or primary bands to a 
tab delimited text file. Once selected, the Select the location to save the Tab-
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delimited Text File box opens. Browse to the location, type the file name within the 
text box and click the Save button.  

Reimbursable Types 

When you click the Reimbursable Types button, the screen changes to display two panes 
of information: Call Types and Equipment and Service Types. Within each account, you 
can indicate a specific call type(s), equipment type, or service type as reimbursable. This 
button works in connection with the Type of Service, for each reimbursable type, you must 
indicate a type of service. The Type of Service is used to indicate whether the reimbursable 
type is mission funded.  

Adding a Call, Equipment or Service Type as Reimbursable 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the Reimbursable Types button. 

6. The screen changes to displays two panes of information: Call Types and 
Equipment and Service Types. 

7. To add a Call Type, click the row marked with an asterisk (*). Within the Call Type 
column, click the dropdown arrow to access a list of the call types within your 
database, from the list select the appropriate call type.  

8. In the Type of Service Name column, click the dropdown arrow to access a list, from 
the list select the associated type of service.  

9. Before adding more information, it is a good idea to save your changes, within the 
Actions ribbon group, click the Save button.  

10. To add Equipment and Service Types, click the row marked with an asterisk (*). 
Within the Billable Cost Type Name column, click the dropdown arrow to access a 
list of the equipment and service types within your database, from the list select the 
appropriate type. 

11. In the Type of Service Name column, click the dropdown arrow to access a list, from 
the list select the associated type of service.  

12. Within the Actions Ribbon group, click Save (to save and stay) to continue working 
with reimburseable types, or click Save & Close (to save and exit) to return to the 
Unofficial Accounts list.  
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Removing a Reimbursable Type  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the Reimbursable Types button. 

The screen changes to displays two panes of information: Call Types and 
Equipment and Service Types. 

6. Within the appropriate pane, right-click the selector box next to the type name. A 
small pop-up menu opens; click Delete.  

Once selected, cairs.net draws a line through the item allowing you to delete multiple 
items at once.  

7. If you do not want to delete an item, right-click the record to access a pop-up menu 
and click Undelete. 

8. Once you select Undelete, a message box displays, verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions Ribbon group, click Save (to save and stay) to continue working 
with reimburseable types, or click Save & Close (to save and exit) to return to the 
Unofficial Accounts list. 

Viewing Unofficial Accounts 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. Use 
the Views pane to sort the Accounts list based on a common category or 
characteristic. The following views are available: 

• Simple List (default view) 

• Detailed List 
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• Accounts by Charge Type 

• Account Status 

• Account Standing 

• Pending Status Changes 

• Accounts with Bad Checks 

• Unofficial Accounts Billing Summary 

• Unofficial Report Preferences 

• Accounts by Bill Delivery Dates 

• Accounts by Building 

• Account Notes 

• Custom View - this selection allows you to create a custom view by dragging 
and dropping column headers to create a line display.  

5. To select a different view, click the option button next to the selection. There are two 
ways to populate the list: 

• Within the search box, type any portion of a record and then click the magnifying 
glass. 

• Click the Show All button. 

6. If available, click the plus sign (+) next to the group to view the individual records.  

7. Double-click the record to view the Account window.  

Settings 

Within the Settings button, you determine two things: what billing report files you want 
generated for the account and what call types you want to exclude from the printed bill. 
Excluding calls from the bill is helpful if you do not want to include zero cost calls.  

Account Billing Report Preferences 

There are two ways to set the preferences; you can set them either for each account 
number or for all of the official accounts. Within this option, you are setting the preferences 
for this account number. The selections here over-ride the setting you may have chosen for 
all of official accounts.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 
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4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Show ribbon group, click the Settings button. There are two panes of 
information, within the top pane you determine the preferences, the lower is used for 
excluding call types from bills.  

6. The Billing Report Preferences pane displays the different formats and delivery 
options for your billings, as a default all fields are checked. This indicates the 
account summary or call data generates to the particular file type or location.  

The following options are available: 

• Account Summary XLS – the account summary for each account number 
generates to an Excel Spreadsheet 

• Call Detail XLS – the call data for each account generates to an Excel 
Spreadsheet 

• Call Detail Tab Delimited – the call data for each account generates to a tab 
delimited file 

• One Time Charges Tab Delimited – the one-time charges for each account 
generate to a tab delimited file 

• Recurring Charges Tab Delimited - the recurring charges for each account 
generate to a tab delimited file 

• Account Type – this default to Unofficial  

• Mailed Report PDF to File – the mailed report is generated to a PDF file 

• Mailed Report PDF to Printer – the mailed report is sent directly to the printer 

• Report to XML - the call, recurring, and one-time charges are generated into an 
XML file.  

7. If you want to remove the file type from being generated, click on the box to remove 
the checkmark.  

8. Within the Actions ribbon group, click on Save (to save and stay) to continue 
working with your preferences, or click Save & Close (to save and exit) to return to 
the Unofficial Accounts list.  

Adding a Call Type to Exclude from Bill 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 
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4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the Settings button. 

6. Within the Call Types to Exclude from Printed PDF Bills pane, click the row 
marked with an asterisk (*). Within the Call Type column, click the dropdown arrow 
to access a list of the call types within your database, from the list select the 
appropriate call type.  

7. Within the Exclude From Bill column, click the box to insert a checkmark to indicate 
that you want to exclude the call type from the printed bill.  

8. You can continue adding call types by clicking on the row marked with an asterisk 
(*).  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with settings, or click Save & Close (to save and exit) to return to the Unofficial 
Accounts.  

Deleting a Call Type from being Excluded  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Show ribbon group, click the Settings button. 

6. Wiithin the Call Types to Exclude from Printed PDF Bills pane, right-click the 
selector box next to the type name. A small pop-up menu opens, within the box click 
Delete.  

7. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
items at once.  

8. If you do not want to delete an item, right-click the record to access a pop-up menu 
and from the pop-up, click Undelete. 

9. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with settings, or click Save & Close (to save and exit) to return to the Unofficial 
Accounts.  
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Unofficial Account - File Attachments 

Before you can attach files to a record, your cairs.net administrator must determine the 
allowable file types and size.  Please contact your cairs.net administrator if you are unable 
to attach files.  

There are two different types of files that you can attach to a record; the first button allows 
you to attach a regular file. These files follow the record and other users are able to see 
them. Although, this is convenient, if changes need to be made to the file, the file will have 
to be saved and then re-attached. 

The second file attachment type allows you to attach a link to a file that is in a shared 
location.  The benefit of this file attachment is that when changes are made to the file there 
is no need to reattach the file.  The disadvantage is that all cairs users have to have access 
to the shared file location. 

The process to add either file type is the same.  

Attaching a File or External File to an Account  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Within the Attach ribbon group, click on either Add File or the Add External Link 
button. 

6. The Select the File to Attach window opens. Browse to select the file to attach and 
click the Open button.  

! If the file type that you want to add in not showing up within your location, click on the file 

type dropdown arrow to select the correct file format.  If the file type is not available within 
the dropdown, please contact your cairs.net administrator to add the file type to the 
allowable file types list.   

7. Once attached, a button displays directly below the ribbon. To view the attached file, 
click the button.  

Viewing and Saving an Attached File 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 
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3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Directly below the ribbon, a button displays with the file name. Click the button to 
view the attachment. 

6. Alternatively, right-click the file name to access a pop-up menu, then select Open. 

7. To save, right-click the file name to access a pop-up menu, and then select Save 
Target As. 

8. Within the Save Target As window, browse to the location of where you want the file 
saved and click the Save button.  

Deleting a File Attachment 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Accounts window opens.  

5. Right-click the file name to access a pop-up menu, and then select Delete. 

6. Once you click Delete, a message box displays verifying that you really want to 
delete the file. Click Yes within the box to continue or No to cancel the operation. 

 

Account Management 
Within the Management ribbon group, you can view the account’s status over its entire 
history. This is the area to see if the account is active, closed, suspended, etc. You can 
change the account status but be aware this ribbon group overrides all other account 
statuses. For example, if you close the account here, the billing on this account stops.  
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Manage Status Change Types 

This option allows you to populate the Status Change Types dropdown list. These change 
types (possible change types are non-payment, customer request, etc.) explain why the 
account status is changing.  

Adding a Status Type 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Management ribbon group, click the lower half of the Account Status 
button to access a dropdown menu. From the menu, select Manage Status Types. 

6. The Account Status Change Types window opens. Click the field marked with an 
asterisk (*) (*), this row is used to add new records. Once you start typing, a new row 
displays above allowing you to add multiple items.  

7. Type the Change Type that explains why the account status is changing, for 
example, non-payment, customer request, rotation date, etc. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
types or click Save & Close (to save and exit) to return to the Accounts list. 

Deleting a Status Type 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Management ribbon group, click the lower half of the Account Status 
button to access a dropdown menu. From the menu, select Manage Status Types. 

6. The Account Status Change Types window opens. There are two ways to delete a 
type: 

• Right-click the type to access a pop-up menu, and from the menu select Delete. 
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• Highlight the row by clicking the name. Within the Actions ribbon group click the 
Delete button. 

7. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

Status Change Configuration 

Please see the section Account Status Change Configuration in the beginning of the 
Unofficial Accounts section.  

Account Status 

Within this option, you can change the status of the account allowing you to suspend or 
close an account for different reasons. At the same time, it allows you to reopen or make 
the account active again. Keep in mind that when you change the account status to 
suspend or closed all billing stops for that account.  

There are a few important notes about Account Status.  For Account Status to work 
properly you must have turned on the ‘Update Account Status’ CES process and have it 
running at regular and frequent intervals.  If CES does not run then the account status will 
not change.  There are two dates relating to each status, the Requested and the Date 
Applied.  The Requested Date is the date the user requested the CES process to run.  The 
Date Applied is when the account status change took effect.   

Account Status cannot be set to a date that already passed.  Since the status update is 
directly related to a CES process if you put the effective date in the past it will update the 
status to the date and time the CES process was run.  It can be set to a date in the future, 
once CES runs the process the account status changed and the action is initiated.   

Viewing Account Status 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. There are two ways to view the account status. First, the solid line directly beneath 
the ribbon displays the current status.  

6. Second, click the top half of the Account Status button within the Management 
ribbon group.  

7. The screen displays the account’s complete status history.  
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8. There are four account statuses: 

• Active 

• Suspended 

• Closed 

• Reopened 

There are six additional columns of information: User Name, First Name, Last Name, 
Effective Time, Account Status Change Type, and Date Applied.  

Changing Account Status 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Management ribbon group, click the lower half of the Account Status 
button to access a dropdown menu. From the menu, select Change Account 
Status. 

6. The New Account Status Change window opens. Complete the following fields 
(required fields are marked with an asterisk (*)): 

• Status * – click the field to access a dropdown list and from the list select one of 
the following: 

• Active 

• Suspended 

• Closed 

• Reopened 

• Date Requested – the field defaults to today’s date. To change the date click the 
field to access a drop-down arrow, once clicked a calendar displays, from the 
calendar select the effective date. To change the month and year click the right 
or left arrow, and once at the appropriate month and year, click the number to 
select the date. The date populates in the box. 

Keep in mind, this is a CES process so the date and time requested is when you have 
initiated the process to run.  Once the process runs, the Date Applied will populate with 
actual date and time the account status was changed.   
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• Status Change Type – click the field to access a dropdown list and from the list 
select the change type. 

7. Within the Actions ribbon group, click Save (to save and stay) or click Save & 
Close (to save and exit) to return to the Accounts window. 

When you change the status of an account the yellow line directly below the ribbon 
displays the new account status.  

 

Billing Tools 
Within the Billing Tools ribbon group, you generate bills for the account you are currently 
viewing. You can adjust the bill without generating a new bill by either crediting or debiting 
the account. Once you generate the bill and send it out to the customer, you can apply any 
payment made. Payment made to an account will not show on the account until you 
generate a bill for the next bill cycle.  

Finally, you can also rollback a bill cycle. When you perform a rollback, you are deleting the 
previous bill for the cycle and generating a new bill in its place. Please make sure this is the 
correct action, as there is no backup in place.  

The first step in ensuring your billing generates properly is to make sure that the account 
number displays in all the necessary menu options. For Unofficial billing, the account 
number needs to appear in Accounts, Subscriber and on the set device or circuit.  

Once the account displays on the device, you must decide what charges the account 
number is responsible for paying. There are four choices: All, Recurring, One-time and Call 
charges. This feature allows you to portion out the charges to various different 
organizations.  

Adjustments 

You handle refunds and adjustments the same way within cairs.net. You can enter a credit 
(refund) to the account allowing the positive balance to apply to the next generated bill. 
Alternatively, you debit (adjust) the account to apply a balance added to the next generated 
bill.  

Applying a Credit or Debit 

Please remember that when applying a refund to an account, the credit amount does not 
apply until you generate the next bill cycle.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 
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• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens, and defaults to show the 
Billing Account information. 

5. Within the Billing Tools ribbon group, click the Adjustments button. Within the 
solid blue line below the ribbon, click the circle next to either: 

• Credit (Refund) – apply funds to an account. 

• Debit (Adjustment) – add charges to the balance statement. 

6. Within the top pane complete the following information (required fields are marked 
with an asterisk (*)): 

• Adjustment Amount* – type the adjustment amount. When you enter in the 
amount, type the total amount with a decimal point. If you fail to enter in the 
decimal point cairs.net adds one in the appropriate location, for example if you 
type $100, cairs.net converts that to $1.00 instead of $100.00. 

• Adjustment Date* – this field auto-populates with the current date. To change 
the date, click the field to access a dropdown calendar. To change the month and 
year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box. 

• Type of Service Name – click the dropdown arrow to access a list, from the list 
select the Type of Service 

• Site – click the dropdown arrow to access a list and from the list, select the site. 
The site dropdown list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Organization – click the dropdown arrow to access a list from the list, select the 
name of the organization. The organization dropdown list displays the bottom-
most organization first. After the ~~ the complete path to the selected 
organization appears. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field.  

• Note – type any necessary information regarding why you are adjusting the 
account. 

7. Directly below the top pane, on the right-hand side of the screen, click the Apply 
Adjustment button.  

8. The information moves from the top pane to the Pending Adjustments pane.  

9. When you generate the next bill, the refund or adjustment applies to the account.  

Viewing Adjustment History 

In order for a credit or debit to apply to an account, you must generate the bill for the next 
bill cycle. After generating the bill, there are two ways to view the applied adjustments. 
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First, within the Billing Tools ribbon group, click the Refunds and Adjustments button. 
Any adjustments made to the account appear in the Adjustment History pane. Cairs.net 
designates a credit with the amount encased in parenthesis while a debit does not have 
parenthesis.  

Second, on the Billing Account screen (Show ribbon group→Billing Account button), 
select a bill period from the dropdown box in the middle of the screen. The bill summary 
displays on the lower half of the screen. Click the Adjustments tab to view the credits and 
debits applied to the account.  

Creating a Bill 

Within Billing Tools, you can create a bill for the account that you are currently viewing. 
This allows you to adjust an account and then generate an updated bill immediately.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the Create Bill button. 

6. The Create Bill pop-up opens. Complete the following fields (required fields are 
marked with an asterisk (*)): 

! Some of the following fields auto-populate within information you have previously 

designated. When you enabled and created a billing cycle, you determined the information 
appearing in these fields.  

• Bill From Date* – this field populates with the last date of the previous bill 
period. To change the date, click the field to access a dropdown calendar. To 
change the month and year click the right or left arrow. Once at the appropriate 
month and year, click the number to select the date. The date populates in the 
box.      

• Bill To Date* – this field populates with the current date. To change the date, 
click the field to access a dropdown calendar. To change the month and year 
click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box.   

• Fiscal Year* – this field populates with the current fiscal year. To change, click 
the field and type the correct fiscal year. 
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• Due Date* – this field auto-populates with the bill due date. To change the date, 
click the field to access a dropdown calendar. To change the month and year 
click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box.   

• Date Mailed – type the date you mailed the bill or click the dropdown arrow to 
access a calendar. From the calendar, select the date that you mailed the bill. 

• Date E-mailed –type the date you e-mailed the bill or click the dropdown arrow 
to access a calendar. From the calendar, select the date you e-mailed the bill. 

• Last Delivery Attempt Date – this field displays the date that CES last 
attempted to deliver a bill by either method. 

• Date Copied – this field indicates the date the bill was copied. 

• Previous Statement Balance - displays the balance of the previous statement 
for the account number 

7. Once you have completed the information within the pop-up, click the Run Bill 
button to produce the bill for this account. 

Viewing the Bill created for an Account Number 

When you create a bill, the bill information automatically displays in the Account Balance 
Summary pane within the Billing Account screen. To view the detailed bill, complete the 
following steps: 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens, and defaults to show the 
Billing Account information. 

5. Within the Bill Summary pane, click the Select billing period dropdown box (in the 
upper right-hand corner of the pane). From the list, select the billing period to view.  

6. The Bill Summary pane displays the following information: 

• Previous Balance 

• Current Charges 

• Payments and Adjustments 

• One-time Charges 

• Recurring Charges 
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• Call Charges 

7. Within the lower half of the screen, are several information tabs displaying various 
portions of the bill. View the following information by clicking the appropriate tab: 

• Balance Summary – displays the bills generated on the account and the total 
charges, payments and adjustments made on the account. Any amounts seen 
within parentheses are credits to the account. 

• Number/Circuit Summary – if multiple set devices and/or circuits are associated 
to the account, this tab displays the device name, total one-time charges, total 
recurring charges, and total call charges. To view the full details, click the plus 
sign (+) next to the number or circuit name. 

• One-Time Charges – displays only the one-time charges associated to the 
account. Within the column on the left hand side of the screen are the view 
selections. To change the view, click the option button next to the name. Each of 
the views changes how the information is organized or grouped together.  

• Recurring Charges – displays only the recurring charges associated to the 
account. Within the column on the left hand side of the screen are the view 
selections. To change the view, click the option button next to the name. Each of 
the views changes how the information is organized or grouped together.  

• Calls – displays a list of the call data associated to the account. Within the 
column on the left hand side of the screen are the view selections. To change the 
view, click the option button next to the name. Each of the views changes how 
the information is organized or grouped together.  

• Payments – displays a list of payments credited to the account. 

• Adjustments – displays a list of adjustments made on the account. 

Rollback a Bill 

The purpose of rolling back a bill is to delete the previous bill and create a new one. Please 
be aware that there is not a backup of the previous bill. When you roll back a bill, you are 
removing the charges from the bill and placing them back into the system. This allows you 
to modify the bill before sending a final bill to your customers or the Subscriber Portal.  

You can perform a rollback on a single account or on the entire bill. Please see the section 
on Generating an Entire Bill which covers how to perform a rollback on the entire bill.  

Performing a Rollback 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type the account number or portion of the number and 
then click the magnifying glass. 
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• Click the Show All button. 

4. The Accounts list opens, displaying the account matching your search criteria. 
Double-click the account. The Account window opens, and defaults to show the 
Billing Account information. 

5. To verify you are on the most recent bill cycle, click the dropdown arrow in the 
Select billing period box. Cairs.net performs a rollback from the top of the list to the 
bottom.  

6. Within the Billing Tools ribbon group click the Rollback Last Bill button.  

7. A message box displays, verifying that you really want to perform the rollback. 
Remember a rollback deletes the last bill.  

8. Click Yes to continue with the rollback or No to cancel the operation. 

9. The bill cycle no longer displays in the list, allowing you to generate a new bill for this 
account number. 

Payments 

Subscribers can make payments that apply to their statement balance. Before you can 
accept payments, you must determine the types, methods and locations you allow within 
your cairs.net.  

A Type is considered what type of payment you are accepting, for example, a standard 
payment, late payment, etc.  

A Method is considered what form of payment you are accepting, for example, cash, check, 
credit card, etc.  

A Location is considered where your customer is making the payment, for example, in 
office, cash box, mail, etc.  

Payment and Funding Types 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are three ways to Manage Payment and Funding Types 

• Within the tool bar directly above the Navigation pane, click the Payment and 
Funding Types button 

• Within the Actions pane, click the Payment and Funding Types link. 

• Within the Account list, double click on the account number, The Account 
window opens. Within the Billing Tools ribbon group, click the lower portion of 
the Payments button to access a dropdown menu. From the menu, select 
Manage Funding Types. 

4. With either option, the Payment and Funding Types popup opens. Click the line 
marked within an asterisk. Once you start typing, a new row appears allowing you to 
add multiple items. 
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5. Within the field, type-in the payment type explaining the payment types you are 
applying to the account. For example, a type can be a standard payment, 
discrepancy, bad check, etc.  

6. Within the Actions ribbon group, click the Save (to save and stay) button or click on 
the Save & Close (to save and exit) button.  

Payment and Funding Methods 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are three ways to Manage Payment and Funding Methods: 

• Within the tool bar directly the Navigation pane, click on the Payment and 
Funding Methods button. 

• Within the Actions pane, click the Payment and Funding Methods link. 

• Within the Account list, double click on the account number, The Account window 
opens, within the Billing Tools ribbon group, and click the lower portion of the 
Payments button to access a dropdown menu. From the menu, select Payment 
and Funding Methods. 

4. With either option, the Payment and Funding Methods popup opens. Click the line 
marked within an asterisk. Once you start typing, a new row appears allowing you to 
add multiple items. 

5. Within the field, type-in the payment type that explains what form of payment you 
accept. For example, cash, check, credit, debit, etc. 

6. Within the Actions ribbon group, click the Save (to save and stay) button or click the 
Save & Close (to save and exit) button. 

Payment and Funding Locations 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are three ways to Manage Payment and Funding Locations: 

• Within the tool bar directly the Navigation pane, click on the Payment and 
Funding Locations button. 

• Within the Actions pane, click the Payment and Funding Locations link. 

• Within the Account list, double click on the account number, The Account window 
opens, within the Billing Tools ribbon group, and click the lower portion of the 
Payments button to access a dropdown menu. From the menu, select Payment 
and Funding Locations. 

4. With either option, the Payment and Funding Locations popup opens. Click the line 
marked within an asterisk. Once you start typing, a new row appears allowing you to 
add multiple items. 
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5. Within the field, type-in the payment locations. For example, drop box, mail, OTC, 
etc. 

6. Within the Actions ribbon group, click on the Save (to save and stay) button or click 
the Save & Close (to save and exit) button.  

Deleting a Type, Method or Location 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Unofficial Accounts. 

3. There are three ways to delete a type, method or location: 

• Within the tool bar directly above the Navigation pane, click on the appropriate 
button 

• Within the Actions pane, click the appropriate link  

• Within the Account list, double click on the account number, The Account window 
opens, within the Billing Tools ribbon group, and click the lower portion of the 
Payments button to access a dropdown menu. From the menu, make the 
appropriate selection. 

4. With either option, the window opens.  

5. Right click the selector box next to the name, a small popup box opens and within 
the box click Delete. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the item. Click Yes within the box to continue or No to cancel the operation. 

7. Once selected, cairs.net draws a line through the name; allowing you to delete 
multiple items at once.  

8. If you do not want to delete the item, right-click the record to access a popup menu 
and from the popup, click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save & Close. 

Making a Payment 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type-in the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  
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5. Within the Billing Tools ribbon group, click the upper portion of the Payments 
button. 

6. The screen changes allowing you to enter in a payment to apply to the account. 
Within the top pane complete the following information (required fields are marked 
with an asterisk(*): 

• Payment or Funding Type – click the dropdown arrow to access a list and from 
the list, select the payment type. 

• Payment or Funding Method – click the dropdown arrow to access a list and 
from the list, select the payment method. 

• Payment or Funding Location – click on the dropdown arrow to access a list 
and from the list, select the location where the payment was made. 

• Receipt Number* – this field auto-populates with an invoice number. To change 
the number, click the field and type-in the new invoice number. 

• Received Date* –this field auto-populates with the current date. To change the 
date, click the field to access a dropdown calendar. To change the month and 
year click the right or left arrow, and once at the appropriate month and year, 
click the number to select the date. The date populates in the box.       

• Amount Due – this field auto-populates with the current account balance. 

! The next four fields work together allowing you to keep an accurate account of the funds 

submitted into your system. If the amount submitted is greater than the amount due, 
cairs.net makes the appropriate calculations and displays the amounts in the appropriate 
fields. For example: 

 Amount Due – 35.65 

 Amount Submitted - $40.00 

 Change Given - $4.35 

 Net Payment - $35.65  

Cairs.net does not allow you to give change if the total submitted is more than the net 
payment. For example, if the customer submitted $30.00 but wants to pay $25.00, cairs.net 
does not allow this. Both fields change to the total amount submitted.  

• Amount Submitted – type-in the total amount submitted. When entering in the 
amount received, type-in the total amount with a decimal point. If you fail to enter 
in the decimal point, cairs.net adds one in the appropriate location. For example 
if you type-in $100, cairs.net converts it to $1.00 instead of $100.00. 

• Change Given – this field auto-populates with the correct change to give to the 
person when they have submitted more that the balance statement. For example, 
if the statement balance is $35.50 and the submitted amount is $36.00, this field 
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displays -$0.50 allowing you to keep an accurate accounting of the funds 
entering your system.  

• Net Payment – if the amount submitted is the same as the amount due, this field 
populates with the same amount.  

! Cairs.net has a built in calculator. In the lower left hand corner of the top pane, click the 

Calculator button. The standard Windows calculator displays.  

• Check Number – if the customer submitted a check for payment, type-in the 
check number. 

• Check Status – click on the dropdown arrow to access a list, from the list select 
the check status. You have three options:  Good, Bad, or Resolved. 

• Fiscal Year – type-in the current fiscal year, or the fiscal year the payment 
should apply to. 

• Note – type-in any additional payment notes. 

7. Once you have completed the fields, click the Apply Payment button in the lower 
right hand corner of the pane.  

! Payments made on the last day within the billing cycle are included within that billing 

cycle.  

8. Once applied, the payment information displays in the Payment History pane in the 
lower portion of the screen.  

9. The status of the payment is Pending. A payment is not applied to a balance until 
you generate the next bill cycle.  

Viewing Payment History 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Before the Account list populates, you must either:  

• Within the search box, type-in the account number or portion of the number and 
then click the magnifying glass, 

• Click the Show All button, 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Payments 
button. 

6. Within the Payment History pane in the lower portion of the screen, view the 
payment(s) applied and pending on the account.  
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7. If the list does fully populate with all payments processed, you can search for a 
particular payment by typing in any portion of any field or by clicking the Show All 
button.  

Late Payment Action History 

On the Late Payment Action History tab you view the actions that have been taken on an 
account that is overdue. The Action Date, Days Past Due, Action and Description are 
displayed.   

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type-in the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Payments 
button. 

6. Within the Payment History pane, click on the Late Payment Action History tab to 
view the actions taken on the account for overdue payments.    

7. If the list does fully populate with all actions, you can search for a particular action by 
typing in any portion of any field or by clicking the Show All button.  

Editing a Payment 

You can edit a payment that is pending to an account. However, once the status of the 
payment changes from pending the payment is no longer editable 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Unofficial Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type-in the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Payments 
button. 

6. Within the Payment History pane in the lower portion of the screen, a list of the 
payments made to the account appear.  
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7. Next to the status, click on the record selector box to access a popup menu, from 
the menu select Edit. The complete payment details appear in the upper pane.  

8. Make the necessary changes and click on the Update Payment button in the lower 
right hand corner of the pane.  

9. The status of the payment is Pending. A payment is not applied to a balance until 
you generate the next bill cycle.  

Deleting a Payment 

You can delete a payment that is pending to an account. However, once the status of the 
payment changes from pending the payment is no longer editable.  

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts and then Official Accounts. 

3. To populate the Account list, you must either: 

• Within the search box, type-in the account number or portion of the number and 
then click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens to the right displaying the account matching your search 
criteria. Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Payments button. 

6. Within the Payment History pane in the lower portion of the screen a list of the 
payments made to the account appears.  

7. Next to the status, click on the record selector box to access a popup menu, from 
the menu select Delete. 

8. Once you click Delete, a message box appears verifying that you really want to 
delete the payment. Click Yes within the box to continue or No to cancel the 
operation. 

9. The payment is removed from the Payment History pane, the total amount due 
return to the amount before the payment was applied. 

 

Running a Bill – Unofficial 
Within Billing Cycle History, you can view the bills have are completed or are in the process 
of completion for all cycles. You can also generate or schedule a bill for a cycle.  

! You cannot generate a bill on a cycle if there is already one in place. If this is the case, 

you must Rollback the current bill to generate another.  See Billing History – Official → 
Rolling Back a Billing Cycle.   
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Viewing Billing Cycle History 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Click the plus sign (+) next to Unofficial Accounts to access the submenus. Click 
Run Bill Requests – Unofficial. 

A list of the bills you have asked CES to run populates within the pane on the right-
hand side of the screen.  

4. To view the complete information, double-click any row. 

The General – Billing Cycle History window opens. The top pane displays the same 
information as listed above while the lower pane breaks the bill down based on 
account.  

5. To view the complete account information, double-click the row. The General 
Account’s window opens. To return to the General – Billing Cycle History window, 
click the X in the upper right-hand corner of the account. 

6. To view the complete account information, double-click the row. The General 
Accounts window opens. To return to the Billing Cycle History window, click the X in 
the upper right-hand corner of the account. 

 

Run Bill - Unofficial 

Before you can run a bill, you must set-up your Billing Cycle; this determines the dates of 
the billing period, run month, run date and due day of the bill. Each bill run is determined by 
the billing cycle.   

! Within the Billing Cycle Plan, there is a Run Month and Run Day. These determine when 

cairs.net is allowed to generate the bill. For example, if you have the following scenario: 

Bill Start Date – January 1     Bill End Date – January 31 

Run Month – February      Run Day – 6 

All charges between the 1st and 31st of January are included in the bill. 

The bill cannot be generated before February and not before the 6th. This allows you to 
review and correct any issues with accounts, if necessary. 

If you put a request to generate the bill before February 6th, the bill will not generate until 
the 6th. You will see the request as Not Yet Started, on the 6th you will see a In process 
status.    

If you put click on the Run Bill link on the 7th, the bill runs right away, there is no wait time.  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 
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3. Click the plus sign (+) next to Unofficial Accounts to access the submenus. Click 
Run Bill Requests – Official.  

4. Before the list of bills generated or are in the process of being generated are 
populated in the pane to the right you must click the Show All button. The most 
recent bills appear at the top of the list. 

! Before you run a bill, it is a good idea to make sure that no other bills relates to the billing 

period. Pay close attention to the Status column, this column displays whether the bill is 
completed, in process, or not yet started.  

5. Within the Actions pane, click the Run Bill – Unofficial link 

6. Once you click the link, the following message box appears: 

 

As stated in the message, the bill runs based on the billing cycle’s run month and 
run day. You have the option of viewing the cycle plan by clicking the View Cycle 
Plan button.    

7. Click on Yes to continue the run bill process, this process may take several hours to 
complete.  

8. A status box appears with the following information: 

• Bill Status 

• Processing # of # 

• Accounts Billed 

• Account Failed 

• Account Current 

• Accounts Unassigned 

• Accounts Closed and Suspended 

9. The status box stays open until the bill is completed. To view the complete details of 
the bill, click the View Details button. This General – Billing Cycle window opens. 
This window displays three panes of information: 

• General Information – this pane displays the status of the bill, including start time, 
total accounts processed, total bills succeeded, total bills failed, to name a few 
fields. 
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• Bills Generated – once cairs.net generates a bill for an account, the account 
number lists within this pane. The pane displays such information as total 
payments, total charges, etc.  

• Failed Bills – if cairs.net is unable to generate a bill for an account, the account 
number displays within this pane. Any additional information that cairs.net can 
provide also displays.  

10. To make sure you are viewing the most current information, click the Refresh button 
within the Actions ribbon group. 

Schedule Bill – Unofficial  

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts, then Unofficial Accounts. 

3. Click the plus sign (+) next to Unofficial Accounts to access the submenus. Click 
Run Bill Requests – Official.   

4. Before the list of bills generated or are in the process of being generated are 
populated in the pane to the right you must click the Show All button. The most 
recent bills appear at the top of the list. 

! Before you schedule a bill, it is a good idea to make sure that no other bills relates to the 

billing period. Pay close attention to the Status column, this column displays whether the 
bill is completed, in process, or not yet started.  

5. Within the Actions pane, click the Schedule Bill – Unofficial link 

Once clicked the following popup becomes available: 

 

6. To schedule the bill for a future date, click on the dropdown arrow to access a 
calendar. There are two ways to change the date: 

• Click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. 

• Click the month name, a list of the months opens, from the list select the 
appropriate month. To change the year: click the year to access a set of up and 
down arrow, use the arrows to select the appropriate year. Once at the 
appropriate month and year, click the date.  

Within either selection, the date appears in the box.  

7. Once you have the appropriate date, click the Schedule button.  
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8. Alternately, click the Cancel button to not schedule the bill and return to the 
Accounting menu.  

Deleting your Billing Cycle History 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Click the plus sign (+) next to Unofficial Accounts to access the submenus. Click 
Run Bill Requests – Official.  

A list of the bills you have asked CES to run populates within the pane on the right-
hand side of the screen.  

4. Within the list, highlight the cycle that you want to delete. 

5. Within the Actions pane, click the Delete Billing Cycle History link 

6. A message box opens asking if you really want to delete the history, within the box 
click Yes to continue or No to cancel the operation. 

7. Once you click yes, the cycle history is removed from your database. 

Billing History - Unofficial 

Viewing your Billing History 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Click the plus sign (+) next to Unofficial Accounts to access the submenus. Click 
Billing History – Unofficial. 

4. A list of the bills produced populates within the right-hand pane.  

5. Each row gives a summary of the Billing information. The following read-only 
information displays: 

• Bill From and Bill To dates 

• Total Bills Sent 

• Total Bills Certified 

• Total Charges 

• Total Payments 

• Total One-time, Recurring and Call Charges 

• Total Adjustments 

• Account Type 
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6. To view the account number breakdown of the above information, click the plus sign 
(+) next to the Bill From Date. 

7. Within the Views pane, are several alternate view selections. Each selection 
organizes or groups the bills differently, to change the view click the option button 
next to the selection.  

8. The list displays additional information pertaining to each account number. To view 
the complete account information, double-click the row. The General Accounts 
window opens. 

9. If you make changes to the account number, click the Save & Close button within 
the Actions ribbon group to return to the Billing History Unofficial list.  

! At this point, if you make any changes to the charges on the account, the Billing History 

will not reflect the new charges. You need to either rollback the current bill or produce a 
new bill for the individual account number.  

Rolling Back a Billing Cycle 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Click the plus sign (+) next to Unofficial Accounts to access the submenus. Click 
Billing History – Unofficial. 

A list of the bills you have asked CES to run populates within the pane on the right-
hand side of the screen.  

4. Within the Tools ribbon group, click Rollback Billing Cycle. 

! Please be aware that there is not a backup of the previous bill. When you roll back a bill, 

you are removing the charges from the bill and placing them back into the system. 

5. When asked if you really want to roll back the billing cycle, click Yes to continue or 
No to cancel the operation. 

6. The status changes to Rolled Back After Completed. 

At this point, there is no bill for the cycle; you must run another bill for the cycle.  

 Exporting your Billing History 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounts and then Unofficial Accounts. 

3. Click the plus sign (+) next to Unofficial Accounts to access the submenus. Click 
Billing History – Unofficial. 

4. A list of the bills produced populates within the right-hand pane. 
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5. Within the toolbar at the top of the screen, click the dropdown arrow next to Export. 
There are seven options to choose from: 

• Excel (All Levels) – exports all records to an Excel spreadsheet. If you have 
several account numbers `in your database, this procedure can take some time. 

• Excel (Top Level Only) – exports only the top level of information.  

• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line.  

• Excel (Multiple Files) – exports each bill into a separate file.  

• PDF (All Levels) – exports all records to a PDF file. If you have several account 
numbers in your database, this procedure can take some time. 

• PDF (Top Level Only) – exports only the top level of information.  

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab-Delimited Text (Top Level Only) – exports the top level of information into 
a tab-delimited text file. Once selected, the Select the location to save the Tab-
delimited Text File box opens. Browse to the location, type the file name within 
the text box and click the Save button.  

6.  The file opens allowing you to save or modify the file in the appropriate program.  

Accounting Entries 
Within Accounting Entries, you can view a list of the components associated to each 
account and the related charge types. When you access the menu option, you can click on 
the Show All button in the upper right hand portion of the window or you can perform a 
search for a specific component or account. When the list opens the following information 
displays: 

• Item Number or Name 

• Item Type 

• Item Delete Date 

• Account Number 

• Site 

• Organization Name and Path 

• Billing Start and End Date 

• Charge Type 

The component may appear in the list more than once depending on how many accounts 
are related to the different charge types.  
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By double-clicking on any record you open the Assigned Accounts and Equipment window, 
to learn more about associating information please see the Official Account Configuration 
→ Account Entries section.  
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Reports 

This section provides you an area to produce different reports regarding your billing 
processes. There are six report types that you can generate, they are: 

• Billing Reports – allows you to generate charge summaries for extensions, 
account, orgs, etc.  

• Unofficial Bill Summary by Number – generates a report based on item 
number whether a telephone number or cell phone number associated to 
unofficial accounts only 

• Unofficial Bill Summary by Subscriber – generates a report on subscribers 
associated to unofficial accounts only. 

• Financial Summary – this report works in connection with Unique Financial and 
STARS 

• Rejected Authorization Codes – displays a list of the authorizations codes that 
exist within your call records but do not have matching records within your 
database 

• Payment History – displays a list of the payments made and the associated 
account number 

• Billed Equipment and Service Summary – provides a list of the equipment and 
services that have been billed upon, the report is based on the equipment or 
service name 

• Billed Inventory – provides a list of the account number and the associated 
equipment and services charges that have been billed  

• Bill Certification – allows you to view the bills that are certified and uncertified 
for a particular billing cycle. 

After you generate any report to the screen you can export that information into an Excel, 
PDF or text file.  
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Billing Reports 
Billing reports allow you to create a variety of reports for billing data within your database. 
In order for you to generate a report, you must have run at least one bill. Cairs.net pulls 
data from the billing cycles to produce your report.  

There are several different reports that you can create based on a variety of search 
parameters. Within the Report Setup pane, you create templates that allow you to generate 
the same report on a regular basis. Once a report is generate to your screen, you can then 
export the information to an excel spreadsheet or a PDF file.  

There are five different report selections to choose from, each of the selections bases the 
charges and totals on a particular parameter. The five report selections are as follows: 

• Charge Summary – displays a list of the total one-time, recurring and call 
charges, adjustments and the total for each account number, the grand total for 
all charges displays at the bottom of the list 

• Charge Summary by Extension – displays the same information as the charge 
summary adding the extension/number and the total minutes and call counts. 
The grand total displays at the bottom of the list as well as a few average values.  

• Revenue – displays the same information as the charge summary adding the 
number of statements generated for the billing dates entered as well as the 
payment made for each account. Again the grand total displays at the bottom of 
the list as well as total based on statement and account.  

• Charge Summary by Organization – displays the same information as the 
charge summary adding all the organization levels and the total minutes and call 
counts. The grand total displays at the bottom of the list as well as a few average 
values.  

• Charge Summary by Org and Extension – displays the same information as 
the charge summary adding the extension/number and the organization and the 
total minutes and call counts. The grand total displays at the bottom of the list as 
well as a few average values.  

• Charge Summary by Accounts Top Organization – displays the same 
information as the charge summary adding only the top level organization.   All 
charges for lower level organizations display on the top level line.   

• Charge Summary By Rollup Organization and Account – displays the same 
information as the charge summary, however, the charges for the each account 
number is rolled together for each organization. If an account number is 
associated to more than one organization, the appropriate charges are rolled into 
each organization.  

• Charge Summary Rollup By Organization – displays the same information as 
the charge summary however; the charges for all child organizations are rolled 
into the charges for the parent organization. For example, if you have the 
organization structure of Unique → Documentation, the charges for 
documentation would be included in the total for Unique.  



Reports 

CAIRS User Guide 515 

• Charge Summary by Rollup Organization and Extension – displays the same 
information as the charge summary, however, the charges for each extension is 
rolled into the charges for the parent organization.  

Creating a Report  

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billing Reports. 

3. Within the right hand pane, the screen changes displaying two panes. Within the top 
pane complete the following field (required fields are marked with an asterisk (*): 

• Report Name* – type the name of the report to generate.  Be as specific as 
possible so you know what the report generates for future use.  

• Heading Text – type the heading text for the report, this information displays at 
the top of the exported report.  

• Report Selection* – click the drop-down arrow to access a list and from the list, 
select the type of report to generate, (please see the above descriptions). 

• Fiscal Year* – type the fiscal year. 

! If this is a one-time report and it does not generate to the screen, remove the fiscal year 

and try to generate the report again. If you are creating a template, save the template and 
then generate the report.  

• Start Billing End Date* – click the drop-down arrow to access a calendar and 
from the calendar select the first date of the billing cycle. To change the month 
and year click the right or left arrow. Once at the appropriate month and year, 
click the number to select the date. The date populates in the box.     

• End Billing End Date* – click the field to access a drop-down calendar and from 
the calendar select the last date of the billing cycle. To change the month and 
year click the right or left arrow. Once at the appropriate month and year, click 
the number to select the date. The date populates in the box.     

• Report Detail* – click the field to access a drop-down list and from the list select 
the report detail type: Detail and Total, Detail Only, or Total Only. 

• Exclude Zero Cost * – click the box to insert a checkmark indicating you do not 
want to see zero cost items within your report, leave the field blank to include all 
items within your report.   

• Exclude Official  * – click the box to insert a checkmark indicating you do not 
want to see Official Accounts within your report or leave the field blank to include 
official accounts. 

• Exclude Unofficial *  – click the box to insert a checkmark indicating you do not 
want to see Unofficial Accounts within your report or leave the field blank to 
include unofficial accounts.  
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• Show Separate Call Types * – click the box to insert a checkmark indicating you 
want your report to generate a total for each call type. 

• Show Separate Vendor Charges * – click the box to insert a checkmark 
indicating that you want your report to generate a total for each Vendor. 

• Account Number – to generate the report for a specific account number, click 
the drop-down arrow to access a list. From the list, select the account number. 

• TCO – to generate the report for a specific TCO, click the drop-down arrow to 
access a list.  From the list, select the TCO name. 

• Organization Name – click the drop-down arrow to access a list from the list, 
select the name of the organization. The organization drop-down list displays the 
bottom-most organization first. After the ~~ the complete path to the selected 
organization displays. Each level of the organizational tree is separated by a >. 
Once you select an organization, the complete path populates within the field.  

• Organization Limit Scope – click the drop-down arrow to access a list from the 
list select the organization scope of the report, the following three options are 
available: 

o For Account Only 

o Organization and Children 

o Selected Organization Only 

• Category – to generate the report for a specific category, click the drop-down 
arrow to access a list. From the list, select the category name. 

• Mission Funded* – click the drop-down arrow to access a list and from the list, 
select one of the following chooses: 

o Yes – includes only the mission funded accounts within the report. 

o No – excludes mission funded accounts from the report. 

o Both – includes both mission funded and non-mission funded account 
numbers. 

• Portal Generation Option – click the drop-down arrow to access a list and from 
the list, select one of the following options: 

o Do Not Generate – selecting this option does not allow cairs.net to generate 
your report to Subscriber Portal 

o XLS – select this to generate an XLS version of your report to Subscriber 
Portal 

o PDF – select this to generate an PDF version of your report to Subscriber 
Portal 

o Both XLS and PDF – select this to generate both an XLS and PDF version of 
your report to Subscriber Portal 
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If this field is left blank, cairs.net does not send any information to Subscriber 
Portal. 

4. Within the Report Setup toolbar, click the Generate Report button. The report 
displays in the lower pane.  

Creating a Report Template 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billing Reports. 

3. Within the right hand pane, the screen changes displaying two panes. Within the top 
pane, create the search parameters for your report. 

4. Within the Report Setup toolbar, click the Save button. 

The report name now displays in the drop-down field within the Report Setup 
toolbar. 

Generate a report from a saved template 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts > Billing Reports. 

3. Within the Report Setup toolbar, click the arrow next to (New Report) to access a 
drop-down list. From the list, select the name of the report to generate. 

4. Click the Generate Report button. 

The report displays within the bottom pane.  

Deleting a saved template 

1. Click the Accounting menu. 

2. In the Navigation pane, click Accounts > Billing Reports. 

3. Within the Report Setup toolbar, click the arrow next to (New Report) to access a 
drop-down list. From the list, select the name of the report to delete. 

4. Click the Delete button. 

Copy to New 

This selection allows you to use an existing report template and add further search 
parameters onto it.  

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billing Reports. 

3. Within the Report Setup toolbar, click the arrow next to (New Report) access a 
drop-down list.  From the list, select the name of the report to copy. 
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4. The report parameters displays within the upper pane, make any necessary 
modifications. 

5. At this point, you can either save the template or generate the report by clicking on 
the appropriate button with the Report Setup toolbar.  

Exporting your report 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billing Reports. 

3. Within the Report Setup toolbar, click the arrow next to (New Report) access a 
drop-down list. From the list, select the name of the report to generate 

Once your report displays within the bottom pane you can export the report. 

4. On the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are eight options to choose from: 

• Excel (All Levels) – exports the report to an Excel spreadsheet. 

• Excel (Top Level Only) – exports only the top level of information.  

• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line.  

• Excel (Multiple Files) – exports each account number into a separate file. When 
you select this option, the Browse For Folder pop-up opens allowing you select 
where to save the files. Within the pop-up select the folder, and click the OK 
button, the files display within Windows Explorer in the designated location.  

• PDF (All Levels) – exports the report to a PDF file.  

• PDF (Top Level Only) – exports only the top level of information.  

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab Delimited Text (Top Level Only) – exports the top level information into a 
tab delimited text file.  

5. The file opens allowing you to save or modify the file in the appropriate program.  

Unofficial Bill Summary by Number or Subscriber 
These two reports allow you to view accounts associated to either a telephone number, 
including cell phone numbers, or accounts associated to a subscriber.  

Viewing the Bill Summary by Number 

1. Click the Accounting menu. 
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2. In the Navigation pane, click Reports > Unofficial Bill Summary by Number 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. With either option the report generates to the window and is sorted by telephone 
number from least to greatest 

5. There are six viewing options within the Views pane, each option groups or sorts the 
report based on a common characteristic.  The following views are available: 

• Simple – this is the default view, the list is sorted by telephone number 

• Billing Period – sorts the list based on billing period, specifically the billing cycle 
state month 

• Fiscal Year – sorts the list based on fiscal year 

• Account Number – sorts the list based on account numbers associated to 
telephone numbers 

• Category – sorts the list based on the category associated to each account, if 
applicable 

• Custom Summary - this selection allows you to create a custom view by dragging 
and dropping column headers to create a line display. 

6. To select a different view, click the option button next to the selection.  If available, 
click the plus sign (+) next to the group to view the individual records.  

Viewing the Bill Summary by Subscriber 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Unofficial Bill Summary by Subscriber 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the subscriber 
name, account number, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. With either option the report generates to the window and is sorted by fiscal year 

5. There are six viewing options within the Views pane, each option groups or sorts the 
report based on a common characteristic.  The following views are available: 

• Simple – this is the default view, the list is sorted by telephone number 

• Billing Period – sorts the list based on billing period, specifically the billing cycle 
state month 
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• Fiscal Year – sorts the list based on fiscal year 

• Account Number – sorts the list based on account numbers associated to a 
subscriber 

• Category – sorts the list based on the category associated to each account, if 
applicable 

• Custom Summary - this selection allows you to create a custom view by dragging 
and dropping column headers to create a line display. 

6. To select a different view, click the option button next to the selection.  If available, 
click the plus sign (+) next to the group to view the individual records.  

Financial Summary 
The Financial Summary allows you to create a report based on Site that can be exported into an XML file. 
Generally, the file is then sent to STARS. The two-step process allows you to create a project that you can 
use monthly and then run the project to create the file.  

Creating a UF Summary Project 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Financial Summary 

3. There are two ways to add a new financial summary: 

• Within the tool bar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Financial Summary. 

• Within the Actions pane, click the Add New UF Financial Summary link. 

4. With either option the General – UF Summary Project. There are two panes of 
information. The top pane provides the project details. The lower pane displays the 
complete information once you run the project. 

5. Within the top pane, complete the following information for the project (required 
fields are marked within an asterisk (*)): 

• Project Name * - type the name of the project. 

• Total Record * - this field populates with the total number of records contained 
within the report after you run the project. 

• Total Cost * – this field populates with the total cost of the report after you run 
the project. 

• Bill To Date Range From * – click the field to access a drop-down arrow, click 
the arrow to access a calendar, from the calendar select the date to start the 
report from, for example if your report is for the month on December, the date in 
this field would be 12/01/2011. 

• Bill To Date Range To * - click the field to access a drop-down arrow, click the 
arrow to access a calendar, from the calendar select the date to start the report 
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to, for example if your report is for the month on December, the date in this field 
would be 12/31/2011. 

6. Within the Actions, click Save (to save and stay) to continue working with the 
project, or click Save & Close (to save and exit) to return to the Financial Summary 
list.  

Adding Sites 

7. Within the Show ribbon group, click the Sites button to associate one or more sites 
with the project. The window displays two panes of information; the top pane 
displays the sites associated to the project. The lower pane displays a list of all the 
sites within your database, the following read-only information is available for each 
site:   

• Site Name – displays the full name of the site.  

• Site Path – displays the complete path of the site, this includes the parent and 
child sites. Each level is separated by a >.  

• Site Level – displays the site level name or number 

• Site Code – displays the three-digit alphanumeric site code. 

8. To add a site to the project, find the site within the list, and double click the record, 
the site name now displays within the upper pane.  

! Alternatively, you can click the lower portion of the sites button to access a drop-down 

list, from the list you can select either Select All or Unselect All. The Select All option allows 
you to associate all sites to the project. Whereas, the Unselect All options removes all site 
associations from the project.   

9. Within the Actions, click Save (to save and stay) to continue working with the 
project, or click Save & Close (to save and exit) to return to the Financial Summary 
list.  

Deleting a UF Summary Project 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Financial Summary 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. Once the list populates, there are two ways to delete a project:   

• Within the tool bar directly above the Navigation pane, click the red X. 

• Click the Delete UF Summary Project link within the Actions pane.   
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5. Once you click Delete, a message box displays verifying that you really want to 
delete the account. Click Yes within the box to continue or No to cancel the 
operation. 

Run Project 

Once you create your project, you can run the project each month to produce your 
summary.  

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Financial Summary. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double click the project. The General – UF Summary Project 
window opens.  

5. Within the Tools ribbon group, click the Run Project button.  

6. Depending on the amount of records you have within your database, the process 
may take a few minutes.  

7. Once the project is complete, the summary displays within the Financial Summary 
pane.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with billing reports, or click Save & Close (to save and exit) to return to the Financial 
Summary list. 

Export to XML 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports then Financial Summary. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double click the project. The General – UF Summary Project 
window opens.  

5. Within the Tools ribbon group, click the Export XML button. 

6. With an XML file, there are field size limitations. Within the text box that displays, 
click Yes to enforce the restricted field size limits or No to retain the original field 
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length. If you answer yes, an error may occur because some of your fields are too 
long. If this occurs, click OK in the error and try to rerun the report, answering no to 
the field size limitation. 

7. To select the location to save the XML File, browse to location of where to save the 
file. Once at the location, type the name of the file in the File Name field. 

8. Click the Save button. The file is saved.  

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the project, or Save & Close (to save and exit) to return to the Financial 
Summary list.  

Rejected Authorization Codes 
This option allows you to view the authorization codes that exist within your call records but 
do not have a matching code within your cairs.net database.  

Viewing Rejected Authorization Codes 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Rejected Authorization Codes. 

3. The list populates to the right with the following columns of information: 

• Authorization Code – displays the code that exists within the call records (not 
within the cairs.net database). 

• Site – displays the site name. 

• Total Count – displays the total number of calls made using the code. 

4. As you create records for these within your cairs.net database, you can refresh the 
status of the list by clicking on the Refresh Status link within the Actions pane.  

Payment History 
Within Payment History, you can view a list of the payments made to accounts as well as 
some additional information.  

Viewing the Payment Information 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Payment History. 

3. Depending on the amount of payments entered into the system, the list may or may 
not immediately populate. There are two ways to populate the list: 

• Within the search box, type any part of the payment history and then click the 
magnifying glass. 
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• Click the Show All button. 

4. The list displays either the search results or the entire list. The information displayed 
the complete payments details. 

5. Within the Views pane, are several alternate view selections, each selection 
organizes or groups the payments differently, based on a common character tic.  
The following options are available: 

• Simple View – this is the default view and displays the payments made in order 
of received date 

• Net Payment – sorts the list based on the net payment amount 

• User Name – sorts the list based on the user that entered the payment into the 
system 

• Amount Submitted – sorts the list based on the total amount submitted before 
change is given 

• Payment Location, Method, or Type – sorts the list based on either the 
location, method or type of payment 

• Received Date – sorts the list based on the date the payment is received 

• Subscriber – sorts the list based on the subscriber associated to the account 

• Fiscal Year – sorts the list based on fiscal year 

6. To change the view, click the option button next to the selection.  If available, click 
the plus sign (+) next to the group to view the individual records. 

Exporting Payment History 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Payment History. 

3. Depending on the amount of payments entered into the system, the list may or may 
not immediately populate. if There are two ways to populate the list: 

• Within the search box, type the any part of the payment history and then click the 
magnifying glass. 

• Click the Show All button. 

The list displays either the search results or the entire list.  

4. On the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are eight options to choose from: 

• Excel (All Levels) – exports all records to an Excel spreadsheet. If you have 
several account numbers in your database, this procedure can take some time. 

• Excel (Top Level Only) – exports only the top level of information.  
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• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line.  

• Excel (Multiple Files) – exports each bill into a separate file.  

• PDF (All Levels) – exports all records to a PDF file. If you have several account 
numbers in your database, this procedure can take some time. 

• PDF (Top Level Only) – exports only the top level of information.  

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab Delimited Text (Top Level Only) – exports the top level information into a 
tab delimited text file.  

The file opens allowing you to save or modify the file in the appropriate program.  

 

Billed Equipment and Services Summary 
Within this report, you can view the equipment items associated to a billing period, their 
cost and total quantity used during that period.  

Viewing the Summary 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billed Equipment and Service Summary. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The list displays either the search results or the entire list. The information displayed 
allows you to view the following information: 

• Total Bills 

• Fiscal Year and Month 

• Billing Period Start and End Date 

• Equipment or Service Name 

• Organization Path 

• Total One-Time and Recurring Charges 
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• Total Quantity 

5. There are two additional view choices within the Views pane, you can select to sort 
the listed based on Fiscal Year and Month or you can create a custom view. 

6. The Custom View allows you to select which column headers to include in your sort 
order, once a header displays in the upper pane, the list sorts automatically.  

Exporting the Summary 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billed Equipment and Service Summary. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 

The list displays either the search results or the entire list.  

4. On the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are eight options to choose from: 

• Excel (All Levels) – exports all records to an Excel spreadsheet. If you have 
several account numbers in your database, this procedure can take some time. 

• Excel (Top Level Only) – exports only the top level of information.  

• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line.  

• Excel (Multiple Files) – exports each bill into a separate file.  

• PDF (All Levels) – exports all records to a PDF file. If you have several account 
numbers in your database, this procedure can take some time. 

• PDF (Top Level Only) – exports only the top level of information.  

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab Delimited Text (Top Level Only) – exports the top level information into a 
tab delimited text file.  

5. The file opens allowing you to save or modify the file in the appropriate program.  
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Billed Inventory 
Within this report, you can view the billed equipment and service items that are associated 
to an account.  This list provides a wide range of information from account number to 
charges to site name to order number.   

Viewing the Summary 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billed Inventory. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 

4. The list displays either the search results or the entire list. The list displays severel 
fields of information including, but not limited to:   

• Account Number 

• Fiscal Year and Month 

• Total One-Time and Recurring Charges 

• Billing Period Start and End Date 

• Equipment or Service Name 

• Organization Path 

• Quantity 

5. There are two additional view choices within the Views pane, you can select to sort 
the listed based on Fiscal Year and Month or you can create a custom view. 

6. The Custom View allows you to select which column headers to include in your sort 
order, once a header displays in the upper pane, the list sorts automatically.  

Exporting the Summary 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Billed Inventory. 

3. Depending on the amount of records within your database, the list may not readily 
populate, to populate the list perform one of the following actions: 

• Within the search box, type any portion of the record, this could be the account 
number, telephone number, etc. and then click the magnifying glass. 

• Click the Show All button. 
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The list displays either the search results or the entire list.  

4. On the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are eight options to choose from: 

• Excel (All Levels) – exports all records to an Excel spreadsheet. If you have 
several account numbers in your database, this procedure can take some time. 

• Excel (Top Level Only) – exports only the top level of information.  

• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line.  

• Excel (Multiple Files) – exports each bill into a separate file.  

• PDF (All Levels) – exports all records to a PDF file. If you have several account 
numbers in your database, this procedure can take some time. 

• PDF (Top Level Only) – exports only the top level of information.  

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab Delimited Text (Top Level Only) – exports the top level information into a 
tab delimited text file.  

5. The file opens allowing you to save or modify the file in the appropriate program.  

Bill Certification 
Within this report you can view the bills that are certified or uncertified.  There are few 
different report options.  First you can view basic statistics of how many bills are certified 
and uncertified for a certain billing period.  If you double click on any record within this list, 
the Bill Certification Details window opens with the complete details for the billing cycle. 

Alternately, you can view a list of the bills that are certified and those that are not.   

Viewing Billing Cycle Details 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Bill Certification 

3. Depending on the amount of entries the system, the list may or may not immediately 
populate. There are two ways to populate the list: 

• Within the search box, type any part of the record and then click the magnifying 
glass. 

• Click the Show All button. 
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4. Once the list displays, double click the billing cycle to view.  The Bill Certification 
Details window opens.  There are three panes of information:  Billing Period 
Information, Certified Bills and Uncertified Bills 

5. The Billing Period Information pane displays the following information: 

• Fiscal Year – displays the fiscal year of when the bill generated 

• From Month – this is number represents the month in which the billing period 
started. 

• From Day – this is the first day of the billing period 

• To Month – this number represent the month in which the billing period ends 

• To Day – this is the last day in the billing period 

• Total Certified Bills – displays the total number of bills certified for the period 

• Total Uncertified Bills – displays the total number of bills uncertified for the period 

6. The Certified Bills pane lists the account number and subscriber information for the 
bills that have been certified.  This pane also displays the certified date and any 
notes entered by the person who certified the bill. 

7. The Uncertified Bills pane lists the account numbers that have not been certified for 
the billing period.  This is read only information. 

8. You can refresh the information displayed in any pane by clicking the Refresh button 
within the Action ribbon group.  

Viewing Certified Bills Flat List 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Bill Certification 

3. Click the plus sign next (+) next to Bill Certification to access the sub-menu items. 

4. Click Certified Bills Flat List, depending on the amount of entries the system, the list 
may or may not immediately populate. There are two ways to populate the list: 

• Within the search box, type any part of the record and then click the magnifying 
glass. 

• Click the Show All button. 

5. Once the list displays you can view or export all certified bills. 

Viewing Uncertified Bills Flat List 

1. Click the Accounting menu. 

2. In the Navigation pane, click Reports > Bill Certification 

3. Click the plus sign next (+) next to Bill Certification to access the sub-menu items. 
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4. Click Uncertified Bills Flat List, depending on the amount of entries the system, the 
list may or may not immediately populate. There are two ways to populate the list: 

• Within the search box, type any part of the record and then click the magnifying 
glass. 

• Click the Show All button. 

5. Once the list displays you can view or export all uncertified bills. 
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Calls  
Within Calls you can view a wide range of your call data.  Calls come into your database 
via UCE, where the calls are matched on a particular pattern to determine call type, 
duration, calling extension, called number, just to name a few.  The calls are also prices 
based on the rate tables within UCE.  There are five menu options within Calls: 

• Active Calls – you can view the most recent call data 

• Reprice Calls Requests – if changes to your rate tables occur after the calls are 
processed, you can reprice them based on the rate tables within cairs.  When you 
reprice calls a CES process is initiated, this menu option displays the request made and 
their status 

• Archived Calls – you can view the archived calls, these are calls that have been billed 
on and archived out of your active calls 

• Call Record Archive – this menu option allows you to archive call records out of the 
active call database.  You can archive or restore calls here.   

• Rejected Calls – sometimes there may be an extension out there that does not exist 
within cairs, this menu option displays a list of those extension making calls and the 
total cost.   

Active Calls 
The Active Calls Section shows all current call information in the Active Calls file. Cairs.net provides optional 
methods for viewing call information depending on the information you are interested in. There are several 
view chooses within the Views pane, the Simple View is the default. This view provides detailed information 
about each individual call. By clicking the option button next to the any of the remaining views, you can sort 
the information based on the common characteristic the following options are available: 

 

• Simple View • Call Type 

• Extension • Organization 

• Subscriber • Date Called 

• Called Number • Site  

• Switch • State 

• City • Country 

• Trunk • Greatest Cost 

• Most Frequently Dialed • Greatest Duration 

• Custom View • Last Call 
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View Active Call Records 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Active Calls. 

3. Depending on the amount of call records that you have within your database, the list 
may not populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of a call record (site name, extension, 
etc.) then click the magnifying glass. 

• Click the Show All button. 

4. Once the list populates, click the plus sign (+) next to the call type to view each call 
record.  

5. Within the Views pane, there are 15 ways to sort (based on different characteristics) 
your active call database. You can refer to a view as a sort order. When you make a 
selection within the Views pane, the list on the right-hand side of the screen changes 
to the specified sort order. The following is a list of the different views: 

• Simple View – sorts the list based on account number and includes all the other 
views in column form. 

• Call Type – this is the default view. Cairs.net lists the calls by type. 

• Extension – sorts the list based on calling extension. 

• Organization – sorts the list based on the organization associated with the 
account number. 

• Subscriber – sorts the list alphabetically by the subscriber name associated with 
the account number. 

• Date Called – sorts the list based on the date the call was made. 

• Called Number – sorts the list based on called number. 

• Site – sorts the list based on the site name associated with the account number. 

• Switch – sort the list based on switch name associated with the account number. 

• City – sorts the list based on the city name associated with the account number. 

• Country – sorts the list based on the country name associated with the account 
number. 

• Trunk – sorts the list based on the trunk used to make the call. 

• Greatest Cost – sorts the list based on call price from most to least expensive. 

• Most Frequently Dialed – the list displays the most frequently dialed number 
based on duration. The called number with the highest duration displays at the 
top of the list. 

• Greatest Duration – the list displays the extension with the greatest duration of 
total calls.  
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• Custom View – this selection allows you to create a custom view by dragging 
and dropping column headers to create a line display.  

6. To change the view, click the option button next to your selection. The list changes 
to the appropriate selection. 

7. To view all the calls within a selection, click the plus sign (+) next to the category 
name.  

8. Use the view and the search functionality together to produce various types of 
reports. Once the list (report) displays, export the information to an Excel or PDF file.  

Creating a Custom View 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and Media Imports > Active Calls. 

3. Within the Views pane, select Custom View. Within the Active Call list, there are 
two panes: the top pane will show the custom line display once created, as well as 
all the column headers that you can choose from. The lower pane displays the 
report. 

4. Within the top pane, click a field and drag it to the top of the pane to add it to your 
custom line display.  

5. To remove a column header from the line display, double-click the name.  

6. As you add fields to the line display, the report changes to reflect the added or 
deleted fields. 

7. Once your custom summary is complete, you can export the information into an 
Excel or PDF file.  

Exporting Active Calls 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Active Calls.  

3. Depending on the amount of call records that you have within your database, the list 
may not populate. perform one of the following actions: 

• Within the search box, type any portion of a call record (site name, extension, 
etc.) then click the magnifying glass. 

• Click the Show All button. 

4. Once the list is populated, you can export the information.   

5. Within the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are eight options to choose from: 

• Excel (All Levels) – exports all call records to an Excel spreadsheet. If you have 
several call records in your database, this procedure may take a moment. 
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• Excel (Top Level Only) – exports only the top level of information. For example, 
if you have sorted the list by call type, only the calls types and associated 
information export into an Excel spreadsheet. 

• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line. Excel (Multiple Files) – exports each Call 
Type to a separate file.  

• PDF (All Levels) – exports all call records to a PDF file. If you have several call 
records in your database, this procedure may take a moment. 

• PDF (Top Level Only) – exports only the top level of information. For example, if 
you have sorted the list by call type, only the calls types and associated 
information export into a PDF file. 

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab Delimited Text (Top Level Only) – exports the top level of calls into a tab 
delimited text file.  

6. The file opens on your screen allowing you to save or modify the file in the 
appropriate program.  

Duplicate Calls 

Often times, duplicate calls display in the active call database. Those duplicate calls can be 
removed from within the database.  

Find Duplicate Calls 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Active Calls. 

3. Depending on the amount of call records that you have within your database, the list 
may not populate. To populate the list, perform one of the following actions:  

• Within the search box, type any portion of a call record (site name, extension, 
etc.) then click the magnifying glass. 

• Click the Show All button. 

Once the list populates, you can remove the duplicate calls.  

4. There are two ways to remove Duplicate Calls from within the database: 

• Within the Actions pane, click the Find Duplicate Calls. 

• Within the tool bar directly above the Navigation pane, click Find Duplicate 
Calls. 

5. The Duplicate Call Record Removal Wizard displays. Select the date range for when 
you want to remove the duplicate calls. 



Reports 

CAIRS User Guide 535 

6. The Date From box displays the current date. To change the date, click the field to 
access a drop-down calendar. To change the month and year click the right or left 
arrow. Once at the appropriate month and year, click the number to select the date. 
The date populates in the box. 

7. The Date To box also displays the current date. To change the date, click the field to 
access a drop-down calendar. To change the month and year click the right or left 
arrow, and once at the appropriate month and year, click the number to select the 
date. The date populates in the box. 

8. Once you have selected the dates, click the Next button in the lower right-hand 
corner. Alternatively, to cancel the wizard, click the Cancel button in the lower left 
hand corner. 

The search result displays a list of the duplicate calls within the Active Call database.  

9. From within this screen you can modify the call records and fix any discrepancies 
within the calls.  

10. When finished, click the Next button. 

11. The next screen allows you to verify that you want to remove the list of call records 
from the database. At this point, you still have the option of cancelling the wizard by 
clicking the Cancel button in the lower left hand corner.  

12. To remove the duplicate call, click the Finish button. The duplicate calls are 
removed. 

Reprice Unbilled Calls 

Most of the time, the calls that are collected within UCE are priced. However, the pricing 
structure can vary requiring you to reprice calls. This menu option allows you to reprice the 
calls without having to re-run the calls through UCE. Before you can reprice calls, a System 
Administrator needs to create the following items within System Admin →Call Record 
Setup: 

• Rate Types 

• Zone Group (if applicable) 

• Rate Group 

• Dial Codes 

• Call Types 

• Call Pricing Group 

Once the call record has been set up, you can create a search parameter within Active 
Calls and generate a request to reprice the calls using the rates established within 
cairs.net. Once CES receives the request, it completes the request and returns the status 
to Accounting →Call and Media Imports →Reprice Calls Requests.  
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Repricing Calls 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Active Calls. 

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Click the Show All button.  

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

3. Click the double drop-down arrow next to the magnifying glass. The screen changes 
to display the advanced search options within the top pane. Once you have created 
a parameter, the results of the search populate within the lower pane. 

Within the top pane, create a search parameter to narrow the field. Here are a few 
basic rules: 

• Next to each search field is a search criteria descriptor such as Contains, Equal 
to, Between, etc. This descriptor tells the system how to look for the information 
within the fields. You can select a different descriptor by clicking the field’s 
descriptor button.   

• You can create a basic search parameter, for example, searching for a 
subscriber. Within the subscriber field, type the name or a portion of the name. 

• You can create a search parameter that includes multiple items. For example, 
you can search for a site and organization. To do so, type the name or a portion 
of the name into each field. 

Once you have entered the search parameters, the search string displays within the 
text box next to Show All. 

4. To view the results of the search, click the magnifying glass next to the text box. 

5. Once the results populate within the lower pane, click the Reprice Calls link within 
the Actions pane. 

6. To view the submitted request, click Accounting →Call and Media Imports 
→Reprice Calls Requests.  

Viewing Repricing Call Requests 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Reprice Calls Requests 

A list of all the repricing requests populates. The newest request displays at the top 
of the list.  

3. Within the status column, you can view what is happening with your request 
(whether or not it was executed, completed, failed, etc.). 
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Remove Call Ownership 

When calls come into your cairs.net database, directory/account information is associated 
with the calls. However, that directory/account information may not be correct for the call 
records. In order to remove the wrong information and replace it with the correct 
information, three processes need to be performed:  

First, you will remove the wrong information from the call records by performing the 
Remove Call Ownership action within Accounts → Calls → Active Calls.  

Second, you need to update the directory and account information relating to the extension. 
Within Configured Items → Set Management → Configured Sets, update the information for 
the extension.  

Finally, your cairs.net administrator can update the directory information relating to the call 
records. Within System Admin → Service Management, the Update call record data 
process will need to be run.  

Once these three processes are complete, the correct information displays on the call 
record.  

Removing Call Ownership  

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Active Calls. 

Before the list populates, you need to create a search parameter.  

3. Click the double drop-down arrow to the right of the magnifying glass. The screen 
changes to display the advanced search options within the top pane. Here are a few 
basic rules when creating a search parameter, to narrow the field: 

• Next to each search field are search criteria descriptors: Contains, Equal to, 
Between. These descriptors tell the system how to look for the information. You 
can select a different descriptor by clicking the field’s descriptor button.   

• You can create a basic search parameter, for example, searching for a 
subscriber. Within the subscriber field, type the name or a portion of the name. 

• You can create a search parameter that includes multiple items, for example, you 
can search for a site and organization. To do so, type the name or a portion of 
the name within each field. 

• Pay close attention to the Call Date field. The Date field allows you to remove the 
information relating to call records for a portion of the billing cycle. For example, 
the call record had a subscriber for the first 10 days of the cycle and a different 
subscriber for the remainder; you can remove the wrong subscriber for the first 
10 days of the cycle or vice versa.  

Once you have entered the search parameters, the search string displays within the 
text box next to Show All. 

4. To view the results of the search, click the magnifying glass next to the text box. 
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When you are creating a search parameter, you are creating the list of call records 
with the wrong directory or account information.  

5. Within the Actions pane, click the Remove Call Ownership link. A message box 
displays saying that this a time consuming operation and are you sure you want to 
proceed. Click the Yes button to proceed or the No button to cancel the operation. 

6. If the call records are already associated with a bill, the bill for the account number 
needs to be rolled back.  

7. Once the call records are free of the wrong information you can now update the set 
and perform a call record update.  

Reprice Call Requests 

As you make requests to reprice calls within Active Calls, the requests are listed here. 
Once you make a request, CES sees the request and completes the action. Within the list, 
pay close attention to the Status column, this column tells you whether the request is not 
executed, cancelled, in process or completed.  

Deleting a Request 

You can delete a request that has is not in process or executed.  

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Reprice Calls Requests. 

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button.  

3. Within the list, highlight the request to be deleted. 

4. Within the Actions pane, click the Delete Request link. 

Requests that are in process or completed cannot be removed or cancelled.  

5. If the request status is Not Executed, a message box displays telling you the request 
has been successfully cancelled. Click OK to continue.  

Refresh Status 

When you click the Refresh Status link within the Actions pane, the Status of each request 
refreshes. When a process in complete, the status changes to complete, and the records 
updated and records skipped columns display the appropriate numbers.  
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Archived Calls 

The Archived Calls Section provides you with a list of Archived Calls. Use the options in the 
Views pane to select the view based on the specific information you are interested in. 
There are two main views:  

• Call Summary – Call Summary is the default views option and provides a summary 
for all the archived calls in the database. You can view call information by call type 
and get specific information regarding these calls. A summary chart based on call 
type can be displayed.  

• Simple View – Provides detailed information about each call. 

• The additional nine view options sort the call records and provide specific 
information you may want to view.  

Viewing Archived Call Records 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Archived Calls. 

3. Depending on the amount of call records that you have within your database, the list 
may not populate. To populate the list, perform one of the following actions:  

• Within the search box, type any portion of a call record (site name, extension, 
etc.) then click the magnifying glass. 

• Click the Show All button. 

4. Once the list populates, click the plus sign (+) next to the call type to view each call 
record. 

5. Within the Views pane, there are 12 ways to sort your archived call database based 
on different characteristics. By clicking the option button next to each selection, you 
change the organization of the list. For example, if you select site, the call records 
for each site display as a group. The following lists the different views: 

• Call Type – this is the cairs.net default view.  

• Simple View – this list is based on account number, and includes all the other 
views in column form. 

• Number – sorts the list based on the calling number. 

• Organization – sorts the list based on the organization associated with the 
account number. 

• Subscriber – sorts the list alphabetically by the subscriber name associated with 
the account number. 

• Call Date – sorts the list based on call date. 

• Called Number – sorts the list based on called number. 

• Site – sorts the list based on the site name associated with the account number. 
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• Switch – sort the list based on switch name associated with the account number. 

• City – sorts the based on city name associated with the account number. 

• Country – sorts the list based on country name associated with the account 
number. 

• Trunk – sorts the list based on the trunk used to make the call. 

6. To change the view, click the option button next to your selection.  

7. To view all the calls within a selection, click the plus sign (+) next to the category 
name.  

8. You can use the view and search functionality together to produce various types of 
reports. Once the list (report) displays, you can export the information to an Excel or 
PDF file.  

Exporting Archived Calls 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Archived Calls. 

3. Depending on the amount of call records that you have within your database, the list 
may not populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of a call record (site name, extension, 
etc.) then click the magnifying glass. 

• Click the Show All button. 

Once the list populates, you can export the information.   

4. On the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are eight options to choose from (depending on the amount of call records, 
this process may take several minutes to complete): 

• Excel (All Levels) – exports all call records to an Excel spreadsheet.  

• Excel (Top Level Only) – exports only the top level of information. For example, 
if you have sorted the list by call type, only the calls types and associated 
information export into an Excel spreadsheet. 

• Excel (Expanded Levels Only) – exports the expanded groups full details to a 
PDF file. The un-expanded records are in the file as a top level only; therefore, 
you see only the summary line.  

• Excel (Multiple Files) - exports each of the groupings into a separate file. When 
you select this option, the Browse For Folder pop-up opens allowing you select 
where to save the files. Within the pop-up select the folder, and click the OK 
button, the files display within Windows Explorer in the designated location.  

• PDF (All Levels) – exports the report to a PDF file.  
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• PDF (Top Level Only) – exports only the top level of information. For example, if 
you have sorted the list by call type, only the calls types and associated 
information export into a PDF file. 

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab-Delimited Text (Top Level Only) – exports the top level of each grouping to 
a tab-delimited text file.  

The file opens allowing you to save or modify the file in the appropriate program.  

Call Record Archive 

After producing a bill for the call records, you may want to archive them out of the Active 
Call database. For example, once the billing process for November is complete, you can 
archive all the November calls into one file and work with the active December calls. This 
does two things: It allows you to work with the calls from one billing cycle at a time, and 
decreases the size of your active call database.  

Alternatively, you can restore prior call records to the database. This allows you to resolve 
discrepancies within the call records from a previous billing cycle. 

Archiving Call Records 

1. Click the Accounting menu.  

2. In the Navigation pane, click Calls and then Call Record Archive. 

3. Within the Actions pane, click the Archive or Restore Calls link. The Archive 
Wizard displays. 

4. Within the box, verify that the Archive Call Record option button is selected.  

5. The From box displays the current date and allows you to select the archive start 
date. To change the date, click the field to access a drop-down calendar. To change 
the month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

6. The To box also displays the current date. This box allows you to select the archive 
end date. To change the date, click the field to access a drop-down calendar. To 
change the month and year click the right or left arrow, and once at the appropriate 
month and year, click the number to select the date. The date populates in the box. 

7. Once you have selected the dates, click the Next button in the lower right-hand 
corner. To cancel the Archive Wizard, click the Cancel button in the lower left-hand 
corner. 

8. The next screen allows you to select what call types to archive. Cairs.net 
automatically selects the All box. To change the selection, click the box next to any 
call type name. This removes the All selection and selects the call type for archive.  

9. Click the Next button. 
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10. The wizard displays a summary of archived files (call types and number of records 
archived) including those from that date range.  

11. Cairs.net does not perform the actual archive until you click the Finish button. Click 
the Finish button.  

12. After clicking the Finish button, the wizard closes and takes you back to the Call 
Record Archive list. Within the list, you will see the archive you created, noted with 
the current date. In the Status column, Processing… displays until cairs.net 
completes the archive process. To view the status, click the Refresh button within 
the toolbar. When a status of complete displays in the column, cairs.net has created 
the archive file. 

Restoring Call Records 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Call Record Archive. 

3. Within the Actions pane, click the Archive or Restore Calls link. The Archive 
Wizard displays. 

4. Within the box, click the Restore Call Record option button. 

5. The From box displays the current date and allows you to select the restore start 
date. To change the date, click the field to access a drop-down calendar. To change 
the month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

6. The To box also displays the current date and allows you to select the restore end 
date. To change the date, click the field to access a drop-down calendar. To change 
the month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

7. Once you have selected the dates, click the Next button in the lower right-hand 
corner. To cancel the Archive Wizard, click the Cancel button in the lower left-hand 
corner. 

8. The next screen allows you to select what call types to Restore. Cairs.net 
automatically checkmarks the All box. To change the selection, click the box next to 
any call type name. This removes the All selection and selects the call type for 
archive.  

9. Click the Next button. 

The wizard displays a summary of restored files (call types, and number of records 
restored) including those from that date range. 

10. Click the Finish button.  

Once cairs.net completes the restoration, the calls display in the Active Call list 
again.  



Reports 

CAIRS User Guide 543 

Rejected Calls 
This option allows you to view the extensions that exist within your call records but do not 
have a matching record within your cairs.net database.  

Viewing Rejected Calls 

1. Click the Accounting menu. 

2. In the Navigation pane, click Calls and then Rejected Calls 

3. The list populates to the right with the following columns of information: 

• Extension – displays the telephone number that exists within the call records 
(not within the cairs.net database). 

• Site – displays the site name. 

• Total Count – displays the total number of calls made using the code. 

• Total Cost – displays the total cost of the rejected calls 

• Year – Month – displays the year and month of the call record 

4. There are three views that you can choose from the view the rejected calls, within 
the Views pane click on the radio button next to one of the following to change the 
view: 

• Rejected Calls – this is the default and displays the above listed fields related to 
your rejected calls 

• Unbilled Calls with Default Account – displays a list of the calls that are 
associated to the default account, once billed they will be moved to the next view 

• Billed Calls with Default Account – displays a list of the calls that were billed to 
the default account 
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Vendor Invoices and Media 

You can now import various form of media into cairs.  The imports allow you to populate your database with 
the charges associated to an account.  You can import call, equipment and/or service charges.  Once they 
are in your database you can generate a bill for the charges.  There are six menu options within Vendor 
Invoices and Media: 

• Vendor Invoices – this imports the invoices, this is a two-part import, one part is 
to import the charges the other part is to import the invoices.  Once imported you 
will compare the charges from the invoice to those of the imported charges. 

• Advanced Vendor Media Import – this imports calls and one-time equipment 
charges 

• Vendor Media Import -  

• Vendor Media template 

• Rejected Imported Calls 

• Rejected Call Charges 
 
 
The first import you can perform is for Vendor Invoices.  This import brings in data related to invoices from 
outside vendors that you can associate to your accounts. This import  

Advanced Vendor Media Import  
Vendor Media Import allows you to build a template to import call records and one-time 
equipment or service charges into the active call database.  

A few things need to be created within your database before you consider importing any 
call records. First, you need to add your call pricing groups into System Admin→Call 
Record Setup→Call Pricing Group. These groups allow you to apply rates to particular 
call types that enter your database.  

Second, you need to add your call types into System Admin→Call Record Setup→Call 
Types. These allow you to match the call types from your vendors to the appropriate calls 
types within your database.  

Third, you need to create your vendors within Equipment & Services→Vendor. When 
creating a project you need to associate the project to a vendor. 

When creating an import template, you create a useable template for several different types 
of media imports. Two basic file types can be imported, a comma delimited test file 
(produced only through Microsoft Excel) and a *.csv file.  
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It is a good idea to look at and compare the total number of calls in your active call 
database after your import is complete.  

When you import one-time charges, those equipment or services apply directly to the 
related telephone number. Each imported one-time charge needs to be associated with an 
equipment item so before importing make sure the equipment items exists within the 
database. Once imported, you can find the charges by accessing the telephone number 
within Configured Items→Set Management.  

Enabling the Advanced Vendor Media Import Template Menu 

To ensure the Vendor Media Template menu option is available within the Navigation pane, 
do the following.  

1. Within the Navigation pane, click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings to access 
the submenus. 

3. Click Settings. 

4. The list of system settings displays. Within the list, double-click 
Use_Advanced_Media_Import. 

5. Click the Setting Value, and type True.  

6. Log out of cairs.net then log back in. 

7. Click the Accounting menu.  

8. Within the Accounting pane, click Vendor Invoices and Media and then 
Advanced Vendor Media Template. 

Creating a New Vendor Media Import Project 

Before you can create a project, you must have either the comma delimited text file or *.csv 
file.  

1. Click the Accounting menu. 

2. Within the Accounting pane, click Vendor Invoices and Media and then 
Advanced Vendor Media Import. 

3. Within the Actions pane, click the Add New Vendor Media Import Project link. 
The General – Vendor Media Import window opens. 

4. While there are three information panes, we are only concerned with the Project 
Information pane at this time. Within in the pane, complete the following fields 
(required fields are marked with an asterisk (*)): 

• Vendor Name* – click the field to access a drop-down list and from the list, 
select the vendor name to associate to the project. 

• Import Name* – type the import name. 

• Conversion Rate – if applicable, click the field to access a drop-down list and 
from the list, select the conversion rate, if applicable. (The conversion rate is 
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added within System Admin →Call Record Setup →Call Pricing Group→Add Call 
Pricing Group). 

• Month* – click the field to access a drop-down list and from the list, select the 
month of the call record or one- time charge.  

• Fiscal Year*– type the current fiscal year. 

• Default Install Date - click the drop-down arrow to access a calendar, from the 
calendar select the date install date. To change the month and year click the right 
or left arrow and once at the appropriate month and year, click the number to 
select the date. The date populates in the box. 

5. Once you have completed the information, within the Actions ribbon group, click the 
Save button to save your information.  

Create Template 

6. Within the Template Action ribbon group, click the Create Template button to open 
the General – Vendor Media Import Template window.  The Select File or Files… 
popup opens to allow you to select the file to model the template after.  Browse to 
the location of the your text or .csv file. Once at the location, click the file name to 
select it then click the Open button. 

7. The pop-up closes and returns you to the General – Vendor Media Import Template 
window. Notice the selected file contents display in the lower right-hand pane. 

8. Within the Template Information pane, complete the following fields (required fields 
are marked with an asterisk (*)): 

• Disabled – click the box within the Disabled field to disable the template.  

• Vendor Name* – this field populates with the vendor selected on the previous 
screen. 

• Template Name* – type the name of the template you are creating. 

• Import Type* – click the field to access a drop-down list and select either Call 
Import or One Time Charge Import. If One Time Charge Import is selected, the 
following fields and panes are removed, as they are not utilized for this import 
type: 

Fields Removed 

• Cell Phone Import 

• Default Import Call Type 

Panes Removed 

• Call Type Mapping  

• Media Type – click the field to access a drop-down list, from the list, select the 
appropriate media type, such as Fixed Width, CSV, Delimited File, etc.  

•  The fields following Media Type will change based upon the selected import and 
media types.  
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• Call Import/Delimited File – The following fields display when the 
combination of Call Import/Delimited File is selected: 

• Delimiter Name – click the drop-down arrow and select the 
delimiter name. 

• Cell Phone Import – click the box to insert a checkmark within the 
Cell Phone Import field to indicate the file is a cell phone import.  

• Default Import Call Type – click the field to select the default call 
type to associate to all the imported calls. This allows cairs.net to 
associate a call type to those call records that do not have a call 
type or a matching call type. 

• Model File Name – displays the import file path. If no file was 
previously selected, click the Select Model File button within the 
Template Actions ribbon.  

• File Has Header – click the box to insert a checkmark to indicate 
the file you are importing has column headers. 

• File Header String – if your file contains a header, the column 
headers populate within this field. 

• File Name Extension – depending on the file type selected, the 
extension will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of 
columns present, if it is obvious. If not, then this field populates with 
one, and you need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns 
within your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and 
select the number of rows you want to preview in the Data Preview 
pane. At some points, it is necessary to view 200 or more rows to 
ensure the data is consistent throughout the entire file.  

• Default Type for Missing Equipment or Service – click the field 
to access a drop-down list and from the list select the default 
equipment or service type to associate to incoming records   

• Call Import/CSV – The following fields display when the combination of 
Call Import/CSV is selected: 

• Cell Phone Import – click the box to insert a checkmark within the 
Cell Phone Import field to indicate the file is a cell phone import. 

• Default Import Call Type – click the field to select the default call 
type to associate to all the imported calls. This allows cairs.net to 
associate a call type to those call records that do not have a call 
type or a matching call type. 
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• Model File Name – displays the import file path. 

• File Has Header – click the box to insert a checkmark to indicate 
the file you are importing has column headers. 

• File Header String – if your file contains a header, the column 
headers populate within this field. 

• File Name Extension – depending on the file type selected, the 
extension will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of 
columns present, if it is obvious. If not, then this field populates with 
one and you need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns 
within your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and 
from the list, select the number of rows you want to preview in the 
Data Preview pane. At some points, it is necessary to view 200 or 
more rows to ensure the data is consistent throughout the entire 
file.  

• Default Type for Missing Equipment or Service – click the field 
to access a drop-down list and from the list select the default 
equipment or service type to associate to incoming records   

• Call Import/Fixed Width – This media file type is not used when importing calls.   

• One Time Charge Import/Delimited File – The following fields display when 
Fixed File is selected: 

• Delimiter Name – click the drop-down arrow and select the delimiter 
name. 

• Model File Name – displays the import file path. 

• File Has Header –click on the box to insert a checkmark to indicate the 
file you are importing has column headers. 

• File Header String – if your file contains a header, the column headers 
populate within this field. 

• File Name Extension – depending on the file type selected, the extension 
will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of columns 
present, if it is obvious. If not, then this field populates with one and you 
need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns within 
your file, type the additional number of columns here. 



Vendor Invoices and Media 

CAIRS User Guide 549 

• Preview Row Count – click the field to access a drop-down list and from 
the list, select the number of rows you want to preview in the Data Preview 
pane. At some points, it is necessary to view 200 or more rows to ensure 
the data is consistent throughout the entire file.  

• Default Type for Missing Equipment or Service – click the field to 
access a drop-down list and from the list select the default equipment or 
service type to associate to incoming records   

• One Time Charge Import/CSV – The following fields display when the 
combination of One Time Charge Import/Delimited File is selected: 

• Model File Name – displays the import file path. 

• File Has Header –click on the box to insert a checkmark to indicate the 
file you are importing has column headers. 

• File Header String – if your file contains a header, the column headers 
populate within this field. 

• File Name Extension – depending on the file type selected, the extension 
will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of columns 
present, if it is obvious. If not, then this field populates with one and you 
need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns within 
your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and from 
the list, select the number of rows you want to preview in the Data Preview 
pane. At some points, it is necessary to view 200 or more rows to ensure 
the data is consistent throughout the entire file.  

• Default Type for Missing Equipment or Service – click the field to 
access a drop-down list and from the list select the default equipment or 
service type to associate to incoming records   

• One Time Charge Import/Fixed Width – This media file type is not used when 
importing one time charges.   

9. Within the Actions ribbon group, click the Save button to save your information and 
remain within this window. 

Column Mapping 

10. The next step is to associate the columns from your file to the fields within the 
cairs.net database. To do so, utilize the Column Mapping and the Data Preview 
panes.  

11. In the Column Mapping pane, the number of rows matches the number of columns. 
Complete the following information for each row (required fields are marked with an 
asterisk (*)): 
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• Import Column Index – this field populates with a cairs.net created index 
number. 

• Import Column Name – this field populates with the number of the column you 
are matching.  

• Alternate Name – type any alternate name information.  

• Related Column Name – click the field to access a drop-down list and from the 
list, select one of the following: 

• Call Date – indicates the date the call was made. 

• Call Time – indicates the time the call was initiated. 

• Call Type – indicates the call type, for example, INTNL, In-house, Local, etc. 

• Extension – indicates the telephone number that made the call or the 
telephone number that incurred the charge. 

• Called Number – indicates the dialed telephone number. 

• Duration – indicates the call duration. 

• Cost – indicates the call or equipment cost. 

• City – indicates the city of the called number. 

• State – indicates the state of the called number. 

• Mask – in some columns, there may be extra information that needs to be striped 
before the file can be imported into the database. The mask allows you to define 
how the column is to be imported into you call database. The following options 
are available and described under the Mask Info tab in the lower left portion of 
the window. Type the mask within the Mask column corresponding to the desired 
row.  

! All masks apply from left to right in the column. You can use a | character between the 

masks as a delimiter to combine two masks. 

• Empty – no mask. Use the | character between masks as a delimiter to 
combine with other masks. 

• Trim – removes the space before and after the date. 

• Number – removes anything from the data that is not a number. Also strips + 
and – characters. 

• Currency – removes anything from that data that is not a number. Leaves + 
and – prefix characters and interprets number surrounded by ( ) as negative 
values. 

• Last – includes the last characters or digits. This must be followed by the 
number of characters to include as indicated by a # sign. 



Vendor Invoices and Media 

CAIRS User Guide 551 

• First – includes the first characters or digits. This must be followed by the 
number of characters to include as indicated by a # sign. 

• Strip – specify a number of characters or digits to strip from the front of the 
data. This must be followed by the number of characters to strip as indicated 
by a # sign. 

• Remove – used to remove single characters from data. This must be followed 
by the single character to remove. 

• Duration – used to format time data, a H = hour, M = minute, S = second, := 
= ignore. For example, if your time in the raw file looked like 0000:32.0 you 
would enter HHHH:MM. 

• Date – Used to format date data. Y=Year, M=Month, D=Date 
(colon):=(Ignore) Date MM/DD  12/25 will be changed to 12/25/2009 (If today 
is earlier than 12/25/2010 or 12/25/2010. 

• Time – used to format time data, a H = hour, M = minute, S = second, := = 
ignore. For example, HH:MM:SS. 

• Prefix – prefix characters or digits. This mask must be followed by the 
number of characters to prefix. PREFIX (702)-  123-4567 will be changed to 
(702)-123-4567. 

The following fields display if the Import Type and Media Type combination is 
Call Import/Delimited File: 

• Service/Equipment Type – click the drop-down arrow and select the service or 
equipment type. 

• Service/Equipment Name – click the drop-down arrow and select the service or 
equipment name. 

• Part Name – click the drop-down arrow and select the part name. 

12. There are three information tabs located at the bottom of the Data Preview pane.  

• Raw Tab – displays the information as it displays in the file from the Vendor. 

• Formatted – displays the information in the columns as it will be imported into 
cairs.net. 

• Masked – displays the information in the masked form. This tab is helpful in 
getting the correct mask for the column. 

13. If you are importing calls, you need to complete the Call Type Mapping pane. This 
pane matches the call types from your Vendor to call types within the cairs.net 
database. There are two columns within this pane: 

• Call Type – click the field to access a drop-down list of the call types displaying 
in your Vendor raw file. Select the call type to change to the new call type. 

• Imported Call Type – click the field to access a drop-down list of the call types 
displaying within your cairs.net database. Select the new call type. 
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! If there is no call type within your raw file, use the Default Import Call Type field within 

the Template Information pane. 

14. When you have completed filling in the information panes, click the Save & Close 
button within the Action ribbon group. 

15. You are returned to the General – Vendor Media Import window. Notice the template 
you just created displays in the lower left hand corner of the Template Information 
pane.  

16. The next step is to create a group, which allows you to upload the files before they 
are actually imported. CES completes the import process. 

17. Within the Import Files pane, complete the following fields to create a group: 

• Group Name – type a group name, for example, call records, one-time charges, 
CSV, etc.  

• Template Name – click the field to access a drop-down list and from the list 
select the name of the template to associate to the group. A group can contain 
only one template.  

18. Click the plus sign (+) next to your group name. Make sure the group name and 
template name row remains highlighted.  

19. Within the Project Action ribbon group, click the Add Files button. 

20. Within the Select File or Files to model the template after pop-up, browse to the 
location of your text or .csv file. Once at the location, click the file name to select it, 
and click the Open button. 

21. Your file name displays in the line directly below the group name. Notice the Status 
column says ‘Not Started.’ You need to upload the files so CES can import the calls 
into your database.  

22. Within the Project Action ribbon group, click the Import Now button. This button 
both uploads and imports the file(s). Depending on the file size, this process may 
take a moment. When the process finishes, a message displays notifying you the 
File transfer is complete. Within the pop-up, click the OK button.  

23. Within the Actions ribbon group, click the Refresh button. When the refresh is 
complete, click the plus sign (+) next to your group name. Notice the status of your 
file has changed to Ready to Import. 

24. Within the Actions ribbon group, click the Save & Close button.  

25. When CES runs again, it imports your file into the Active Call Database or into 
Equipment & Service for each telephone number.  

Creating an Vendor Media Import Project from an Existing Template 

To open an existing vendor media import template, do the following: 

1. Click the Accounting menu. 
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2. In the Navigation pane, click Vendor Invoices and Media > Advanced Vendor 
Media Import. 

3. Within the Actions pane click the Add New Vendor Media Import Project link. The 
General – Vendor Media Import window opens. 

4. Within in the Import Files pane, click the drop-down arrow and select template to 
use for the project. 

5. Complete the following fields within the Project Information pane:  

• Vendor Name* – click the field to access a drop-down list and from the list, 
select the vendor name to associate to the project. 

• Import Name* – type the import name. 

• Conversion Rate – if applicable, click the field to access a drop-down list and 
from the list, select the conversion rate, if applicable. (The conversion rate is 
added within System Admin →Call Record Setup →Call Pricing Group→Add Call 
Pricing Group). 

• Month* – click the field to access a drop-down list and from the list, select the 
month of the call record or one- time charge.  

• Fiscal Year*– type the current fiscal year. 

6. Within the Template Action ribbon group, click the Create Template button. Two 
things happen, the General – Vendor Media Import Template window opens and the 
Select File or Files to model the template after pop-up opens.  

7. Within the Select File or Files to model the template after pop-up, browse to the 
location of your text or csv file. Once at the location, click the file name to select it 
then click the Open button. 

8. The pop-up closes and returns you to the General – Vendor Media Import Template 
window. Notice the selected file contents display in the lower right-hand pane. 

9. Within the Template Information pane, complete the following fields (required fields 
are marked with an asterisk (*)): 

• Disabled – click the box within the Disabled field to disable the template.  

• Vendor Name* – this field populates with the vendor selected on the previous 
screen. 

• Template Name* – type the name of the template you are creating. 

• Import Type* – click the field to access a drop-down list and from the list select 
the import type; either a call import or a one-time charge for equipment/services 
import. 

• Media Type – click the field to access a drop-down list, from the list, select the 
appropriate media type, such as Fixed Width, CSV, Delimited File, etc.  

•  The fields following Media Type will change based upon the selected import and 
media types.  
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• Call Import/Delimited File – The following fields display when the 
combination of Call Import/Delimited File is selected: 

• Delimiter Name – click the drop-down arrow and select the 
delimiter name. 

• Cell Phone Import – click the box to insert a checkmark to indicate 
the file is a cell phone import.  

• Default Import Call Type – click the field to select the default call 
type to associate to all the imported calls. This allows cairs.net to 
associate a call type to those call records that do not have a call 
type or a matching call type. 

• Model File Name – displays the import file path. If no file was 
previously selected, click the Select Model File button within the 
Template Actions ribbon.  

• File Has Header – click the box to insert a checkmark to indicate 
the file you are importing has column headers. 

• File Header String – if your file contains a header, the column 
headers populate within this field. 

• File Name Extension – depending on the file type selected, the 
extension will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of 
columns present, if it is obvious. If not, then this field populates with 
one and you need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns 
within your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and 
from the list, select the number of rows you want to preview in the 
Data Preview pane. At some points, it is necessary to view 200 or 
more rows to ensure the data is consistent throughout the entire 
file.  

• Call Import/CSV – The following fields display when the 
combination of Call Import/CSV is selected. 

• Cell Phone Import – click the box within the Cell Phone Import 
field to indicate the file is a cell phone import. 

• Default Import Call Type – click the field to select the default call 
type to associate to all the imported calls. This allows cairs.net to 
associate a call type to those call records that do not have a call 
type or a matching call type. 

• Model File Name – displays the import file path. 
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• File Has Header – click on the box to insert a checkmark to 
indicate the file you are importing has column headers. 

• File Header String – if your file contains a header, the column 
headers populate within this field. 

• File Name Extension – depending on the file type selected, the 
extension will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of 
columns present, if it is obvious. If not, then this field populates with 
one and you need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns 
within your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and 
from the list, select the number of rows you want to preview in the 
Data Preview pane. At some points, it is necessary to view 200 or 
more rows to ensure the data is consistent throughout the entire 
file.  

• Call Import/CSV – The following fields display when the combination of 
Call Import/CSV is selected: 

• Cell Phone Import – click the box to insert a checkmark within the 
Cell Phone Import field to indicate the file is a cell phone import. 

• Default Import Call Type – click the field to select the default call 
type to associate to all the imported calls. This allows cairs.net to 
associate a call type to those call records that do not have a call 
type or a matching call type. 

• Model File Name – displays the import file path. 

• File Has Header – click on the box to insert a checkmark to 
indicate the file you are importing has column headers. 

• File Header String – if your file contains a header, the column 
headers populate within this field. 

• File Name Extension – depending on the file type selected, the 
extension will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of 
columns present, if it is obvious. If not, then this field populates with 
one and you need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns 
within your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and 
from the list, select the number of rows you want to preview in the 
Data Preview pane. At some points, it is necessary to view 200 or 
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more rows to ensure the data is consistent throughout the entire 
file.  

• Call Import/Fixed Width – This media file type is not used when importing calls. 

• One Time Charge Import/Delimited File – The following fields display when the 
combination of One Time Charge Import/Delimited File is selected: 

• Delimiter Name – click the drop-down arrow and select the delimiter 
name. 

• Model File Name – displays the import file path. 

• File Has Header –click on the box to insert a checkmark to indicate the 
file you are importing has column headers. 

• File Header String – if your file contains a header, the column headers 
populate within this field. 

• File Name Extension – depending on the file type selected, the extension 
will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of columns 
present, if it is obvious. If not, then this field populates with one and you 
need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns within 
your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and from 
the list, select the number of rows you want to preview in the Data Preview 
pane. At some points, it is necessary to view 200 or more rows to ensure 
the data is consistent throughout the entire file.  

• One Time Charge Import/CSV – The following fields display when the 
combination of One Time Charge Import/Delimited File is selected: 

• Model File Name – displays the import file path. 

• File Has Header –click on the box to insert a checkmark to indicate the 
file you are importing has column headers. 

• File Header String – if your file contains a header, the column headers 
populate within this field. 

• File Name Extension – depending on the file type selected, the extension 
will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of columns 
present, if it is obvious. If not, then this field populates with one and you 
need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns within 
your file, type the additional number of columns here. 
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• Preview Row Count – click the field to access a drop-down list and from 
the list, select the number of rows you want to preview in the Data Preview 
pane. At some points, it is necessary to view 200 or more rows to ensure 
the data is consistent throughout the entire file.  

• One Time Charge Import/Fixed Width – This media file type is not used when 
importing one time charges.   

10. Within the Actions ribbon group, click the Save button to save your information and 
remain within this window. 

Column Mapping 

11. The next step is to associate the columns from your file to the fields within the 
cairs.net database. To do so, utilize the Column Mapping and the Data Preview 
panes.  

12. In the Column Mapping pane, the number of rows matches the number of columns. 
Complete the following information for each row (required fields are marked with an 
asterisk (*)): 

• Import Column Index – this field populates with a cairs.net created index 
number. 

• Import Column Name – this field populates with the number of the column you 
are matching.  

• Alternate Name – type any alternate name information.  

• Related Column Name – click the field to access a drop-down list and from the 
list, select one of the following: 

• Call Date – indicates the date the call was made. 

• Call Time – indicates the time the call was initiated. 

• Call Type – indicates the call type, for example, INTNL, In-house, Local, etc. 

• Extension – indicates the telephone number that made the call or the 
telephone number that incurred the charge. 

• Called Number – indicates the dialed telephone number. 

• Duration – indicates the call duration. 

• Cost – indicates the call or equipment cost. 

• City – indicates the city of the called number. 

• State – indicates the state of the called number. 

• Mask – in some columns, there may be extra information that needs to be striped 
before the file can be imported into the database. The mask allows you to define 
how the column is to be imported into you call database. The following options 
are available and described under the Mask Info tab in the lower left portion of 
the window. Type the mask within the Mask column corresponding to the desired 
row.  



Vendor Invoices and Media 

558 CAIRS User Guide 

! All masks apply from left to right in the column. You can use a | character between the 

masks as a delimiter to combine two masks. 

• Empty – no mask. Use the | character between masks as a delimiter to 
combine with other masks. 

• Trim – removes the space before and after the date. 

• Number – removes anything from the data that is not a number. Also strips + 
and – characters. 

• Currency – removes anything from that data that is not a number. Leaves + 
and – prefix characters and interprets number surrounded by ( ) as negative 
values. 

• Last – includes the last characters or digits. This must be followed by the 
number of characters to include as indicated by a # sign. 

• First – includes the first characters or digits. This must be followed by the 
number of characters to include as indicated by a # sign. 

• Strip – specify a number of characters or digits to strip from the front of the 
data. This must be followed by the number of characters to strip as indicated 
by a # sign. 

• Remove – used to remove single characters from data. This must be followed 
by the single character to remove. 

• Duration – used to format time data, a H = hour, M = minute, S = second, := 
= ignore. For example, if your time in the raw file looked like 0000:32.0 you 
would enter HHHH:MM. 

• Date – Used to format date data. Y=Year, M=Month, D=Date 
(colon):=(Ignore) Date MM/DD  12/25 will be changed to 12/25/2009 (If today 
is earlier than 12/25/2010 or 12/25/2010. 

• Time – used to format time data, a H = hour, M = minute, S = second, := = 
ignore. For example, HH:MM:SS. 

• Prefix – prefix characters or digits. This mask must be followed by the 
number of characters to prefix. PREFIX (702)-  123-4567 will be changed to 
(702)-123-4567. 

The following fields display if the Import Type and Media Type combination is 
Call Import/Delimited File: 

• Service/Equipment Type – click the drop-down arrow and select the service or 
equipment type. 

• Service/Equipment Name – click the drop-down arrow and select the service or 
equipment name. 

• Part Name – click the drop-down arrow and select the part name. 
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13. There are three information tabs located at the bottom of the Data Preview pane.  

• Raw Tab – displays the information as it displays in the file from the Vendor. 

• Formatted – displays the information in the columns as it will be imported into 
cairs.net. 

• Masked – displays the information in the masked form. This tab is helpful in 
getting the correct mask for the column. 

14. If you are importing calls, you need to complete the Call Type Mapping pane. This 
pane matches the call types from your Vendor to call types within the cairs.net 
database. There are two columns within this pane: 

• Call Type – click the field to access a drop-down list of the call types displaying 
in your Vendor raw file. Select the call type to change to the new call type. 

• Imported Call Type – click the field to access a drop-down list of the call types 
displaying within your cairs.net database. Select the new call type. 

 ! If there is no call type within your raw file, use the Default Import Call Type field within 

the Template Information pane. 

15. When you have completed filling in the information panes, click the Save & Close 
button within the Action ribbon group. 

16. You are returned to the General – Vendor Media Import window. Notice the template 
you just created displays in the lower left hand corner of the Template Information 
pane.  

17. The next step is to create a group, which allows you to upload the files before they 
are actually imported. CES completes the import process. 

18. Within the Import Files pane, complete the following fields to create a group: 

• Group Name – type a group name, for example, call records, one-time charges, 
CSV, etc.  

• Template Name – click the field to access a drop-down list and from the list 
select the name of the template to associate to the group. A group can contain 
only one template.  

19. Click the plus sign next to your group name. Make sure the group name and 
template name row remains highlighted.  

20. Within the Project Action ribbon group, click the Add Files button. 

21. Within the Select File or Files to model the template after pop-up, browse to the 
location of your text or csv file. Once at the location, click the file name to select it 
click the Open button. 

22. Your file name displays in the line directly below the group name. Notice the Status 
column says ‘Not Started’. You need to upload the files so CES can import the calls 
into your database.  
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23. Within the Project Action ribbon group, click the Import Now button. This button 
both uploads and imports the file(s). Depending on the file size, this process may 
take a moment. When the process finishes, a message displays notifying you the 
File transfer is complete. Within the pop-up, click the OK button.  

24. Within the Actions ribbon group, click the Refresh button. When the refresh is 
complete, click the plus sign (+) next to your group name. Notice the status of your 
file has changed to Ready to Import. 

25. Within the Actions ribbon group, click the Save & Close button.  

When CES runs again, it imports your file into the Active Call Database or into 
Equipment & Service for each telephone number.  

Advanced Vendor Media Import Views  

 
Import Views 

To view the status of all imports including those in progress, completed, failed etc., do the 
following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Advanced Vendor 
Media Import.  

3. Within the Views pane, are the following views. 

• Simple List – displays the following information: Import Name, Month*, Fiscal 
Year*, Vendor Name*, Vendor Email Address. 

• Fiscal Year – displays the following information: Fiscal Year*, Month*, Total 
Records. This view consolidates imports by their fiscal year. Click the plus sign 
(+) to the left of the Fiscal Year* field to expand the row and display additional 
import details. 

• Import Name – displays the following information: Import Name, Total Records. 
This view displays imports by the import name. Click the plus sign (+) to the left 
of the Import Name field to expand the row and display additional import details. 

• Vendor Name – displays the following information: Vendor Name*, Total 
Records. This view displays imports by the vendor name. Click the plus sign (+) 
to the left of the Vendor Name field to expand the row and display additional 
import details. 

4. Within the Views pane, click the radio button next to the desired view. 

5. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the search criteria then click the magnifying glass. 

• Click the Show All button. 

6. This information displays within the Vendor Media Import pane.  
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Rolling Back an Import  

To roll back an import, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media then Vendor Media 
Import.  

3. Within the Views pane, click the All File Imports radio button. 

4. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the import name or portion of the name then click the 
magnifying glass. 

• Click the Show All button. 

5. Within the list double click on the project to open the General – Vendor Media Import 
screen.   

6. With the Import Files pane, click on the plus sign next to the Template Name to view 
the imported projects.  Highlight the project that you want to rollback.  

7. Within the Project Actions ribbon group, click on the Rollback Imports button. 

8. You have two choose when rolling back, you can either rollback the entire project or 
just roll back an individual file.  To rollback the whole project click on the Yes, to 
rollback just an individual file click on No.   

9. If the records have already been billed, you will not be able to rollback the import.  In 
this case you could rollback the bill and then rollback the import.   

10. When the project or file is rolled back the status changes Completed to Roll Back.  

Retrying a Failed Import  

To retry a failed import, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

• Depending on the amount of records you have within your database, the list may 
not readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

3. Within the list double click on the project to open the General – Vendor Media Import 
screen.   

4. With the Import Files pane, click on the plus sign next to the Template Name to view 
the imported projects.  Highlight the project that you want to retry. 

5. Within the Project Actions ribbon group, click on the Retry Failed Imports button. 
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6. A pop-up opens displaying the following text, “All the rows failed during the last 
import will be reset to import again. Do you want to continue?” 

7. Click Yes to continue with the import or No to cancel and close the window.  

Deleting a Vendor Media Import Project 

To delete a Vendor Media Import Project, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Advanced Vendor 
Media Template. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Vendor Media Project name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

4. A list of Vendor Media Import Projects populates within the Vendor Media Import 
pane. Click the project to delete and within the Actions pane click Delete Vendor 
Media Import Project. 

5. A pop-up window opens asking “Are you sure you want to delete the selected 
vendor media import?” 

6. Click Yes to delete the project or No to close the window.  

 

Advanced Vendor Media Import Views  

There are several views within Advanced Vendor Media Imports that allow you to 
customize how the list of your projects is categorized.  To change the view click on the 
radio button next to the option within the Views pans, the following view options are 
available: 

• Simple List 

• Fiscal Year 

• Project Name 

• Vendor Name 

• All File Imports 

You can create a search parameter to narrow the amount of information displayed or you 
can click on the Show All link in the upper right hand corner of the screen.  To view records 
within a particular category, click on the plus sign.  To view the detailed information for any 
record double click on the record.   
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Vendor Media Template 
This menu option will only appear if you have turned off Advanced Vendor Media Imports.  
To do, turn off Advances Vendor Media Imports, go to System Admin →System Settings 
→Settings, within the list find Use Advanced Media Imports, change the setting value to 
False.  You will have to logout of cairs.net and log back in to make the changes effective.   

Enabling the Vendor Media Template Menu 

To ensure the Vendor Media Template menu option is available within the Navigation pane, do the following.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings to access 
the submenus 

3. Click Settings. 

4. The list of system settings displays. Within the list, double-click 
Use_Advanced_Media_Import. 

5. Click the Setting Value and type False.  

6. Log out of cairs.net then log back in. 

7. Click the Accounting menu.  

8. Within the Accounting pane, click Calls and Media Imports > Vendor Media 
Template. 

Adding a New Vendor Media Import Template 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media 
Template. 

3. Within the Actions pane click the Add New Vendor Media Import Template.  

4. Within the Select File or Files to model the template after pop-up, browse to the 
location of your text or csv file. Once at the location, click the file name to select it 
then click the Open button. 

5. The General – Vendor Media Import Template window opens. 

6. While there are four information panes, we are only concerned with the Template 
Information pane at this time. Within in the pane, complete the following fields 
(required fields are marked with an asterisk (*)): 

• Disabled– click the box to insert a checkmark within the Disabled field to disable 
the template.  

• Vendor Name* – type the vendor name. 

• Template Name – click the field to access a drop-down list and from the list 
select the conversion rate, if applicable. (The conversion rate is added within 
System Admin →Call Record Setup →Call Pricing Group). 
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• Import Type* – click the field to access a drop-down list and from the list, select 
either Call Import or One Time Charge Import. If One Time Charge Import is 
selected, the following fields and panes are removed. as they are not utilized for 
this import type:  

Fields Removed 

• Cell Phone Import 

• Default Import Call Type 

Panes Removed 

• Call Type Mapping  

• Media Type – click the field to access a drop-down list, from the list select the 
appropriate media type, such as Fixed Width, CSV, Delimited File, etc. The fields 
following Media Type will change based upon the selected media type.  

• Delimited File – The following fields display when Delimited File is 
selected: 

• Delimiter Name – click the drop-down arrow and select the 
delimiter name. 

• Default Import Call Type – click the field to select the default call 
type to associate to all the imported calls. This allows cairs.net to 
associate a call type to those call records that do not have a call 
type or a matching call type. 

• Model File Name – displays the import file path. If no file was 
previously selected, click the Select Model File button within the 
Template Actions ribbon.  

• File Has Header –click the box to insert a checkmark to indicate 
the file you are importing has column headers. 

• File Header String – if your file contains a header, the column 
headers populate within this field. 

• File Name Extension – depending on the file type selected, the 
extension will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of 
columns present, if it is obvious. If not, then this field populates with 
one and you need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns 
within your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and 
from the list, select the number of rows you want to preview in the 
Data Preview pane. At some points, it is necessary to view 200 or 
more rows to ensure the data is consistent throughout the entire 
file.  
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• Default Type for Missing Equipment or Service – click the field 
to access a drop-down list and from the list select the default 
equipment or service type to associate to incoming records   

• CSV – The following fields display when CSV is selected: 

• Cell Phone Import –  this field defaults to include a checkmark 
indicating that you are importing cell phone data.  Click the box to 
remove the check indicating that you are importing some other type of 
call data.   

• Default Import Call Type – click the field to select the default call type 
to associate to all the imported calls. This allows cairs.net to associate 
a call type to those call records that do not have a call type or a 
matching call type. 

• Model File Name – displays the import file path. 

• File Has Header – click the box to insert a checkmark to indicate the 
file you are importing has column headers. 

• File Header String – if your file contains a header, the column 
headers populate within this field. 

• File Name Extension – depending on the file type selected, the 
extension will either be .txt or .csv.  

• File Column Count*– this field populates with the amount of columns 
present, if it is obvious. If not, then this field populates with one and 
you need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns 
within your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and 
from the list, select the number of rows you want to preview in the Data 
Preview pane. At some points, it is necessary to view 200 or more 
rows to ensure the data is consistent throughout the entire file.  

• Fixed Width – The following fields display when Fixed File is selected: 

• Fixed Width String – 

• Model File Name – displays the import file path. 

• File Has Header –click the box to insert a checkmark to indicate the file 
you are importing has column headers. 

• File Header String – if your file contains a header, the column headers 
populate within this field. 

• File Name Extension – depending on the file type selected, the extension 
will either be .txt or .csv.  
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• File Column Count*– this field populates with the amount of columns 
present, if it is obvious. If not, then this field populates with one and you 
need to add the additional columns in the next field. 

• Extra Columns – after you have counted the number of columns within 
your file, type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and from 
the list, select the number of rows you want to preview in the Data Preview 
pane. At some points, it is necessary to view 200 or more rows to ensure 
the data is consistent throughout the entire file.  

! If the Import Type* is One Time Charge and the Media Type* is Fixed Width the following 

message pop-up displays. “The media file is not suitable for fixed width. Please try another 
media type. “ 

7. Once you have completed the information, within the Actions ribbon group, click the 
Save button to save your information.  

Create Template 

8. Within the Select File or Files to model the template after pop-up, browse to the 
location of your text or csv file. Once at the location, click the file name to select it 
then click the Open button. 

9. The pop-up closes and returns you to the General – Vendor Media Import Template 
window. Notice the selected file contents display in the lower right-hand pane. 

10. Within the Template Information pane, complete the following fields (required fields 
are marked with an asterisk (*)): 

• Template Name* – type the name of the template you are creating. 

• Import Type* – click the field to access a drop-down list and from the list select 
the import type; either a call import or a one-time charge for equipment/services 
import. 

• Cell Phone Import – click the box to insert a checkmark to indicate that the 
import is for cell phones.  

• Vendor Name* – this field populates with the Vendor selected on the previous 
screen. 

• Delimiter Name – click the field to access a drop-down list and from the list 
select the appropriate delimiter, for example; comma, tab, space, etc.  

! If no delimiters display within the drop-down list, you need to create them. Within the 

Template Actions, ribbon group click the Create Delimiter button and within the Create 
Delimiter pop-up box, complete the following fields (required fields are marked with an 
asterisk (*)): 

Delimiter Name – type the delimiter name. 
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Delimiter Text – type the delimiter symbol. If the desired symbol isn’t available use the 
Delimiter Ascii value field. 

Delimiter Ascii Value – auto-populates with the Ascii value based on the value entered 
into the Delimiter Text field. If no value is entered into the Delimiter Text you can type the 
Ascii value within this field.  

! You can create but not currently delete a delimiter. 

• Media Type – click the field to access a drop-down list and from the list, select 
the appropriate media type, such as Fixed Width, CSV, Delimited File, etc.  

! If the Import Type* is One Time Charge and the Media Type* is Fixed Width the following 

message pop-up displays. “The media file is not suitable for fixed width. Please try another 
media type. “ 

• Default Import Call Type – click the field to select the default call type to 
associate to all the imported calls. This allows cairs.net to associate a call type to 
those call records that do not have a call type or a matching call type. 

• Model File Name – displays the import file path. 

• File Has Header –click the box to insert a checkmark to indicate the file you are 
importing has column headers. 

• File Header String – if your file contains a header, the column headers populate 
within this field. 

• File Name Extension – depending on the file type selected, the extension will 
either be .txt or .csv.  

• File Column Count*– this field populates with the amount of columns present, if 
it is obvious. If not, then this field populates with one and you need to add the 
additional columns in the next field. 

• Extra Columns – after you have counted the number of columns within your file, 
type the additional number of columns here. 

• Preview Row Count – click the field to access a drop-down list and from the list 
select the number of rows you want to preview in the Data Preview pane. At 
some points, it is necessary to view 200 or more rows to ensure the data is 
consistent throughout the entire file.  

11. Within the Actions ribbon group, click the Save button to save your information and 
remain within this window. 

Column Mapping 

12. The next step is to associate the columns from your file to the fields within the 
cairs.net database. To do so, utilize the Column Mapping and the Data Preview 
panes.  
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13. In the Column Mapping pane, the number of rows matches the number of columns. 
Complete the following information for each row (required fields are marked with an 
asterisk (*)): 

• Import Column Index – this field populates with a cairs.net created index 
number. 

• Import Column Name – this field populates with the number of the column you 
are matching.  

• Alternate Name – type any alternate name information.  

• Related Column Name – click the field to access a drop-down list and from the 
list select one of the following: 

• Call Date – indicates the date the call was made. 

• Call Time – indicates the time the call was initiated. 

• Call Type – indicates the call type, for example, INTNL, In-house, Local, etc. 

• Extension – indicates the telephone number that made the call or the 
telephone number that incurred the charge. 

• Called Number – indicates the dialed telephone number. 

• Duration – indicates the call duration. 

• Cost – indicates the call or equipment cost. 

• City – indicates the city of the called number. 

• State – indicates the state of the called number. 

• Mask – in some columns, there may be extra information that needs to be striped 
before the file can be imported into the database. The mask allows you to define 
how the column is to be imported into you call database. The following options 
are available and described under the Mask Info tab in the lower left portion of 
the window. Type the mask within the Mask column corresponding to the desired
 row.  

! All masks apply from left to right in the column. You can use a | character between the 

masks as a delimiter to combine two masks. 

• Empty – no mask. Use the | character between masks as a delimiter to 
combine with other masks. 

• Trim – removes the space before and after the date. 

• Number – removes anything from the data that is not a number. Also strips + 
and – characters. 

• Currency – removes anything from that data that is not a number. Leaves + 
and – prefix characters and interprets number surrounded by () as negative 
values. 
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• Last – includes the last characters or digits. This must be followed by the 
number of characters to include as indicated by a # sign. 

• First – includes the first characters or digits. This must be followed by the 
number of characters to include as indicated by a # sign. 

• Strip – specify a number of characters or digits to strip from the front of the 
data. This must be followed by the number of characters to strip as indicated 
by a # sign. 

• Remove – used to remove single characters from data. This must be followed 
by the single character to remove. 

• Duration – used to format time data, a D=Day, H=Hour, M = Minute, S = 
Second (colon):= (Ignore). For example, if your time in the raw file looked like 
0000:32.0 you would enter HHHH:MM. 

• Date – used to format date data. Y =Year, M=Month, D=Date (colon):= 
(Ignore) Date MM/DD  12/25 will be changed to 12/25/2009 (If today is earlier 
than 12/25/2010 or 12/25/2010. 

• Time – used to format time data. H = Hour, M = Minute, S = Second (colon):= 
ignore. For example, HH:MM:SS. 

• Prefix – prefix characters or digits. This mask must be followed by the 
number of characters to prefix. PREFIX (702)-  123-4567 will be changed to 
(702)-123-4567. 

14. There are three information tabs located at the bottom of the Data Preview pane.  

• Raw Tab – displays the information as it displays in the file from the Vendor. 

• Formatted – displays the information in the columns as it will be imported into 
cairs.net. 

• Masked – display the information in the masked form. This tab is helpful in 
getting the correct mask for the column. 

15. If you are importing calls, you need to complete the Call Type Mapping pane. This 
pane matches the call types from your Vendor to call types within the cairs.net 
database. There are two columns within this pane: 

• Call Type – click the field to access a drop-down list of the call types displaying 
in your Vendor raw file. Select the call type to change to the new call type. 

• Imported Call Type – click the field to access a drop-down list of the call types 
displaying within your cairs.net database. Select the new call type. 

! If there is no call type within your raw file, use the Default Import Call Type field within 

the Template Information pane. 

16. When you have completed filling in the information panes, click the Save & Close 
button within the Actions ribbon group. You are returned to the Vendor Media 
Template window.   
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Enabling a Vendor Media Template 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media and then Vendor Media 
Template. 

3. Within the Views pane, click the Disabled Templates radio button.  

4. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

5. A list of disabled Vendor Media Templates populates within the Vendor Media 
Template pane.  

6. Click and highlight the template within the Vendor Media Template pane and within 
the Actions pane click the Enable/Disable Template link.  

7. A pop-up window opens asking if you want to Enable this template? 

8. Click Yes to enable the template or No to close the pop-up window.  

9. The enabled template no longer displays within disabled list but rather now displays 
within the enabled template list.  

Modifying a Vendor Media Template 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media and then Vendor Media 
Template. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

4. A list of Vendor Media Templates populates within the Vendor Media Template 
pane.  

5. Double-click the template to modify. The Vendor Media Import window opens.  

6. Modify information as needed then click Save to save the information and remain on 
the window or Save & Close to save the information and close the window.  

Disabling a Vendor Media Template 

The disable function is for templates that are in use, but no longer usable. Without Disable, 
the only way to delete templates currently in use would be to roll back all the projects using 
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that template, delete all related projects, then delete the template (not something we want 
to do for obvious reasons).  

! Disabled templates are not available within the Template Name* drop-down field when 

adding a new vendor media import project group list. Additionally, files cannot be added to 
disabled templates.  

To disable a template, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media 
Template. 

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

3. A list of Vendor Media Templates populates within the Vendor Media Template 
pane.  

4. Click and highlight the template within the Vendor Media Template pane and within 
the Actions pane click the Enable/Disable Template link.  

A pop-up window opens asking if you want to Disable this template? 

5. Click Yes to disable the template or No to close the pop-up window.  

6. The template no longer displays within the list of enabled templates.  

Viewing a Disabled Vendor Media Template 

To view disabled templates, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media 
Template. 

3. Within the Views pane, click the Disabled Templates radio button.  

4. If the list of disabled Vendor Media Templates does not populate, either: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

5. A list of disabled Vendor Media Templates populates within the Vendor Media 
Template pane.  
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Vendor Media Import 
Vendor Media Import allows you to import call records and one-time equipment or service 
charges into the active call database.  

A few things need to be created within your database before you consider importing any 
call records. First, you need to add your call pricing groups into System Admin→Call 
Record Setup→Call Pricing Group. These groups allow you to apply rates to particular 
call types that enter your database.  

Second, you need to add your call types into System Admin→Call Record Setup→Call 
Types. These allow you to match the call types from your vendors to the appropriate calls 
types within your database.  

Third, you need to create your vendors within Equipment & Services→Vendor. When 
creating a project you need to associate the project to a vendor. 

When creating an import template, you create a useable template for several different types 
of media imports. Two basic file types can be imported, a comma delimited text file 
(produced only through Microsoft Excel) and a *.csv file.  

It is a good idea to look at and compare the total number of calls in your active call 
database after your import is complete.  

When you import one-time charges, those equipment or services apply directly to the 
related telephone number. Each imported one-time charge needs to be associated with an 
equipment item so before importing make sure the equipment items exists within the 
database. Once imported, you can find the charges by accessing the telephone number 
within Configured Items→Set Management.  

Enabling the Vendor Media Import Menu 

To ensure the Vendor Media Import menu option is available within the Navigation pane, do the following.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings to access 
the submenus 

3. Click Settings. 

4. The list of system settings displays. Within the list, double-click 
Use_Advanced_Media_Import. 

5. Click the Setting Value and type False.  

6. Log out of cairs.net then log back in. 

7. Click the Accounting menu.  

8. Within the Accounting pane, click Calls and Media Imports then> Vendor Media 
Import. 

Viewing File Raw Data  

To view all file imports by date, do the following: 
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1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import. 

3. Within the Views pane, click the radio button next to All File Imports.  

4. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

5. Within the Vendor Media Import pane, double-click the file to view. 

6. The File Raw Data window opens and displays the data within the File Raw Data 
pane. The following fields display: 

• Row Number* 

• Row Data 

• Import Processed 

• Failed Status 

7. Click Save and Close to close the window.  

Completing a Vendor Media Import 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

4. A list of Vendor Media Templates populates within the Vendor Media Template 
pane. Double-click the desired template. 

5. The General – Vendor Media Import window opens. 

6. Within the Project Action ribbon group, click Import Now. 

7. A pop-up opens, stating the information is Importing… and the Status column within 
the lower pane changes to Importing.  

8. Depending on the file size, this process may take a moment. When the process 
finishes, a message displays notifying you the File transfer is complete. Within the 
pop-up, click the OK button.  

9. Within the Actions ribbon group, click the Refresh button.  

10. Within the Actions ribbon group, click the Save & Close button.  
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11. When CES runs again, it imports your file into the Active Call Database or into 
Equipment & Service for each telephone number.  

Retrying a Failed Import 

To retry a failed import, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

4. Within the Vendor Media Import pane, double-click the file to view. The General-
Vendor Media Import window opens. 

5. In the lower pane is a list of files. Double-click the file to re-import. 

6. Within the File Action ribbon group, click the Retry Failed Import button.  

7. A pop-up opens displaying the following text, “All the rows failed during the last 
import will be reset to import again. Do you want to continue?” 

8. Click Yes to continue with the import or No to cancel and close the window.  

Retrying a Failed Import for an Individual File(s)  

To retry a failed import, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

4. Within the Vendor Media Import pane, double-click the file to view. The General-
Vendor Media Import window opens. 

5. In the lower pane is a list of files. Double-click the file to re-import. 

6. Within the File Action ribbon group, click the Retry Failed Import button.  

7. A pop-up opens displaying the following text, “All the rows failed during the last 
import will be reset to import again. Do you want to continue?” 

8. Click Yes to continue with the import or No to cancel and close the window.  
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Editing the Row Data Column 

To edit the Row Data column, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

4. Within the Vendor Media Import pane, double-click the template to view. The 
General-Vendor Media Import window opens. 

5. In the lower pane is a list of files. Double-click the file to view. 

6. The File Raw Data window opens. Click the Row Data column for the row you want 
to edit 

7. Edit the information within the field then click Save to save the changes and remain 
within the File Raw Data window or Save & Close to save the changes and close 
the window.  

Viewing Vendor Media Import Views and Status 

 
Import Views 

To view the status of all imports including those in progress, completed, failed etc., do the 
following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

3. Within the Views pane, are the following views 

• Simple List  

• All File Imports  

4. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 
A list of file imports populates within the Vendor Media Import pane. The Status column displays the file 
import status. The following statuses are possible.Viewing Import Status 

To view the status of all imports including those in progress, completed, failed etc., do the 
following: 

1. Click the Accounting menu. 
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2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

3. Within the Views pane, click the All File Imports radio button. 

4. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type the Vendor Media Template name or portion of the 
name then click the magnifying glass. 

• Click the Show All button. 

5. A list of file imports populates within the Vendor Media Import pane. The Status 
column displays the file import status. The following statuses are possible. 

• Roll Back 

• Uploading 

• Ready to Import 

• Not Started 

• Completed 

• Importing 

• Failed 

Rolling Back an Import 

To roll back an import, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

3. Within the Views pane, click the All File Imports radio button. 

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the import name or portion of the name then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the Vendor Media Import pane, single click the import file to roll back.  

5. Within the Actions pane, click Roll Back.  

6. The list of imports will clear out within the Vendor Media Import pane. To populate 
the list either: 

• Within the search box, type the import name or portion of the name then click the 
magnifying glass. 

• Click the Show All button. 

7. The import status for the rolled back file, changes from Completed to Roll Back.  
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Viewing Imported Active Calls 

The Imported Active Calls button displays active calls for  

To view imported active calls, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the import name or portion of the name then click the 
magnifying glass. 

• Click the Show All button. 

3. Within the Vendor Media Import pane, double-click the import to view. 

4. The General-Vendor Media Import window opens. Within the Show ribbon group, 
click the Imported Active Calls button.  

5. A pop-up opens, asking “Do you want to see imported calls of the whole project (Y) 
or individual file (N)? Click Yes to see the imported calls for the entire project or No 
to be able to select individual files.  

Viewing Imported Charges 

To view imported charges, do the following: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Vendor Invoices and Media > Vendor Media Import.  

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the import name or portion of the name then click the 
magnifying glass. 

• Click the Show All button. 

4. Within the Vendor Media Import pane, double-click the import to view. 

5. The General-Vendor Media Import window opens. Within the Show ribbon group, 
click the Imported Charges button.  

6. A pop-up opens, asking “Do you want to see imported calls of the whole project (Y) 
or individual file (N)? Click Yes to see the imported calls for the entire project or No 
to be able to select individual files.  

7. The imported charges display on screen.   

Authorization Codes 
Within Authorization Codes, you can track the codes used by your subscribers or 
organizations to an account number. Thereby allowing you to bill for call charges incurred 
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while using the code. Due to security concerns, this section of the software may be visible 
to only those involved with the distribution and billing of call charges.  

Please be aware that when you are adding an authorization code to a subscriber or 
unofficial account, the only place to view the association is within Authorization Codes. 
However, if you associate an authorization code to an official account, you can view the 
associated code by accessing the Auth Code button within the Show ribbon group.  

Adding/Modifying/Deleting 

Adding an Authorization Code 

1. Click the Accounting menu. 

2. In the Navigation pane, click Authorization Codes. 

3. Within the Actions pane, click Add New Authorization Codes link. 

4. The General – Authorization Code window opens. Complete the following fields 
(required fields are marked with an asterisk (*)): 

• Authorization Code* – there are three different ways you can generate a 
random authorization code: 

1. If the field is populated with the term ‘Auto”, cairs.net automatically generates 
a random code based on the settings your administrator determined in 
System Admin → System Settings → Auto Number Setup. 

! In order to use the following two ways to generate an authorization code, the Auto 

Number Setup for Authorization Codes needs to be disabled.   

2. Click the field to type in the authorization code 

3. You can type an ‘A’ in the field to have cairs.net automatically generate an 8 
digit random authorization code.  You can also provide a prefix to the ‘A’ 
which indicates that the authorization code must begin with the digits before 
the ‘A’, for example, if you enter 74A, the code may be 74123456 (74 + 6 
digits to make an 8 digit code). If you do not want an eight digit code, you can 
type a number after the ‘A’ to indicate how long you want the authorization 
code to be.  For example, A4, the code generated would be four digits; you 
can generate a code up to 16 digits long.  The code does not auto-generate 
until you click the Save button.   

• Switch Name – click the drop-down arrow to access a list and from the list, 
select the switch name 

• Account Number* – click the drop-down arrow to access a list of account 
numbers. From the list, select the appropriate number.   

• Organization Name – click the drop-down arrow to access a list and from the 
list, select the name of the organization. The organization drop-down list displays 
the bottom-most organization first. After the ~~the complete path to the selected 
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organization displays. In the example below, we selected Documentation, which 
is a child to Development and Unique. Each level of the organizational tree is 
separated by a >. 

 

• Once you select an organization, the complete path populates within the field.  

• Subscriber Name – click the drop-down arrow to access a list, and from the list, 
select the subscriber. 

• Class of Service Name – click the drop-down arrow to access a list, from the 
list, select the COS. 

• Class of Restriction Name – click the drop-down arrow to access a list and from 
the list, select the COR. 

• Class of Service – click the drop-down arrow to access a list and from the list, 
select the COS Number 

• Class of Restriction – click the drop-down arrow to access a list and from the 
list, select the COR Number 

• Months Before Reuse – type a number between 1 and 12 to indicate the 
number of months that have to pass before the authorization code is usable. 

• Expiration Date – click the field to access a drop-down calendar and from the 
calendar, select the date the authorization code expires. To change the date, 
click the field to access a drop-down calendar. To change the month and year 
click the right or left arrow, and once at the appropriate month and year, click the 
number to select the date. The date populates in the box.  

• Miscellaneous 1 – 5 – type any additional authorization code information. 

• Sent to Switch – this field defaults to include a checkmark to indicate that once 
you save the record to the cairs.net database, the appropriate scripts run to add 
the authorization and related information to the switch database.  

• Withdraw From Switch – this fields defaults to include a checkmark to indicate 
that once you delete the record from the cairs.net database, the appropriate 
scripts run to delete the code from the switch database.  

5. Within the Actions ribbon group, click the Save & New button to continue adding 
authorization codes or Save & Close to return to the Authorization code list.  
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Modifying an Authorization Code 

1. Click the Accounting menu. 

2. In the Navigation pane, click Authorization Codes. 

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Authorization Code or portion of the code then 
click the magnifying glass. 

• Click the Show All button. 

3. Click the Authorization Code to modify. The Authorization Code window opens.  

4. Within the list, find the field to modify. If the field contains a drop-down arrow, select 
the new information from the list. If you click the field and a cursor becomes 
available, type the new information.  

5. Within the Actions ribbon group, click Save & Close to return to the Authorization 
Code list.  

Deleting and Authorization Code 

1. Click the Accounting menu. 

2. In the Navigation pane, click Authorization Codes. 

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Authorization Code or portion of the code then 
click the magnifying glass. 

• Click the Show All button. 

3. The Authorization Code list opens, displaying all codes. There are three ways to 
delete an authorization code: 

• Highlight the code in the list and within the Actions pane click the Delete 
Authorization Codes link. 

• Highlight the code and within the tool bar directly above the Navigation pane, 
click the red X. 

• Double-click the code and the Authorization Code window opens. Within the 
Actions ribbon group, click the Delete button. 

4. Once you click Delete, a message box displays verifying that you really want to 
delete the code. Click Yes within the box to continue or No to cancel the operation. 
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Switch Communications 

Sending the Authorization Code to the Switch 

1. Click the Accounting menu. 

2. In the Navigation pane, click Authorization Codes. 

Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Authorization Code or portion of the code then 
click the magnifying glass. 

• Click the Show All button. 

3. Click the Authorization Code to modify. The Authorization Code window opens.  

4. Within the Run Time ribbon group, click the Go button.  

5. The Scripts window opens displaying the list of switch scripts that commit the 
information to the switch.  

6. Click the plus sign (+) next to the script name to view a list of parameters and values 
that are required for the script to run successfully, complete all parameters (fields 
marked with an asterisk (*) are required). 

7. Once all the required fields are completed, you have three choices: 

• Continue – click the Continue button to send the script to the switch.  

• Skip – click the Skip button to make the changes within the cairs.net database 
but not in the switch. When you click Skip a message box displays verifying that 
you really want to skip running the scripts, within the box click Yes to continue or 
No to return to the Scripts window.  

• Cancel – click the Cancel button to abort the operation. 

8. After you click your selection, the window closes. To view whether a script was 
completed, click the WOPR Script History button. Pay close attention to the Status 
column to verify that your script ran successfully.  

9. If the script failed, a message displays in the Error Message column.  

Scheduling Switch Communications 

You can schedule your scripts to run at any time. To do so, complete the following steps: 

1. Click the Accounting menu. 

2. In the Navigation pane, click Authorization Codes. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Authorization Code or portion of the code then 
click the magnifying glass. 

• Click the Show All button. 
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4. Click the Authorization Code to modify. The Authorization Code window opens.  

5. Within the Run Time ribbon group, click the Go button.  

6. The Scripts window opens displaying the list of switch scripts that commit the 
information to the switch.  

7. Click the plus sign (+) next to the script name to view a list of parameters and values 
that are required for the script to run successfully, complete all parameters (required 
fields are marked with an asterisk (*)): 

8. Click the schedule field within the top line, click the drop-down arrow to access a 
calendar and from the calendar click the date to select, once clicked the date 
displays in the field (to change the month and year click the right or left arrow, and 
once at the appropriate month and year, click the number to select the date.) The 
time (12:00 am) also populates in the box. To change the time, click the hour, minute 
or am/pm to type the new time.  

The date and time display in the Schedule field. 

9. Click the Continue button. The scripts run at the designated date and time. 

10. To view whether a script was completed, click the WOPR Script History button. Pay 
close attention to the Status column to verify that your script ran successfully.  

If the script failed, a message displays in the Error Message column.  

Deleting from the Switch 

1. Click the Accounting menu. 

2. In the Navigation pane, click Authorization Codes. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions:  

• Within the search box, type the Authorization Code or portion of the code then 
click the magnifying glass. 

• Click the Show All button. 

4. Click the Authorization Code to modify. The Authorization Code window opens.  

5. Within the Run Time ribbon group, click the Delete From Switch button. 
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Accounting Tools 

There are two selections within Accounting Tools.  The first is Bulk Assigned Account 
Change, this tool allows you to change the charges related to a specific account and the 
devices associated.  The second tool is the Payment Import, this allows you to import 
payments received through pay.gov.   

Bulk Assigned Account Change 
Within this menu option, you can modify the charges related to the account for an 
assignment. This can be done on a single basis or you can perform a mass change. The 
change is meant to update or remove charge types, organization, and or account number 
based on a billing start date and end date. For example, if you have an organization switch 
accounts mid-cycle, you can change the account information for the first half of the billing 
cycle.  

You can also use the bulk assigned account change to remove information from an 
assignment.  

This is a three-step process; the first step is to verify that CES is setup properly. Your 
cairs.net administrator can access your CES threads through System Admin → Service 
Management → Service Manager → Reassign Accounts. They need to remove the 
checkmark from the Disabled field to enable the thread to run on the next cycle.  

The second step is to create a reassign request. You will first enter in the general 
information for the request and then you will create a search parameter to narrow down the 
number accounts that you are changing. 

Reassign Requests 

Creating a Change Accounts Request 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounting Tool and then Bulk Accounts 
Change Requests. 

3. Within the Actions pane, click the Change Accounts link 
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4. The Change Accounts window opens. There are two panes of information. The top 
pane allows you to search for the accounts that you want to change.  The bottom 
pane is where you will type in the new information for the selected accounts.   

5. You need to follow a few rules before you submit a request: 

• Use the Advanced Search options. If you click the Show All button, all the 
records within the upper pane will change to the new information. 

• The site name must be the same in both panes. 

• It is a good idea to make a backup of your database before you run the request.  

Searching for Accounts 

6. Before you start to create a search parameter, lets talk about the Search Properties 
ribbon group, these checkboxes will help to limit the number of accounts you search 
through.  You have the following options: 

• Show All Accounts – this is the default, when you search all account types will 
appear 

• Hide Call Accounts – place a checkmark in this box to hide all accounts that are 
related to a Number, you will only see account relating to Equipment & Services 

• Hide Other Accounts – place a checkmark in this box to hide all accounts that are 
related to Equipment & Services, you will only see accounts relating to Number 

• Show Historical Accounts – place a checkmark in this box to show accounts that 
have a billing end date.   

7. After you have made you selection, you can create a search parameter, within the 
header of the  pane, click the double arrow next to the magnifying glass. This opens 
the advanced search options.  

 

8. Next to each search field is a search criteria descriptor such as Contains, Equal to, 
Begins With, etc. This descriptor tells the system how to look for the information 
within the fields. You can select a different descriptor by clicking the field’s descriptor 
button.  
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9. Choose the new descriptor and type the search criteria into the field. Press Enter. 
Results matching your search criteria display.  

 

10. Once your results appear in the lower pane, you can enter in the new information 
within the lower pane, complete the following information for the account change 
(required fields are marked with an asterisk (*)): 

• Charge Type* – click the field to access a dropdown arrow to select the new 
charge type, the following options are available: 

• All Charges 

• Recurring Charges 

• One-time Charges 

• Call Charges 

• Site* – this field needs to be the same as the field within the upper pane. Click 
the dropdown arrow to access a list, from the list select the site name.  

• Organization – if you are changing the organization information, click the 
dropdown arrow to access the list of the organizations, from the list select the 
new organization. The lowest level of the organization is listed first, after the two 
~~ the complete path to the organization is displayed, each level is separated by 
a >.  

! If the organization you selected is associated to an account, the account number auto-

populates in the account number field (official accounts only.) 

• Account Number – if you are changing the account number for the assignment, 
click the dropdown arrow to access the list of account numbers, from the list 
select the new account number.  

• Billing Start Date* – this populates with the current date, to change the date 
click the dropdown arrow to access a calendar, from the calendar select the new 
date. To change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Billing End Date – click the dropdown arrow to access a calendar and from the 
calendar, select the billing end date. To change the month and year, click the 
right or left arrow, and once at the appropriate month and year, click the number 
to select the date. The date populates in the box. 

11. Once you have completed the information, within the Show ribbon group, click the 
Reassign button.  
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12. A message box displays with the total number of records that are going to be 
modified, within the box click Yes to continue with the request or No to cancel the 
request.  

13. You will receive another message that the request has been sent to CES for 
processing.  

14. Alternately, you can click on the Run Now button within the Process ribbon group, to 
run the CES process immediately.   

Unassign Requests 

Creating a Change Account Request 

1. Click the Accounting menu. 

2. Within the Navigation pane, click Accounting Tool and then Bulk Accounts 
Change Requests. 

3. Within the Actions pane, click the Change Accounts link 

4. The Change Accounts window opens. There are two panes of information. The top 
pane allows you to search for the accounts that you want to change.  The bottom 
pane is where you will type in the new information for the selected accounts.   

5. You need to follow a few rules before you submit a request: 

• Use the Advanced Search options. If you click the Show All button, all the 
records within the upper pane will change to the new information. 

• The site name must be the same in both panes. 

• It is a good idea to make a backup of your database before you run the request.  

Searching for Accounts 

6. Before you start to create a search parameter, lets talk about the Search Properties 
ribbon group, these checkboxes will help to limit the number of accounts you search 
through.  You have the following options: 

• Show All Accounts – this is the default, when you search all account types will 
appear 

• Hide Call Accounts – place a checkmark in this box to hide all accounts that are 
related to a Number, you will only see account relating to Equipment & Services 

• Hide Other Accounts – place a checkmark in this box to hide all accounts that are 
related to Equipment & Services, you will only see accounts relating to Number 

• Show Historical Accounts – place a checkmark in this box to show accounts that 
have a billing end date.   

7. After you have made you selection, you can create a search parameter, within the 
header of the  pane, click the double arrow next to the magnifying glass. This opens 
the advanced search options.  
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8. Next to each search field is a search criteria descriptor such as Contains, Equal to, 
Begins With, etc. This descriptor tells the system how to look for the information 
within the fields. You can select a different descriptor by clicking the field’s descriptor 
button.  

 

9. Choose the new descriptor and type the search criteria into the field. Press Enter. 
Results matching your search criteria display.  

 

10. Once your results appear in the lower pane, you can enter in the new information 
within the top pane, complete the following information for the account change 
(required fields are marked with an asterisk (*)): 

• Charge Type* – click the field to access a dropdown arrow to select the new 
charge type, the following options are available: 

• All Charges 

• Recurring Charges 

• One-time Charges 

• Call Charges 

• Site* – this field needs to be the same as the field within the lower pane. Click 
the dropdown arrow to access a list, from the list select the site name.  

• Organization – if you are changing the organization information, click the 
dropdown arrow to access the list of the organizations, from the list select the 
new organization. The lowest level of the organization is listed first, after the two 
~~ the complete path to the organization is displayed, each level is separated by 
a >.  

! If the organization you selected, is associated to an account, the account number auto-

populates in the account number field (official accounts only.) 
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• Account Number – if you are changing the account number for the assignment, 
click the dropdown arrow to access the list of account numbers, from the list 
select the new account number.  

• Billing Start Date* – this populates with the current date, to change the date 
click the dropdown arrow to access a calendar, from the calendar select the new 
date. To change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Billing End Date – click the dropdown arrow to access a calendar and from the 
calendar, select the billing end date. To change the month and year, click the 
right or left arrow, and once at the appropriate month and year, click the number 
to select the date. The date populates in the box. 

11. Once you have completed the information, within the Show ribbon group, click the 
Unassign button.  

12. A message box displays with the total number of records that are going to be 
modified, within the box click Yes to continue with the request or No to cancel the 
request.  

13. You will receive another message that the request has been sent to CES for 
processing.  

14. Alternately, you can click on the Run Now button within the Process ribbon group, to 
run the CES process immediately.   

Viewing Requests 

You can view the list of pending and completed requests by accessing the Bulk Accounts 
Change list. Click Accounting then Bulk Accounts Change, the list of request will not 
populate right away, you can either click Show All or type a search parameter into the field 
and click on the magnifying glass to populate the list.  The list displays the Reassign 
Parameters, Status, and New Charge Type among several other fields of information.  The 
information displayed is read only.  

Payment Import 

Pay.gov payments 
You can use the Import External Data menu option in cairs.net to import various types of 
media. Specifically, you can use it to import the payments that you receive through 
pay.gov. The import allows you to create a sort of template that you can use to import the 
payments month after month. In addition, the import allows you to select only the 
information that you want to see within your cairs.net database.  
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You will need your database to meet a few requirements before you can complete an 
import. First, you need to define your payment types, methods, locations and check status. 
Second, you will to have at least one unofficial account created within the database.  

It is also a good idea to place the file that you receive from pay.gov in that same location 
every month. This allows you to change some properties required for the import quickly. 

How to Import your Pay.gov statements 

1. Create a location on your local drive to place the files from pay.gov. 

2. Copy the file to that location (for example: c:\Pay.gov Files). 

3. Click the Accounting menu. 

4. In the Navigation pane, click Accounting Tools → Payment Import. 

5. Within the Actions pane, click the Add New Import link. 

6. The General – Import window opens, complete the following information (required 
fields are marked within an asterisk (*)): 

• Project Name * - type the name of your import project. 

• Connection String – this provides cairs.net with the location, type and 
properties of the file that you are importing into your database. 

! There are different types of connection strings that you can enter here to get your data to 

import, here are a few commonly used connection strings, and within each connection 
string, you must replace the highlighted text with the location and/or name of your file: 

CSV File: Provider=Microsoft.Jet.OLEDB.4.0;Data Source=Location of your file;Extended 
Proerties=”text;HDR=Yes;FMT=Delimited 

Excel File: Provider=Microsoft.ACE.OLEDB.12.0;Data Source=Location of your file\File 
Name.xls;Extended Properties=Excel 8.0 

Access: Provider=Microsoft.ACE.OLEDB.12.0;Data Source=Location of your file\File 
Name.mdb 

MS SQL Server: Provider=sqloledb;Data Source=.\SQLEXPRESS;Initial 
Catalog=Location;Integrated Security=SSPI; 

Here are the possible queries that can be used for a specific file type: 

CSV File – Select * from [File Name.txt] 

Excel File – select * from [Sheet1$] (if you have renamed sheet 1 within your file, replace 
the name) 

Access – Select * from [Name] 

MS SQL Server – Select * from [Name] 
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• Query * - indicates the location of where cairs.net will look in the above 
connection to provide the information to import, type your query location. 

• Action * - click the field to access a drop-down list, from the list select Payments. 

• Description – type a description of the import, if necessary. 

7. Within the Actions ribbon group, click the Save button to save you information and 
allow you to continue working with the import. 

8. Within the Show ribbon group, click the Source Data button. The screen changes to 
display the information that exists with the file to be imported. The information has 
not been imported yet.  

9. Within the Show ribbon group, click the Association button. The screen changes to 
allow you to associate the fields that appear within the file to fields that appear within 
cairs.net 

There are two panes of information; the pane on the left (External source field 
association) display the fields that appear in cairs.net. Within each field there is a drop-
down list that displays the fields that appear within your pay.gov file. 

10. For each field, click the field to access a drop-down list. Select the appropriate field 
association. For example, in the Account Number field you would associate it to 
Account Number. 

11. Complete the same process for all fields, you must complete an association for the 
fields marked with an asterisk (*).  

12. From the Default Values pane you can enter in a default for any of the fields that you 
want imported. For example, if you want the received date to be the date that you 
import the information into cairs.net, click the Received Date field to access a drop-
down calendar, from the calendar select the date.  

! The Default Value pane servers two purposes. The first is to allow you to enter in a value 

for a field, so when the import occurs all records will have the same value in that field. The 
second is to act as a fail-safe, if there is no value in the field in the pay.gov file, the value 
within the default field will import. For example, if the received date is blank in the pay.gov 
file, the date you have entered into the default value will import with the record. 

13. Once you have completed your field association, click the Import button within the 
Show ribbon group.  

Depending on the amount of information you have within the file, the import may take a 
while to complete. 

The screen changes to display the information that you will import into you database, 
after the field association. The information is still not imported into you database. 
This allows you to make any changes to the associations before you import it. (Note: 
There is no undo once you import!) 

14. There are three panes of information; the top pane displays the information before it 
is imported. Pay close attention to the Status column, this column will let you know 
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of any issues with any record. You can change any information within this pane by 
clicking on the field and selecting the new value. 

15. Directly below the ribbon, there are several selections: 

• Imported Selected – once you have selected the records to import, click this 
button. 

• Select All – click this button to place a checkmark in the Select column for all the 
records within the pane, this indicates that you want to import the records into 
you database. 

• Select None – click this button to remove the checkmarks from the Select 
column. 

• Invert Selection – click this button to switch the checkmarks from being checked 
-> unchecked and unchecked -> checked. 

• Include rows with warning – click the box to insert a checkmark to include the 
rows with warnings in your imported file. 

• Batch Import Limit – the default value is 500, this means that cairs.net will 
import 500 records at a time and continue importing 500 records at a time until 
the entire file is imported. 

• Log Activity – click the box to insert a checkmark to log the import in System 
Admin -> Security -> Activity Log. We do not recommend you check this box.  

• Export SQL – you can test your import, this is not recommended unless you 
have a good knowledge of SQL Server.  

• Save to File – click the button to export the information within the top pane to a 
text file. 

16. Once you have your rows selected, click the Imported Selected button. Again, 
depending on how many records you have within your file, this may take a while. 

Once cairs.net has completed the import, the bottom two panes populate with your 
records. The bottom pane displays the records that were successfully imported into 
you database. 

The middle pane displays the records that failed to import into you database. The 
Status column displays the reason the import was unsuccessful.  

At the very bottom of the screen, the import results display. You will see the total 
records that were successfully imported, the total records that failed, and the time it 
took to import them. 

Imported records that failed  

1. While still in the import, make sure you have the Import button highlighted in the 
Show ribbon group. 

The middle pane displays the records that failed on your import.  
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The status column displays the reason the import failed, you can make the 
necessary adjustments to the record by clicking on the appropriate field and 
selecting the correct information. 

2. Directly above the header there are several buttons that allow you to perform actions 
on the records within the pane: 

• Apply correction to selected. 

• Select All – click this button to place a checkmark in the Select column for all the 
records within the pane, this indicates that you want to import the records into 
you database. 

• Select None – click this button to clear the checkmarks from the Select column. 

• Invert Selection – click this button to switch the checkmarks from being checked 
-> unchecked, and unchecked -> checked. 

• Save to File - click the button to export the information within the top pane to a 
text file. 

• Pop-up error – click the box to insert a checkmark to indicate that if a record 
fails you would like to see the pop-up error message. Once the pop-up opens, 
click the OK button to continue, you are asked if you want to receive any further 
pop-ups, click the appropriate answer.  

3. Once you have your rows corrected and selected, click the Apply correction to 
selected button. Depending on how many records you have within your file, this 
may take a while. 

Once cairs.net has completed the import, it moves the successful records to the 
bottom pane. The records that failed remain within the middle pane.  

4. Complete the process until all records have successfully imported.  

Viewing the import results within Accounts 

1. Within the Navigation pane, click the Accounts menu. 

2. Within the Navigation Pane, click Accounts > Unofficial Accounts. 

3. Before the Account list populates, you must enter in search criteria to populate the 
list. There are two ways to populate the list: 

• Within the search box, type the account number or portion of the number then 
click the magnifying glass. 

• Click the Show All button. 

4. The Accounts list opens, displaying the account that matched your search criteria. 
Double-click the account. The Account window opens.  

5. Within the Billing Tools ribbon group, click the upper portion of the Payments button. 

Within the Payment History pane in the lower portion of the screen, you can view the 
payment applied and pending on the account.  



Accounting Tools 

CAIRS User Guide 593 

Cairs.net applies all pending payments to the balance due when you generate the 
next bill. The status will then change to Applied. 
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Facilities 

In Facilities, you access information relating to buildings, terminals, cables, pairs, and the 
working service supplied by those cable and pairs. The navigation pane displays four 
submenus: Buildings, Connections, and Sites.  

Within this document, the order of the menu options does not match the order within the 
software. This is because when you are creating your facilities you have to start by adding 
your sites, then your connections and finally your buildings. Therefore, we cover Sites first 
followed by Connections and Buildings.  

Sites 
The Sites menu, located on the Navigation pane, is an important Facilities component as all 
cable and fiber in the database relates to a Site. Administrators define the number of Site 
Levels, and their names, for example, Country, State, County, and City or Division, 
Brigade, Regiments, and Squadrons etc. Site levels create a hierarchal relationship within 
cairs.net.  

You can add two different sites types into the database, Root and Child. The highest or 
Root site is created first as the broadest level, allowing you to add sites underneath. The 
Child type can be either below a root or below another child. When two child sites display at 
the same level, they are referred to as peers.  

After you add your sites, you can add your fiber and connections, buildings to a site and 
then connections into the building. 

Root Sites 

Adding a Root Site 

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. There are three ways to add a Root Site: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New.  select Root Site. 
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• Within the toolbar directly above the Navigation pane, click the Add Root Site 
button 

• Within the Actions pane, click the Add Root Site link. 

4. With either option, the General - Site window opens. Complete the following fields, 
(required fields are marked with an asterisk (*)):  

• Parent – this field remains blank.  

! You will not have access to the Parent Site field when adding a Root Site. The root site is 

the highest level within your structure, and can contain both parent and child sites.  

• Site Level* – this field auto-populates with ‘1’ indicating the site you are adding is 
a root site. 

• Site Code – type the three-digit site code, often times, this is the abbreviation of 
the site name. 

• Site* – type the site name. 

• Resource Manager – click the drop-down arrow to access a list and select the 
resource manager associated with the site. 

• Site Description – type the site description. 

• Commanding Officer – click the drop-down arrow to access a list and select the 
commanding officer for the site. 

• Hide Site in Portal – click the box to insert a checkmark to indicate this site is 
not available within Subscriber Portal. 

• Call Pricing Group – click the drop-down arrow to access a list and select the 
call pricing group to associate to the site, this in turn, associates all accounts 
within the site to the call pricing group. 

• Site 911 Prefix – type the site prefix, this field will display when you run a 911 
interface. 

• Unite Value - displays the number of units for each value. For example, 100 
units (cents) in $1 or 100 pence in 1 pound 

• Billing Interval – click the dropdown arrow to access a menu and from the menu 
select the interval that you will bill your call records.  You can choose one-second 
billing, six-second billing or per minute billing.   

• Round First Period – click the field to insert a checkmark to indicate that your 
first billing period will round up, for example if you are per minute billing and your 
call lasts 45 seconds, the duration is rounded up to 1 minute.   

• Round to Next Period – click the field to insert a checkmark to indicate that the 
billing will round up to the next period for each additional period after the first.  
For example, if the call is 1:45 the billing would round up to 2 minutes.   
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5. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the root sites, or Save & Close (to save and exit) to return to the Sites list.  

Deleting a Root Site 

To delete a root site, you must first remove the child sites and any associated assignments.  

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. The Sites list opens. Within the list, highlight the site to delete. There are three ways 
to delete a site: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Click the Delete Site link within the Actions pane.  

• Double-click the site name to open the General Site window. Within the Actions 
ribbon group, click the Delete button. 

4. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes to continue or No to cancel the operation. 

5. If there are any associations to the site, you must first re-assigned or delete them 
before you can continue. A warning message displays notifying you that there is 
existing information associated with the site.  

Viewing Site History 

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. The Sites list opens. Within the list, double-click the site to view. 

4. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the set: 

• Action Name* – describes the completed action. For example, Add New Site or 
Update Site. 

• Custom Field Name – displays the field name of the modified information 

• Old Value – displays the old information 

• New Value – displays the new information 

• User Name -  displays the username of the person who completed the changes 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 

• Work Order Number – displays the work order number for the order completed 
to make the changes, if applicable. 
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5. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the site, to view more detail double click on the record.  

A window opens with a more detailed description of the action.   

6. Within the Action ribbon group, click the Close button to return to the site.  

Child Sites 

Adding a Child Site 

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. The Sites list opens. Click to highlight the root site to which you want to a child site 
to.  

4. Once the selected root site is highlighted, there are two ways to add a child site: 

• Within the toolbar directly above the Navigation pane, click the Add Child Site 
button. 

• Within the Actions pane, click the Add Child Site link. 

5. With either option the General – Site window opens. Complete the following fields 
(required fields are marked with an asterisk (*)):  

• Parent Site – this field auto-populates with the name of the root or parent site.  

• Site Level* – this field auto-populates with the number two indicating the site you 
are adding is a child site. 

• Site Code – type the three-digit site code. Often times, this is the abbreviation of 
the site name. 

• Site* – type the child site’s name. 

• Resource Manager – click the drop-down arrow to access a list and select the 
resource manager associated with the site. 

• Site Description – type the site description. 

• Commanding Officer – click the drop-down arrow to access a list and select the 
commanding officer for the site. 

• Hide Site in Portal – click the field to insert a checkmark to indicate this site is 
not available within Subscriber Portal. 

• Call Pricing Group - click the drop-down arrow to access a list and select the 
call pricing group to associate to the site. This in turn, associates all accounts 
within the site to the call pricing group. 

• Site 911 Prefix – type the site prefix, this field will display when you run a 911 
interface. 



Facilities 

CAIRS User Guide 599 

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with child sites, or click Save & Close (to save and exit) to return to the Building list.  

Modifying a Child Site 

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. The Sites list opens. Double-click a child site to be modified.  

4. The Site window opens. Modify any field as necessary. 

5. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with child types, or click Save & Close (to save and exit) to return to the Sites list.  

Deleting a Child Site 

To delete a root site, you must first remove the child sites and any associated assignments.  

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. The Sites list opens. Within the list, highlight the site to delete. There are three ways 
to delete a site: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Click the Delete Site link within the Actions pane.  

• Double-click the site name to open the General Site window. Within the Actions 
ribbon group, click the Delete button. 

4. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes to continue or No to cancel the operation. 

5. If there are any associations to the site, you must first re-assigned or delete them 
before you can continue. A warning message displays notifying you that there is 
existing information associated with the site.  

Viewing Child Site History 

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. The Sites list opens. Within the list, double-click the site to view. 

4. The General – Site window opens.  

5. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the set: 

• Action Name* – describes the completed action. For example, Add New Site or 
Update Site. 

• Custom Field Name – displays the field name of the modified information 

• Old Value – displays the old information 
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• New Value – displays the new information 

• User Name -  displays the username of the person who completed the changes 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 

• Work Order Number – displays the work order number for the order completed 
to make the changes, if applicable. 

6. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the site, to view more detail double click on the record.  

7. A window opens with a more detailed description of the action.   

8. Within the Action ribbon group, click the Close button to return to the site.  

Child to Child Sites 

Adding a Child Site to a Child Site 

1. Click the Facilities menu.  

2. In the Navigation pane, click Sites.  

3. The Sites list opens. Click to highlight the child site to which you want to add a child 
site to. 

! Keep in mind that you must have another level within your site structure for this to work. 

If you do not have enough levels, your system administrators can define another level 
within System Admin. 

4. Once the selected root site is highlighted, there are two ways to add a child site: 

• Within the toolbar directly above the Navigation pane, click the Add Child Site 
button. 

• Within the Actions pane, click the Add Child Site link. 

5. With either option the General – Site window opens. Complete the following fields 
(required fields are marked with an asterisk (*)):  

• Parent Site – this field auto-populates with the name of the root or parent site.  

• Site Level* – this field auto-populates with the number two indicating the site you 
are adding is a child site. 

• Site Code – type the three-digit site code. Often times, this is the abbreviation of 
the site name. 

• Site* – type the child site’s name. 
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• Resource Manager – click the drop-down arrow to access a list and select the 
resource manager associated with the site. 

• Site Description – type the site description. 

• Commanding Officer – click the drop-down arrow to access a list and select the 
commanding officer for the site. 

• Hide Site in Portal – click the box to insert a checkmark to indicate this site is 
not available within Subscriber Portal. 

• Call Pricing Group – click the drop-down arrow to access a list and  select the 
call pricing group to associate to the site, this in turn, associates all accounts 
within the site to the call pricing group. 

• Site 911 Prefix – type the site prefix, this field will display when you run a 911 
interface. 

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with child types, or click Save & Close (to save and exit) to return to the Sites list.  

Connections 
The term “Connections” is a general term relating to cable and pairs, or fiber connections 
and paths. Note: For those familiar with Unique Communication’s CAIRS 32 program, it is 
important to understand that cairs.net is not restricted to the labels “ cables” and” pairs.”  
For this reason, cairs.net uses the term “connections” to describe the actual transmission 
used for working service. In cairs.net, a connection can be copper, cat IV, or other types 
available at your site. A path refers to the method of transmission, for example, a path can 
be a pair of copper wires, or it can also be a path in a fiber. cairs.net allows you to track the 
connection from the frame to the binding post.  

With each connection, you can view site assignment, path assignments, statistics, path 
ranges, etc.  

A set device or circuit can exist within your database without a connection and path 
assignment.  

When you create the different types of connections you use on your sites, you can 
determine whether a type is multiple channels. A multiple channel connection allows the 
paths to be used more than once for an assignment.  

Manage Connection Types 

Connection Type is the term used in cairs.net to describe each individual cable type, i.e. 
copper, cat IV, and etc.  

Adding a Connection Type 

1. Click the Facilities menu. 

2. In the Navigation pane, click Connections. 
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3. There are two ways to manage your connection types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Connection Types button. 

• Within the Actions pane, click the Manage Connection Types link. 

4. With either option, the Manage Connection Types window opens.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to reveal 

the menu choices on the right side of the Navigation pane, or using your mouse point at the 
Separation bar, and when the up/down arrow displays, right-click the line and hold it to pull 
the line down.    

5. Click the field marked with an asterisk (*). To add a new record, complete the 
following fields (required fields are marked within an asterisk (*)): 

• Connection Type* - type the name of the connection 

• Multiple Channel – click the box to insert a checkmark indicating the 
connections associated with this type can have multiple assignments associated 
with each path. If you leave the field blank, when you associate this connection 
type, the connection paths can be used for a single assignment.  

6. To add another type, click the Save button and repeat step 5, as necessary. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with connection types, or click Save & Close (to save and exit) to return to the 
Connection Group list. 

Modifying a Connection Type 

1. Click the Facilities menu. 

2. In the Navigation pane, click Connections. 

3. There are two ways to manage your connection types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Connection Types button. 

• Within the Actions pane, click the Manage Connection Types link. 

4. With either option, the Manage Connection Types window opens. Click the 
connection type you want to modify, and type the correct information.  

5. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with connection types, or click Save & Close (to save and exit) to return to the 
Connection Group list. 

Deleting a Connection Type  

To delete a connection type, all connections assigned to the type must first be associated 
with another type. 

1. Click the Facilities menu. 
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2. In the Navigation pane, click Connections. 

3. There are two ways to manage your connection types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Connection Types button. 

• Within the Actions pane, click the Manage Connection Types link. 

4. With either option, the Manage Connection Types window opens. There are two 
ways to select the type to delete: 

• Right-click the record selector box (located just left of the name) and box, click 
Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

6. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
types at once.  

7. If you do not want to delete the connection type, right-click the record to access a 
pop-up menu. From the pop-up, click Undelete. 

8. Once you select Undelete, a message box displays verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with connection types, or click Save & Close (to save and exit) to return to the 
Connection Group list. 

Managing Path Usage 

A usage type allows you to further define the way your paths are used. For example, your 
usage types may be data, voice, circuit, set device, etc.  

Adding a Path Usage Type 

1. Click the Facilities menu. 

2. In the Navigation pane, click Connections. 

3. There are two ways to manage your path usage: 

• Within the toolbar directly above the Navigation pane, click the Manage Path 
Usage button. 

• Within the Actions pane, click the Manage Path Usage link. 

4. With either option, the Manage Path Usage window opens.  

5. Click the field marked with an asterisk (*), type the name of the path usage, for 
example, voice, data, etc.  
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6. You can add multiple usage types by clicking on the row marked within an asterisk 
(*).  

7. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with path usages, or click Save & Close (to save and exit) to return to the 
Connection Group list. 

Deleting a Path Usage Type 

1. Click the Facilities menu. 

2. In the Navigation pane, click Connections. 

3. There are two ways to manage your path usage: 

• Within the toolbar directly above the Navigation pane, click the Manage Path 
Usage button. 

• Within the Actions pane, click the Manage Path Usage link. 

4. With either option, the Manage Path Usage window opens. There are two ways to 
select the type to delete: 

• Right-click the record selector box (located just left of the name) and box, click 
Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

6. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
types at once.  

7. If you do not want to delete the usage type, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

8. Once you select Undelete, a message box displays verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with path usages, or click Save & Close (to save and exit) to return to the 
Connection Group list. 

Understanding the Connection Window 
When you double-click any connection group, the connection window opens to the general 
screen. This window is divided into two panes; the top pane displays basic connection 
information, for example, associated site, connection name, connection type, etc. The Pick 
List (lower) pane, displays a complete list of path ranges associated with the connection 
group.  
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Pick List Pane 

This pane displays a complete list of the path ranges for the connection group. You should 
pay close attention to the Is Connected Field; this field determines a few things:  

• If the connection path is associated with a number, circuit or device the field 
populates with a Yes.  

• If the field contains a no, the connection path is not associated with an assignment.  

• If the path is free of an assignment and the field still says yes, then the path is 
involved in dedicate plant.  

When you double-click any path, an additional window opens display the paths details. 
Within the additional window you can modify the connectivity of the associated assignment.  

Ribbon Groups 

Each of the ribbon groups allows you to perform a set of functions for the connection group, 
for example, adding sites, viewing connection statistics, adding connection paths, etc.  

Actions 

Within the Actions ribbon group, you can perform the following actions: 

• Save & Close – click this button to save the completed information and return to the 
Order/Troubles list. 

• Delete – click this button to delete the work order. This differs from cancel in that; 
there will not be a record of this Work Order within your database. 

• Save – click this button to save the information you have completed and remain 
within the Trouble Ticket. 

• Refresh – click this button to add newly saved information to the work order window. 

Show 

Within the Show ribbon group, you can view and modify basic connection information, such 
as site, connection type, etc. Also you can view the complete path range and assignment 
details.  

Quick Stats 

This ribbon group allows you to view some statistics regarding the connection group, for 
example, path availability, building service report, etc.  

Connection Paths 

In Connection Paths, you are adding, modifying or deleting path ranges from the 
connection group.  
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Attach 

Within the Attach ribbon group, you can attach a file to the connection group. Your cairs.net 
administrator pre-defines the attachable file types.  

Utilities 

This ribbon group allows you to perform the merge connection utility. 

Connection Groups 

Connection records can be added for each site. Because a connection record has multiple 
path assignments, cairs.net calls each connection name a ‘connection group’. Once the 
group name is determined, you can add path assignments to the connection group. The 
connection group can also be associated with or added to a building record. 

When you are viewing a connection group, there are two panes of information. The top 
pane displays the basic information for the connection, for example, connection name, site, 
connection type, etc. The bottom pane displays the paths and assignment information as 
well as the path status (reserved, working, protected, and loaded).  

Adding a New Connection Group 

Before you can begin to add connection groups, you need to define your connection types. 
When creating a connection type, you must define the whether the path is multiple channel 
or single channel. A multiple channel path allows for a path to be used for several different 
assignments, whereas, if you designated the connection type as a single channel, each 
path can only be used once.  

1. Click the Facilities menu 

2. In the Navigation pane, click Connections.  

3. There are two ways to add a Connection Group: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New and select Connection Group. 

• Within the Actions pane, click the Add New Connection Group link. 

4. With either option, the General - Connection window opens. Within the top pane 
complete the following information (required fields are marked with an asterisk (*)):  

• Site* – click the drop-down arrow to access a list and select the site. The site 
drop-down list displays the bottom-most site first. After the ~~ is the complete 
path to the site. Each site level is separated by a >. 

• Connection Name* – type the connection name.  

• Connection Type* – click the drop-down arrow to access a list and select the 
connection type. This selection is important because it determines how the 
connection paths are used, whether multiple channel or single channel.  

• Bandwidth – type the connection bandwidth.  
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• Connection Definition – type the connection definition 

• Path Definition – type the path definition 

• Miscellaneous Information 1 – 20 – use these fields to type any miscellaneous 
connection information. 

5. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with terminal types, or click Save & Close (to save and exit) to return to the Building 
list.).  

6. At this point, you have simply created the connection group; you now need to add 
the connection paths. To add connection paths to this group, refer to the “Adding a 
Connection Path Range” section.  

Modifying a Connection Group 

You can modify existing connection group information, please be aware that you can only 
modify the general information. To modify path ranges please, refer to the “Modifying a 
Connection Path Range” section.  

1. Click the Facilities menu 

2. In the Navigation pane, click Connections. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. The Connections list opens, displaying the connection groups matching your search 
criteria. Double-click the connection to modify.  

5. The Connection window opens. Modify any changes to the fields in the top pane, as 
necessary.  

6. Within the Actions ribbon group, click the Save (to save and stay) to continue 
modifying a connection group, or click Save & Close (to save and exit) to return to 
the Connection Group list. 

Deleting a Connection Group 

The connection must be free of all assignments and removed from all buildings before you 
can delete it from the database. 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass  
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• Click the Show All button. 

4. The Connection Group list opens. Within the list, highlight the connection to delete. 
There are three ways to delete a connection: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Click the Delete Connection Group link within the Actions pane.  

• Double-click the name to open the Connection window, and within the Actions 
ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the connection group. Click Yes within the box to continue or No to cancel the 
operation. 

6. If the connection group is currently associated with any assignments, the 
assignments need to be deleted or re-assigned before you can delete. If there are 
assignments, a message box displays saying the connection group is currently in 
use.  

Connection Sites 

At times, there is a need to associate a connection to more than one site. When you select 
a site within General information, you are associating to just one site. With the Sites ribbon 
group, you can select multiple sites within different levels of where the connection exists. 
This allows components to be assigned to the connection at any of the sites.  

Adding a Site 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass 

• Click the Show All button. 

4. The Connection Group list displays. Double-click the connection name.  

5. The Connection window opens. Within the Show ribbon group, click the Sites 
button. The window displays two panes of information; the top pane displays the 
sites associated with the connection. The lower pane displays a list of all the sites 
within your database, the following read-only information is available for each site:   

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a 
>. 

• Site Level – displays the site level name or number 
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• Site Code – displays the three-digit alphanumeric site code. 

6. To add a site to the connection, find the site within the list, and double-click the 
record, the site name now displays within the upper pane.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the connection. For example, if you associate a parent and want all the 
children associated you must associate all children site as well.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the connection, or click Save & Close (to save and exit) to return to the 
Connection Group list. 

Deleting a Site  

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. The Connection Group list displays. Double-click the connection name.  

5. The Connection window opens. Within the Show ribbon group, click the Sites 
button.  

6. Within the top pane, right site on the site name to access a pop-up menu. From the 
menu, select Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

8. Once selected, cairs.net draws a line through the site; allowing you to delete multiple 
items at once.  

9. If you do not want to delete the site, right-click the record to access a pop-up menu 
and from the pop-up, click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with sites, or click Save & Close (to save and exit) to return to the Connection 
Group list. 
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Connection Paths 

A connection path is the mode of transmission for the connection group. For example, if the 
connection is cable the path would be the wire, if the connection is fiber the path would be 
a strand, and so on.   

After adding a connection group, you need to add the beginning and ending paths to 
determine the connection range. A connection path is the pair count for the cable. You can 
delete path ranges; however, those paths must be free of all assignments and 
unassociated from all buildings before cairs.net allows you to delete them.  

Adding a Connection Path Range 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. The Connections list displays. Double-click the connection you are adding a range 
to.  

5. The Connection window opens. Within the Connections Paths ribbon group, click 
the Add Range button.  

6. The Add Range pop-up opens. Complete the following fields:  

• Beginning Path – click the drop-down arrow to access a list and select the 
number of the first path within the connection. 

• Ending Path – click the drop-down arrow to access a list and select the number 
of the last path within the connection. 

• Miscellaneous Information – type any miscellaneous connection information. 

• Reserved – click the box to insert a checkmark to reserve the entire path count 
or leave the field blank to indicate the paths are available for use. 

• Working – this field defaults to all paths working. Click the box to clear the 
checkmark indicating the entire path count is non-working. 

• Protected – click the box to insert a checkmark to protect the entire path count 
or leave the field blank to indicate the paths are unprotected. 

• Loaded – click the box to insert a checkmark to indicate the entire path count is 
loaded or amplified. Leave the field blank to indicate a normal connection path. 

• User Miscellaneous Information 1 & 2 – type miscellaneous connection path 
information.  
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7. Within the lower half of the pop-up, click the Save button or click Cancel to return to 
the General – Connection window 

8. Once you click Save, the Add Range pop-up closes and returns you to the 
Connection window.  

9. Within the Pick List pane of the General Information window, the complete path 
range populates.  

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with connection paths, or click Save & Close (to save and exit) to return to the 
Connection Group list. 

Modifying a Connection Path Range 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. The Connection list displays. Double-click the connection name with the path range 
you want to modify.  

5. The Connection window opens. Within the Connection Paths ribbon group, click 
Modify Range.  

6. The Modify Range pop-up opens. You can perform several actions:  

• Increase the path count by selecting a new number within the Ending Path drop-
down list.  

• Reserve the entire path count (insert a checkmark) or free the entire path count 
(clear the checkmark). 

• Make the entire path count working (insert a checkmark) or non-working (clear 
the checkmark). 

• Make the entire path count protected (insert a checkmark) or unprotected (clear 
the checkmark). 

• Make the entire path count loaded (insert a checkmark) or unloaded (clear the 
checkmark). 

• Type additional miscellaneous information. 

• Make changes to the path counts by selecting the path numbers in the 
Beginning Path and Ending Path fields. For example, if you wish to mark paths 
1 through 5 as protected, you would enter 1 for Beginning Path and 5 for the 
Ending Path. Then checkmark the Protected box.  
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7. Within the pop-up, click the Save button or click the Cancel button to stop the 
operation.  

8. The changes you just made display within the Pick List pane.  

Deleting a Connection Path Range 

To delete a range of paths, the path numbers must be free of all assignments and removed 
from all buildings. It is important to remember that when you are deleting a path range you 
are deleting specific path numbers. For example, if you have a path count of 1 to 100, and 
you want to delete 25 pairs, you would have to select paths 1 to 25 or 50 to 75.   

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name to delete.  

5. The Connection window opens. Within the Connections Paths ribbon group, click 
Delete Range.  

6. The Delete Range pop-up window opens.  

7. Click the drop-down arrow within the Beginning Path field to access a list and 
select the first path in the range to delete.  

8. Click the drop-down arrow within the Ending Path field to access a list and select 
the last path in the range to delete.  

9. Within the pop-up, click the Save button or click the Cancel button to stop the 
removal of the path range.  

10. The path range is removed from the connection and no longer displays within the 
Pick List pane.  

Modifying a Single Connection Path 

After the connection path range has been added, individual paths can be modified.  

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 
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4. The Connection Group list displays. Double-click the connection name.  

5. The Connection window opens to General information. Within the Pick List pane, 
double-click the path number to modify.  

6. The Connection Path window opens displaying three panes: Path Information, Path 
Appearances and Telephone/Circuit pane. The Path Appearance and 
Telephone/Circuit panes display Read Only information. 

7. Within the Path Information pane, the connection name and path number populate 
with read-only information. You can modify the following fields as necessary:  

• Path Information – type any information regarding the path. 

• Reserved – click the box to insert a checkmark indicating the path is reserved. 
Click the field to remove checkmark indicating the path is free to use. 

• Working – click the box to clear the checkmark indicating the path is non-
working. If the field is blank, click the field to insert a checkmark indicating the 
path is working.  

• Protected – click the box to insert a checkmark indicating the path is protected. 
Click the field to clear the checkmark indicating the path is unprotected. 

• Loaded – click the box to insert a checkmark indicating the path is loaded. Click 
the field to clear the checkmark indicating a normal path. 

• Path Misc 1 and 2 – type any miscellaneous path information. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with connection paths or click Save & Close (to save and exit) to return to the 
Connection Group window.  

Path Assignments 

Viewing Path Assignments 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass  

• Click the Show All button. 

4. The Connection Group list displays. Double-click the connection name.  

5. The Connection window opens. Within the Show ribbon group, click the Path 
Assignments button.  

6. The lower half of the window displays the Connection Path Assignments. The 
following read only information is displayed: 
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• Directory Number 

• Circuit Name 

• Port 

• Assignment Building Name 

• Connection Name 

• Path Number 

• Connected Building Name 

• Status 

Dedicated Plant 
Dedicated plant allows you to leave connections and paths associations to a room and jack without having a 
device associated. When you create a device, by adding a room and jack, you are dedicating the connections 
and paths to the room and jack. When you remove the device, the connections and paths stay dedicated to 
that room and jack. 

There are two types of dedicated plant incorporated into cairs.net: Dedicated without Port 
and Dedicated with Port. The first type, Dedicated without Port, is the one we are all 
familiar with, this dedication includes room, jack, connections, and paths.  

The second type, Dedicated with Port, goes one-step further and includes the port number. 
This means that the port number is dedicated to the connections, paths, room, and jack. If 
you have previously selected a port within the device properties, the dedicated plant port 
overrides your selection.  

When you are viewing a connection path within the Pick List, the Is Connected field 
determines whether the path belongs to a dedicated plant. If the connection has a yes in 
the field and is not associated with an assignment, it is dedicated.  

You can remove a path from being dedicated by access the path and deleting the first 
assigned building and then saving. This removes the path and changes the Is Connected 
field to no meaning the path is free to use elsewhere.  

Connection Group Statistics 

Viewing Path Availability 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  
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5. The Connection window opens. Within the Quick Stats ribbon group, click the Path 
Availability button.  

6. The screen changes to display the detailed information for the path. Each path may 
have multiple lines depending how many terminals it is punched down in. 

Viewing the Fill Percentage Stats 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  

5. The Connection window opens. Within the Quick Stats ribbon group, click the Fill 
Percentage button.  

6. The details pane displays the fill percentage statistics.  

7. The top half of the screen displays the fill percentage in a bar chart format. 

8. The lower half of the screen displays the percentage totals and path status.  

Viewing the Building Service Report 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  

5. The Connection window opens. Within the Quick Stats ribbon group, click the 
Building Service button.  

6. The details pane displays the Building Service Report.  

7. To view the Connection Path Ranges for the Building, click the plus sign (+) next to 
the Building Name. 

8. To view the detailed information for the connection paths, click the plus sign (+) next 
to the Start Path field. 
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Viewing the Terminal Report 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  

5. The Connection window opens. Within the Quick Stats ribbon group, click the 
Terminal Report.   

6. The details pane displays a list of the buildings and terminals the connection is 
associated to. This report is helpful for when you want to delete the connection but 
cannot find all the related connectivity.   

Viewing the Connectivity Report 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  

5. The Connection window opens. Within the Quick Stats ribbon group, click the 
Connectivity Report button.  

6. The details pane displays only the paths that are currently assigned. This pane also 
displays the complete cross connect information.  

Merge Connections 

You can merge connection from multiple sites into one for more accurate record keeping. In 
order for the merge to work, each connection name and path count has to be identical.  

Please keep in mind that when you merge connections, there is no undo option.  

Merging Connections 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  
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3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  

5. The Connection window opens.  

6. Within the Utilities ribbon group, click the Merge Connection button. 

7. The connections that you can merge together display within the lower pane. 
Highlight the connection to merge. 

8. Within the lower right-hand corner of the screen, click the Merge Selection link. 

9. A warning message displays saying that there is no undo action. This utility merges 
the connections with the same that display at different sites. This deletes the other 
connection group. If there are merge conflicts, you must resolve those before the 
merge.  

10. Within the warning box, click the OK button to continue or the Cancel button to stop 
the merge. 

11. Once the merge is complete a box displays with the merge results: 

• If any records need to be deleted from the other site, the number of records is 
displays, if there is a number within this line, the merge did not occur, you must 
delete the records from the other site and perform the merge again. 

• Number of records moved 

• Number of records that exist only on the source connection 

• Number of blank records 

12. Within the results box, click the OK button to return to the connection.  

Connection Views 

There are two views in connections that allow you to view certain data related to all your 
connections.  The first view is the Simple List, this displays the basic connection 
information.  This includes the site, name, start path, end path, connection type, etc.  The 
second view is the Fill Percentage, this displays the connection name, total paths, total 
working, total bad, percent available, etc.  To switch between the views, click on the radio 
button next to the view name.   
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Connection Path Assignments 
Within Path Assignments you can view the complete list of assignments for the connection 
path range. In addition, you can double-click any of the assignments and view and/or 
modify the information for the assignment. When you double-click an assignment, the 
Connection Path window opens. There are three panes of information: 

• Path Information – display general path information  

• Path Appearances – displays a list of which terminals the path is assignment to 

• Telephone/Circuits – displays a list of the assignments associated with the path 

Within the Show ribbon group of the Connection Path window is a Connectivity button, 
which allows you to modify the connection group and path information for each of the 
assignments. This tab allows you to move a set device or circuit off the connection onto 
another without having to complete an entire work order.  

With that in mind, please be aware that if you edit the information here there is no work 
order number for tracking purposes.  

Viewing Path Assignments 

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. The Connection Group list displays. Double-click the connection name.  

5. The Connection window opens. Within the Show ribbon group, click the Path 
Assignments button.  

6. The lower half of the window displays the Connection Path Assignments. The 
following read only information is displayed: 

• Directory Number 

• Circuit Name 

• Port 

• Assignment Building Name 

• Connection Name 

• Path Number 

• Connected Building Name 

• Status 
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Viewing a Path’s Details 

1. In the Navigation pane, click Connections.  

2. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

3. The Connection Group list displays. Double-click the connection name.  

4. The Connection window opens. The Connection window opens. There are two ways 
to select the path: 

• From the General screen, double-click the path number within the Pick List 
(lower pane) 

• Within the Show ribbon group, click the Path Assignments button, within the 
Connection Path Assignments list, double-click the row.  

5. With either option, the Connection Path window opens.   

6. There are three panes of information: 

• Path Information – display general path information  

• Telephone/Circuits – displays a list of the assignments associated with the path 

• Path Appearances – displays a list of which terminals the path is assigned to 
and the associated terminal information 

Modify an Assignment on a Path 

Within a path’s connectivity, you can move the assignment off the current path onto 
another, into another building, connection, etc. This option gives you the ability to modify all 
aspects of the facilities for the assignment. Please keep in mind that when you make 
changes here there is no work order associated.  

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  

5. The Connection window opens. There are two ways to select the path: 

• From the General screen, double-click the path number within the Pick List 
(lower pane) 
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• Within the Show ribbon group, click the Path Assignments button, within the 
Connection Path Assignments list, double-click the row.  

6. With either option, the Connection Path window opens. Within the Show ribbon 
group, click the Connectivity button.  

7. The screen changes to displays two panes of information. The pane on the left hand 
side of the screen displays the assignments currently associated with the path. The 
pane on the right-hand side displays the connectivity of the assignment, this includes 
buildings, terminal, cross connects, etc. Below the Assigned Site field, there are 
two tabs, View and Edit.  

8. Click the Edit tab, the complete connectivity for the assignment displays within the 
lower pane this includes any cross connects, you can modify the following 
information: 

• Site – click the drop-down arrow to access a list and select the site. The site 
drop-down list displays the bottom-most site first. After the ~~ is the complete 
path to the site. Each site level is separated by a >. 

• Building – click the drop-down arrow to access a list and select the building 
name where the set device or circuit resides.  

• Terminal – if the building holds only one terminal, the field auto-populates with 
the terminal name. If there is more than one, click the field to access a drop-
down menu. 

! If the below fields are not available, click the plus sign (+) next to the Site name. The row 

directly beneath and indent is where the following information displays. The top line 
displays the current connection and path association.  

• Connection Name – click the drop-down arrow to access a list and select the 
new connection name. 

• Path Number – click the drop-down arrow to access a list and select the path 
number. If multiple paths are used there will be multiple lines. 

• Path Usage – click the drop-down arrow to access a list and  select path usage 

• Out Binding Post – displays the appropriate out binding post location of the path 
selected. If the terminal uses Frame/Row/Block and Pin this field remains blank. 

• Out Frame/Row/Block/Pin – displays the appropriate out frame location of the 
path selected. If the terminal uses binding post this field remains blank. 

• In Binding Post – displays the appropriate in binding post location of the path 
selected, if applicable. If the terminal uses frame location this field remains blank. 

• In Frame/Row/Block/Pin – displays the appropriate in frame location of the path 
selected, if applicable. If the terminal uses binding post this field remains blank. 

9. If more than one pair is used for the assignment click the row marked with an 
asterisk (*). This creates a new row allowing you to add the multiple paths.  
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10. You can continue to add cross connections by selecting another site and building 
name. Once selected, the connection row displays allowing you to add another 
connection group and path assignment.  

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with connection paths, or click Save & Close (to save and exit) to return to the 
Connection Group window.  

Viewing the Set Device or Circuit 

If there is an assignment existing on the connection path, you can view the detailed 
information for the device.  

1. Click the Facilities menu.  

2. In the Navigation pane, click Connections.  

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. Within the Connection Group list, double-click the connection name.  

5. The Connection window opens. There are two ways to select the path: 

• From the General screen, double-click the path number within the Pick List 
(lower pane) 

• Within the Show ribbon group, click the Path Assignments button, within the 
Connection Path Assignments list. Double-click the row.  

6. With either option, the Connection Path window opens.  

7. Within the Launch ribbon group, click the available button, Set Device or Circuit. 

8. The General window opens, allowing you to view and/or modify the information.  

9. If you make changes, click Save & Close button within the Action ribbon group to 
return to the connection path window. Otherwise, click the X in the upper right-hand 
corner of the window. 

Buildings 
Cairs.net uses the term “building” as a general term that defines the location of connections 
and various different equipment providing telephone service, LAN, IP connections, and 
non-dial tone circuits. A building also represents location types such as telephone poles, 
pedestals, manholes, trailers, sheds, etc. or can also be a location that provides no 
services and is just a method to document a place.  

When you create a terminal within a building, you must designate it to use “binding posts” 
or as a “frame,” it must be one or the other and cannot be both. When you install working 
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service into cairs.net, you assign into the building onto the specific binding post or frame 
location.  

Manage Building Types 

Building Types describes the different types of buildings at your site, for example; 
Buildings, Telephone Poles, Manholes, Bunkers, MDF / DCO, IDF, Dorms, Hangers, Utility 
Tailors, Munitions, etc.  

Adding a Building Type 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. There are two ways to manage your building types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Building Types button. 

• Within the Actions pane, click the Manage Building Types link. 

4. With either option, the Manage Building Types window opens.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to reveal 

the menu choices on the right side of the Navigation pane, or using your mouse point at the 
Separation bar, and when the up/down arrow displays, right-click the line and hold it to pull 
the line down.    

5. Click the field marked with an asterisk (*). To add a new record, complete the 
following fields (required fields are marked within an asterisk (*)): 

• Building Type* – type the name of the building type 

• Hidden In Portal – click the box to insert a checkmark to indicate that the 
building type will not be available within Subscriber Portal. Leave the field empty 
to indicate that the building type will be available within Subscriber Portal 

6. To add another type, click the Save button and repeat step 5 as necessary. 

7. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with building types, or click Save & Close (to save and exit) to return to the 
Building list. 

Modifying a Building Type 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. There are two ways to manage your building types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Building Types button. 
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• Within the Actions pane, click the Manage Building Types link. 

4. With either option, the Manage Building Types window opens.  

5. Click the building type you want to modify. Type the new information and click the 
Save button on the ribbon.  

6. To change another building type repeat step #3.  

7. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with building types, or click Save & Close (to save and exit) to return to the 
Building list. 

Deleting a Building Type 

Keep in mind that to delete a building type, all buildings assigned to the type must first be 
associated with another type. 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. There are two ways to manage your building types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Building Types button. 

• Within the Actions pane, click the Manage Building Types link. 

4. With either option, the Manage Building Types window opens. There are two ways to 
select the type to delete: 

• Right-click the record selector box (located just left of the name) and box, click 
Delete. 

• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

6. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
types at once.  

7. If you do not want to delete the building type, right-click the record to access a pop-
up menu. From the pop-up, click Undelete. 

8. Once you select Undelete, a message box displays verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with building types, or click Save & Close (to save and exit) to return to the 
Building list. 
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Manage Terminal Types 

Terminal Type contains the description of the specific terminal. Some examples of terminal 
types are manhole, closet, post, etc. (Note: The terminal types must first be determined 
and added before adding any terminal records.) 

Adding a Terminal Type 

1. Click the Facilities menu.  

2. In the Navigation pane, click Buildings. 

3. There are two ways to manage your terminal types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Terminal Types button 

• Within the Actions pane, click the Manage Terminal Types link. 

4. With either option, the Manage Building Types window opens.  

! If you are unable to view the Actions pane, you may need to use the scroll bar to reveal 

the menu choices on the right side of the Navigation pane, or using your mouse point at the 
Separation bar, and when the up/down arrow displays, right-click the line and hold it to pull 
the line down.    

5. Click the field marked with an asterisk (*), to add a new record, complete the 
following fields (required fields are marked within an asterisk (*)): 

6. Type the new terminal type name.  

7. To add another type, click the Save button and repeat step 6 as necessary. 

8. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with terminal types, or click Save & Close (to save and exit) to return to the 
Building list. 

Deleting a Terminal Type 

Please keep in mind that to delete a terminal type, all terminals assigned to the type must 
first be associated with another type. 

1. Click the Facilities menu.  

2. In the Navigation pane, click Buildings. 

3. There are two ways to manage your terminal types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Terminal Types button. 

• Within the Actions pane, click the Manage Terminal Types link. 

4. With either option, the Manage Building Types window opens.  

5. There are two ways to select the type to delete: 
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• Right-click the record selector box (located just left of the name) and box, click 
Delete. 

• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 

6. Once you click Delete, a message box displays verifying that you really want to 
delete the type. Click Yes within the box to continue or No to cancel the operation. 

7. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
types at once.  

8. If you do not want to delete the building type, right-click the record to access a pop-
up menu. From the pop-up, click Undelete. 

9. Once you select Undelete, a message box displays verifying that you really want to 
keep the type. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with terminal types, or click Save & Close (to save and exit) to return to the 
Building list. 

Buildings Records 

Before adding a new building into the cairs.net database, make sure the appropriate 
“building types” and “terminal types” related to the new building are in the database. For 
more information see, “Adding a Building Type” or “Adding a Terminal Type”. 

Adding a New Building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. There are two ways to add a Building: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New, select Building. 

• Within the Actions pane, click the Add New Building link. 

4. Within either option the General-Building window opens. Within the top pane 
complete the following information (required fields are marked with an asterisk (*)):  

• Site* – click the drop-down arrow to access a list and select the site. The site 
drop-down list displays the bottom-most site first. After the ~~ is the complete 
path to the site. Each site level is separated by a >. 

• Building Name* – type the building name.  

• Directory Building Name – type the building’s common name. For example, you 
may know the building as 110, but the layperson may know the building as the 
post office. Therefore, the Directory Building Name would be Post Office. 

• Description – type the building description. This can include the address, cross 
streets, etc.  
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• Building Type* – click the drop-down arrow to access a list and select the 
building type. An example of a building type may be manhole, office, MDF, IDF, 
etc. 

• Address Line 1-4 – use these four fields to enter the address of the building 

The following fields are specific to the NENA 2 format for our 911 Interface.  When the 
interface is created, these fields will populate the location information for the set.   

• House Number – type in the house number, if applicable 

• Prefix Directional – Type in the leading street direction prefix, valid entries are 
N, S, E, W, NW, NW, SE, SW 

• Street Name – type in the street name 

• Street Suffix – Type in the street suffix such as AVE, St, Pkwy, etc 

• Post Directional – type in the trailing street direction suffix, valid entries are N, 
S, E, W, NW, NW, SE, SW 

• City – type in the city name 

• State – type in the state name 

• County – type in the county name 

• Country – type in the country name 

• ZIP – type in the postal zip code 

The next few fields will display the nearest building within set management based on 
coordinates.   

• Area or Zone – type in the area or zone of the building 

• Latitude – type in the latitude coordinate of the building 

• Longitude – type in the longitudinal coordinate of the building  

• Elevation – type in the elevation of the building 

• Switch Name – click the drop-down arrow to access a list and select the switch 
name providing service to the building. 

• Building Misc 1 – 5 – use these fields to type any miscellaneous connection 
information. 

5. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with building records, or click Save & Close (to save and exit) to return to 
the Building list. 

Modifying a Building Record 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 
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3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. When the Building list opens, double-click a building name to modify. 

5. The Building window opens. Click the field to modify and type or select the new 
information. 

6. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with building records, or click Save & Close (to save and exit) to return to 
the Building list. 

Deleting a Building 

Before deleting a building, you must move all existing assignments to another building.  

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the connection group name or portion of the name 
and then click the magnifying glass or press the Enter key on your keyboard. 

• Click the Show All button. 

4. When the Building list populates, highlight the building to delete. There are three 
ways to delete a building: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Click the Delete Building link within the Actions pane.  

• Double-click the name to open the Building window, and within the Actions 
ribbon group, click the Delete button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the building. Click Yes within the box to continue or No to cancel the 
operation. 

If a warning message displays notifying you there is still existing information associated 
with the building, you must delete any services still in the building. For example, if 
telephone numbers, electronic sets, or circuits are still working in the building, you must 
remove them. Further, if there are terminals in a building, you must delete the cables in 
the terminals and the terminals themselves before you can delete the building. In short, 
delete all working service of any kind.  
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Terminal Records 

Once you have created Building records, you can then add terminal into each building. 
When you create a terminal, you designate it to either hold binding posts or frame locations 
but it cannot be both. In order for a terminal to hold frame locations, you must first create 
the frame; see Frame Records to learn more about adding frames to a building.  

Adding a Terminal to a Building 

Before adding a terminal record, verify that the respective Terminal Type exists in cairs.net. 
To add a new terminal type, please refer to the “Adding a Terminal Type” section. 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the Terminals (lower) pane click the first blank 
row marked with an asterisk (*) to add a new record. Complete the following fields 
(required fields are marked with an asterisk (*)):  

• Sort – type a number in the field to determine where in the list the terminal 
displays, a one allows the terminal be listed first 

• Terminal Name* – type the terminal name.  

• Terminal ID – type the terminal identification. 

• Terminal Type – click the drop-down arrow to access a list and select the 
terminal type. An example of a terminal type may be manhole, closet, frame, etc. 

• Terminal Description – type the terminal description. This may include where in 
the building to find the terminal, cross streets, etc. 

• Floor – type the terminal floor number. 

• Room – type the terminal room number. 

• Terminal Misc 1 - 17 – type any miscellaneous terminal information.  

• Notes – type any additional information. 

6. To add another terminal, click the Save button within the Actions ribbon group, and 
then repeat step #5, as necessary. 

7. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with terminal records, or click Save & Close (to save and exit) to return to 
the Building list. 
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Modifying a Terminal in a Building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. To populate the Buildings list, you must either: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the Terminals pane, click the terminal record to 
modify and type or select the new information.   

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with terminal records, or click Save & Close (to save and exit) to return to the 
Building list. 

Deleting a Terminal from a Building 

To delete a terminal, its frames must first be deleted. (Please refer to the “Deleting a Frame 
from a Building” section.) 

1. Click the Facilities menu. 

2. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

3. When the Building list opens, double-click the building name.  

4. The Building window opens. Within the Terminals pane, click the terminal to delete. 

5. Right-click the terminal name to access a pop-up box and select Delete.  

6. Once you click Delete, a message box displays verifying that you really want to 
delete the terminal. Click Yes within the box to continue or No to cancel the 
operation. 

7. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
terminals at once.  

8. If you do not want to delete the terminal, right-click the record to access a pop-up 
menu and select Undelete. 

9. Once you select Undelete, a message box displays verifying that you really want to 
keep the terminal. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with terminal records, or click Save & Close (to save and exit) to return to the 
Building list. 
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Emergency Response Location (ERL) 

The Emergency Response Location is the location of where an emergency responder will 
be dispatched to.  This location should be specific enough that the responder can quickly 
location the caller.  Why do we have this?  With most phones going the way of VoIP, an 
ERL make it possible to assign a group of phones to a zone within a building.   

Within each building you will create the ERLs.  When you create a set, it will be assigned 
into the ERL.  

Adding an ERL 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. To populate the Buildings list, you must either: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the lower pane, click on the Emergency 
Response Location tab. 

6. Click on the blank row marked with an asterisk (*) to add a new location. 

7. Enter in the following information for the ERL: 

• Emergency Location Extension 

• Emergency Location Floor 

• Emergency Location Room 

8. Once the fields are complete, click Save (to save and stay) to continue working with 
frame records, or click Save & Close (to save and exit) to return to the Building list. 

 

Frame Records 

Frame records are added to a building’s terminal record. (To add a terminal record, refer to 
the “Adding a Terminal to a Building” section.) You can then modify or delete the existing 
frame records.  

Adding a Frame to a Building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 



Facilities 

CAIRS User Guide 631 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name. Within the Show 
ribbon group, click the Frames button.  

5. The Frames list opens. Click the first blank row marked with an asterisk (*), to add a 
new record. Type the Frame name. 

6. In the Terminal Name column, use the drop-down and select the Terminal Name. 

7. Notice that once you enter in a Frame Name, a plus sign (+) displays next to the 
name. Click the plus sign (+) to access the Frame Row, Block, and Pin/Frame 
Usage list. Click the first blank row marked with an asterisk (*), to enter the frame 
usage information. Complete the following Frame fields (fields marked with an 
asterisk (*) are required):  

• Row Number* – type the number of the row where the frame starts. 

• Block Number* – type the block number. 

• Start Pin Number* – type the starting pin number. 

• End Pin Number* – type the ending pin number. 

• Reserved* – click the box to insert a checkmark to indicate the frame is 
reserved.  

8. The remaining columns auto-populate when a range is added to a connection. To 
learn more, refer to the ‘Adding a Range to a Building’ section. 

9. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with frame records, or click Save & Close (to save and exit) to return to the 
Building list. 

Modifying a Frame of a Building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name. Within the Show 
ribbon group, click the Frames button.  

5. The Frames pane opens displaying existing frame records. Click the plus sign (+) 
next to the frame record and make any necessary changes. 



Facilities 

632 CAIRS User Guide 

6. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with frame records, or click Save & Close (to save and exit) to return to the 
Building list. 

Deleting a Frame from a Building 

1. Click the Facilities menu. 

2. Click Buildings in the Navigation pane. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name. Within the Show 
ribbon group, click the Frames button.  

5. Right-click the frame name to access a pop-up box and select delete.  

6. Once you click Delete, a message box displays verifying that you really want to 
delete the frame. Click Yes within the box to continue or No to cancel the operation. 

7. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
frames at once.  

8. If you do not want to delete the frame, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

9. Once you select Undelete, a message box displays verifying that you really want to 
keep the frame. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with frame records, or click Save & Close (to save and exit) to return to the 
Building list. 

Connections and Buildings 

After you have built the connection groups, it is time to add those connections into the 
buildings and terminals that they service. Once a building has a terminal, you can add the 
connection group and path ranges. A connection group can exist within a building without 
having any associated path ranges.   

Adding a connection to a building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 
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• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name. 

5. The Building window opens, displaying two panes. Within the Terminals pane, click 
the plus sign (+) next to the terminal to which you want to add the connection record. 

6. Click the first blank row marked with an asterisk (*), to enter the connection groups. 
Complete the following Connection fields (fields marked with an asterisk (*) are 
required):  

• Sort – type a number in the field to determine where in the list the connection 
displays, a one allows the connection to be listed first. 

• Connections Name – click the drop-down arrow to access a list and select the 
connection name to assign it to the terminal. 

• Distance in Feet – type the distance (in feet), this connection runs from the MDF 
or IDF to the terminal. 

• Wire Gauge – type the connection gauge. 

• Home Termination – type the name of the originating connection termination. 

! Tie connection and home termination. When creating a tie connection between two 

buildings, the home termination will be different for each connection Appearance. For 
instance, if the connection ran from building 205 to 206, the home termination in 205 would 
be 206 and the home termination in 206 would be 205.  

• Terminal Connection Description – type the description of the terminal relating 
to the connection group, if necessary.   

7. To add another connection, click the Save button within the Actions ribbon and 
repeat steps #4 and 5. 

8. Once all connection groups are added, click the Save and Close button within the 
Actions ribbon group.  

9. To add a connection range of paths that run into the building, please refer to the 
“Adding a Connection Range to a Building” section. 

Modifying a Building Connection  

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 
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• Click the Show All button. 

4. When the Building list opens, double-click the building name. 

5. Within the Terminals pane, click the plus sign (+) next to the terminal to view 
existing connection records, make any necessary changes. 

6.  Within the Actions ribbon group, click the Save (to save and stay) to continue 
modifying connections, or click Save & Close (to save and exit) to return to the 
Building list. 

 

Deleting a Connection from a Building 

Deleting a connection from a building is simply removing that connection group from the 
building record. You do not actually delete the entire connection group from the database.  

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens, displaying two panes. Within the Terminals pane, click 
the plus sign (+) next to the terminal record to view all existing connection records.   

6. Right-click the connection name to access a pop-up box, and select delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the connection. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, cairs.net draws a line through the type allowing you to delete multiple 
connections at once.  

9. If you do not want to delete the connection, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the connection. Click Yes within the box to continue or No to cancel the 
operation. 

11. Within the Actions ribbon group, click the Save (to save and stay) to continue 
deleting building connections, or click Save & Close (to save and exit) to return to 
the Building list. 
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Connection Ranges and Buildings 

A connection range refers the path numbers servicing a building. For example, a 
connection 1A (a 500 path connection) services building 1665, however, only paths 100 
through 200 are punched down into the building. Therefore, your path range is 100 to 200. 
Before you can add a range into a building, the connection group must reside within the 
building and terminal.  

Adding a Connection Range to a Building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the Connection Paths ribbon group, click the 
Add Range button. 

6. The Add Range pop-up opens. To add the range, complete the following 
information:  

• Terminal – click the drop-down arrow to access a list and select the terminal to 
assign a connection range to. When you select a terminal, the Connection Group 
drop-down becomes available for selection. The right pane within the Add Range 
pop-up displays the connection group and paths currently existing within the 
terminal. 

• Connection Group – click the drop-down arrow to access a list and select the 
connection group name. Once selected, the Beginning Path, Ending Path and 
Frame or Binding Post drop-down boxes become available for selection.  

• Beginning Path – this field auto-populates with the connection’s beginning path. 
To select a different beginning path, click the drop-down arrow to access a list 
and select the number of the first path you are assigning into the terminal. 

• Ending Path – this field auto-populates with the ending connection path. To 
select a different ending path, click the drop-down arrow to access a list and 
select the number of the last path you are assigning into the terminal.  

• Don’t Track Binding Post – click the box to insert a checkmark to indicate 
binding post or frame location will not be tracked. Once clicked the remaining 
fields become unavailable.  

! The next field becomes available based on how you created the terminal. If you created 

the terminal to hold binding post information, then the First Binding Post field becomes 
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available, however, if you designed the terminal to hold frame locations, the Frame, First 
Row, First Block, and First Pin fields become available. 

• First Binding Post – click the drop-down arrow to access a list and select the 
number of the first binding post containing the first path.  

• Frame – click the drop-down arrow to access a list and select the frame name. 
Once you select a Frame, the First Row drop-down box becomes available. You 
will also see the detailed Frame Usage information in the right-hand pane of the 
window. To see the non-visible information, drag the scroll bar along the bottom 
of the pane.  

• First Row – click the drop-down arrow to access a list and select the first row. 
Once you have selected a row, the Block drop-down becomes available.  

• First Block – click the drop-down arrow to access a list and select the first block. 
Once selected, the pin drop-down becomes available.  

• First Pin – click the drop-down arrow to access a list and select the first pin.  

7. After completing all the range information, the Save button becomes available. Click 
the Save button to save the range and close the pop-up. Alternatively, click the 
Cancel button to stop the operation and return you to the General – Building window 
without adding the range.  

8. Within the Terminals pane, a Connection Path Ranges list displays under the 
Connections list.  

9. To view the complete range, click the plus sign (+) next to the Start Path number. 

10. Within the Actions ribbon group, click the Save (to save and stay) to continue 
adding connection ranges, or click Save & Close (to save and exit) to return to the 
Building list. 

Deleting a Connection Range from a Building 

Before a connection range can be deleted from a building, the paths must be free of all 
assignments.  

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the Connection Paths ribbon group, click the 
Delete Range button.  
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6. The Delete Range window opens. Use the drop-downs to select the terminal and 
connection group.  

7. The Beginning and Ending Path auto-populate with the paths originally assigned into 
the terminal. From the Beginning Path, select the start path number to delete. For 
example, if you have a 50 pair cable and you want to delete pair 40 to 50, select 40 
in the Beginning Path drop-down.  

8. In the Ending Path drop-down list, select the end path number to delete. With the 
above example, the End path would be 50. Keep in mind that you cannot delete a 
path unless it is free of all assignments.  

9. Click the Delete button. The pop-up closes and the range no longer displays in the 
Terminals pane.  

Modifying a Connection Range of a Building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the Connection Paths ribbon group, click the 
Modify Range button. 

6. The Modify Range pop-up opens. Use the drop-down list to make the necessary 
changes. 

7. Once you have completed modifying the range information, the Save button 
becomes available. Click Save to save the range and close the pop-up.   

8. Within the Terminals pane, the Connection Path Ranges list displays under the 
Connections list.  

9. To view the complete range, click the plus sign (+) next to the Start Path number. 

10. Within the Actions ribbon group, click the Save (to save and stay) to continue 
working with building records, or click Save & Close (to save and exit) to return to 
the Building list. 

Move a Connection Range 

When you want to move a connection range there are two variations. First, you can move 
the connection range to a different terminal within the same building. Second, you can 
move the connection range to a different building that contains the same connection group.  
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There are a few things to consider before you start moving connection ranges. You can 
only move the paths that exist within the terminal, for example, if you have paths 1-10 and 
21-30, you cannot move 1-30 because 11-20 do not exist in the terminal. There can be no 
overlapping path counts, for example, if you are moving cable 01 path 1-10 from terminal 1 
to 2, terminal cannot already have path 1-10 in it.  

There is an option to delete the terminal once you have moved all connection paths from 
the terminal. Be very careful with this option, there is no undo function.  

Moving within the same building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the Connection Paths ribbon group, click the 
Move Range button. 

6. The Move Range pop-up opens.  

7. To move a connection group and path to another terminal complete the following 
fields: 

• Move From Terminal – click the drop-down arrow to access a list of the 
terminals within the building list and select the terminal to move the paths from 

• Connection Group – click the drop-down arrow to access a list of the 
connection groups within the selected terminal list and select the connection to 
move 

• Beginning Path – this field auto-populates with the first path within the 
connection group, to change the path, click the drop-down arrow to access a list 
and select the beginning path that you want to move. 

• Ending Path - this field auto-populates with the last path within the connection 
group, to change the path, click the drop-down arrow to access a list and select 
the ending path that you want to move. 

• Move To Building – this field auto-populates with the building that you are 
currently in, since you are moving the path range to a different terminal within the 
same building, leave this field as it is 

• Move To Terminal – click the drop-down arrow to access a list and select the 
terminal you want to move the range into 
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• Delete terminal if empty – this field defaults to include a checkmark to indicate 
that once the terminal is empty, meaning it no longer has a connection group and 
path range, it will be deleted from the building. Pay close attention to this field as 
there is no undo function.  

8. Once the fields are completed, the Move button becomes available. Click the Move 
button to complete the process. Alternatively, click the Cancel button to stop the 
process and return to the original connection path – terminal association.  

9. Within the Actions ribbon group, click the Save (to save and stay) to continue 
moving connection ranges, or click Save & Close (to save and exit) to return to the 
Building list. 

Moving to another building 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. The Building window opens. Within the Connection Paths ribbon group, click the 
Move Range button. 

6. The Move Range pop-up opens.  

7. To move a connection group and path to another terminal complete the following 
fields: 

• Move From Terminal – click the drop-down arrow to access a list of the 
terminals within the building list and select the terminal to move the paths from 

• Connection Group – click the drop-down arrow to access a list of the 
connection groups within the selected terminal list and select the connection to 
move 

• Beginning Path – this field auto-populates with the first path within the 
connection group, to change the path, click the drop-down arrow to access a list 
and select the beginning path that you want to move. 

• Ending Path - this field auto-populates with the last path within the connection 
group, to change the path, click the drop-down arrow to access a list and select 
the ending path that you want to move. 

• Move To Building – this field auto-populates with the building that you are 
currently in, click the drop-down arrow to access a list and select the name of the 
building you want to move the connection range to  
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! When you want to move a connection path from one building to another, the same 

connection must exist within both buildings.  

• Move To Terminal – click the drop-down arrow to access a list and select the 
terminal you want to move the range into 

• Delete terminal if empty – this field defaults to include a checkmark to indicate 
that once the terminal is empty, meaning it no longer has a connection group and 
path range, it will be deleted from the building. Please pay close attention to this 
field as there is no undo function.  

8. Once the fields are completed, the Move button becomes available. Click the Move 
button to complete the process. Alternatively, click the Cancel button to stop the 
process and return to the original connection path – terminal association.  

9. Within the Actions ribbon group, click the Save (to save and stay) to continue 
moving connection ranges, or click Save & Close (to save and exit) to return to the 
Building list. 

Deleting the terminal if empty 

When you move a range, pay close attention to the Delete terminal if empty checkbox. By 
default, this box is checked to indicate that once the terminal is empty it will be deleted from 
the building. Click the box to clear the checkmark to leave the terminal within the building 
even if it is empty.  

Building Statistics 

Cairs.net offers a quick way to look at a building’s statistics. The three statistics viewing 
options are: Path Availability, Connection Service, and Fill Percentage.  

Viewing Path Availability Stats 

The Path Availability report displays the Number/Circuit/Device, the connection name, the 
path numbers, the status (in use, spare, reserved, or bad) of the path numbers, terminal 
names, binding posts, and frame information for a given building.  

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name.  

5. Within the Quick Stats ribbon group, click the Path Availability button.  

6. The Path Availability pane displays the statistics. 
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• Number/Circuit/Device – displays the telephone number, electronic set name, 
or circuit assigned to the connection and path within the building. 

• Assignment Type – displays the type of assignment whether a set device or 
circuit 

• Port – displays the port number, if applicable 

• Connection Name – displays the connection name. 

• Path Number – displays the path number. 

• Status – displays the path status. The status can be Spare, In Use, Reserved, or 
Bad. 

• Building Name – displays the building name. 

• Terminal Name – displays the terminal name. 

• Binding Post – displays the binding post location. 

• Frame Name – displays the frame name. 

• Row Number – displays the row number. 

• Block Number – displays the block number. 

• PIN Number – displays the PIN number. 

• Floor, Room and Jack – displays the associated information 

7. To view a more detailed description of the path, double-click the path number.  

8. The Connection Path window opens. The top pane displays the same information as 
the previous screen. On this window, you can change the path status. To change the 
path status, add or clear the checkmark from the Reserved, Working, Protected, or 
Loaded fields. The lower pane displays the Terminal Appearances for the 
connection path.  

Viewing Connection Service Stats 

You can view the connection paths and service statistics through a building record. 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name. The Building window 
opens.  

5. Within the Quick Stats ribbon group, click the Connection Service button.  
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6. The Connection Service Report displays in the lower half of the window. To view the 
Connection Path Ranges for the Terminal, click the plus sign (+) next to the 
Building Name.  

7. To view the detailed information for the connection paths, click the plus sign (+) next 
to the Start Path field.  

Viewing Fill Percentage Report 

You can view the total number of paths and the number of paths in use in each terminal of 
a building. The Fill Percentage report displays the information. 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name. The Building window 
opens.  

5. Within the Quick Stats ribbon group, click the Fill Percentage button.  

6. The top half of the screen displays the fill percentage in a bar chart format and the 
lower half of the screen displays the totals of the actual numbers and percentages 
for each path status.  

Viewing the Connectivity Report 

1. Click the Facilities menu. 

2. In the Navigation pane, click Buildings. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. When the Building list opens, double-click the building name. The Building window 
opens.  

5. Within the Quick Stats ribbon group, click the Connectivity Report button.  

6. The details pane displays only the paths that are currently assigned. This pane also 
displays the complete cross connect information.  
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Connectivity 
Connectivity allows you to view all the connections that are created within your database.  
The list displays the device, whether a set or circuit, and the associated facilities 
information including all cross connects.  You can double click on any record to open the 
Connectivity window, within this window you can manipulate the facilities.   

You can also create new dedicated plant records.  For a record to be dedicated you have to 
take the connection all the way to the room and jack in the assigned building.  This kind of 
record is called Dedicated without port.  The other type of dedicated plant, is dedicated with 
port, this means you are dedicating the connection from the port all the way to the room 
and jack in the assigned building.  This report displays which records are ‘Dedicated’ or 
‘Not Dedicated’. 

Viewing Connectivity 

1. Click the Facilities menu. 

2. Click the Connectivity menu on the Navigation pane. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. Within the list, you can view the complete connectivity for the device.  As you scroll 
to the right, the cross connects are listed. 

5. The Terminal Position, Building and Terminal are bolded, these are the location of 
where the device is located.  All cross connects work from this location back to the 
MDF.   

Creating a New Dedicated Plant 

1. Click the Facilities menu. 

2. Click the Connectivity menu on the Navigation pane. 

3. Within the Actions pane, click on the Add New Dedicated Plant link. 

4. The Connectivity – Detail window opens.  The window will look familiar as it is a 
copy Facilities pane you see in Sets and Circuits.  There are two sections of 
information the top pane displays a few basic items regarding the connectivity and 
dedicated plant.  The lower half allows you to assign the complete facilities package 
with cross connects.  

5. Within the top section, complete the following fields the required fields are marked 
with an asterisk (*): 

• Assigned Site – click on the dropdown arrow to access a list of the sites, there 
are two columns of information.  The first column displays the site that you are 
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associating, the second column is the complete path to the site this includes the 
parents of the site.  You can either scroll through the list to find the site or you 
can type in any portion of the site name within the textbox, once the site appears, 
click on the name to associate to the device.  The site name displays in the field.   

• Assigned Building * – click the drop-down arrow to access a list, you can either 
scroll through the list to find the building or you can type in any portion of the 
building name into the textbox, once the building name appears, click on the 
name to associate to the device.  The building name appears in the field.   

• Alternate Location – type in any alternate location information relating to the 
device.  This field can appear in the 911 interface 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. The Directory Building name is 
defined as the common name for the building, for example, the assigned building 
name is 100 and the directory building name is Post Office.  This field is read 
only.    

• Floor – type the floor number, if applicable. 

• Room – type the room number, if you are creating a dedicated plant you must 
enter a room number 

• Jack – type the jack number, if you are creating a dedicate plant you must enter 
a jack number 

• Dedicated Plant * – click the arrow to access a drop-down list, from the list 
select the type of dedication. The field automatically defaults to ‘Dedicated 
Without Port’. You can change the selection to ‘Dedicated with Port’ by clicking 
the dropdown arrow and making the selection.    

6. It is a good idea to save the changes you have just made, within the Actions ribbon 
group click on the Save button.   

7. Within the lower pane there are three tabs of information; Edit, Dedicated Plant and 
Imported Data By Path.  

8. The Edit tab allows you to change the connectivity to the device. There are two lines 
of information for each portion of the connection.  The top line displays the following 
information, when you change any field in this row it will cause the rest of the section 
to be delete.   

• Site – click on the dropdown arrow to access a list of the sites, there are two 
columns of information.  The first column display the site that you are 
associating, the second column is the complete path to the site this includes the 
parents of the site.  You can either scroll through the list to find the site or you 
can type in any portion of the site name within the textbox, once the site appears, 
click on the name to associate to the device.  The site name displays in the field.   

• Building – click the drop-down arrow to access a list, you can either scroll 
through the list to find the building or you can type in any portion of the building 
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name into the textbox, once the building name appears, click on the name to 
associate to the device.  The building name appears in the field.   

• Terminal Name – if the building contains only one terminal this field auto-
populates with terminal name. If the field is blank click on the dropdown arrow to 
access a list of terminals, you can either scroll through the list to find the terminal 
or you can type in any portion of the name within the textbox, once the terminal 
appears, click on the name to associate to the device.  The terminal name 
displays in the field.   

9. In the second row allows you to add the connection and path information, click on 
the row marked with an asterisk (*) to add a new connection or click into any field to 
edit the information.  The following fields are available:  

• Connection Name – click the drop-down to access a list, you can either scroll 
through the list to find the connection or you can type in any portion of the name 
within the textbox in the upper right hand corner of the dropdown, once the 
connection appears, click on the name to associate to the device.  The name 
displays in the field 

• Path Number – this field auto-populates with the next available path in the 
terminal. To change this selection, click the drop-down arrow to access a list, 
there four several columns of information that display the binding post or frame 
location of the path.  

• Path Usage – click the drop-down arrow to access a list, you can either scroll 
through the list to find your selection or you can type in any portion of the name 
within the textbox in the upper right hand corner of the dropdown, once your 
selection appears, click on the name to associate to the connection.  The name 
displays in the field.  This is a list that is pre-defined within Facilities and indicates 
how the path is being used, for example, data, voice, transmit, etc.  

• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is a Read Only field.  

• In Binding Post or In Frame Location – these fields auto-populate within 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This is a Read Only field. 

10. You can continue to add-in cross connect buildings, terminals, and connection 
information for the device by entering in another site, building name, and terminal. 

11. The Dedicated Plant tab allows you to view all existing dedicated plant within your 
database.  You can click on any record in the list to load the complete connectivity to 
view or edit.   

12. Once you have added the complete plant connectivity, within the Actions ribbon 
group, click Save (to save and stay) to continue working with this connectivity, or 
click Save & Close (to save and exit) to return to the Connectivity list. 
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Changing a Records Connectivity 

You can change a records connectivity, however if you change any row that has rows 
beneath it, all that information will be deleted.  If you need to change either the general 
building or connection information, you can double-click on the record selector button to 
open either General window.  After you have made the changes click on the Save & Close 
button to return to the Connectivity window.  

1. Click the Facilities menu. 

2. Click the Connectivity menu on the Navigation pane. 

3. Depending on the amount of records you have within your database, the list may not 
immediately populate. To populate the list, perform one of the following actions: 

• Within the search box, type the building name or portion of the name and then 
click the magnifying glass. 

• Click the Show All button. 

4. Within the list, double click on the line to open the record. 

5. The Connectivity – Detail window opens.  The window will look familiar as it is a 
copy Facilities pane you see in Sets and Circuits.  There are two sections of 
information the top pane displays a few basic items within regarding the connectivity, 
and the lower half allows you to assign the complete facilities package with cross 
connects.  

6. Within the top section, you can change the information in any fields, any changes 
here will be reflected on the device.  You must have information within the required 
field before you can save, the required fields are marked with an asterisk (*): 

• Assigned Site – click on the dropdown arrow to access a list of the sites, there 
are two columns of information.  The first column display the site that you are 
associating, the second column is the complete path to the site this includes the 
parents of the site.  You can either scroll through the list to find the site or you 
can type in any portion of the site name within the textbox, once the site appears, 
click on the name to associate to the device.  The site name displays in the field.   

• Assigned Building * – click the drop-down arrow to access a list, you can either 
scroll through the list to find the building or you can type in any portion of the 
building name into the textbox, once the building name appears, click on the 
name to associate to the device.  The building name appears in the field.   

• Alternate Location – type in any alternate location information relating to the 
device.  This field can appear in the 911 interface 

• Directory Building Name – this field auto-populates with the Directory Building 
Name that appears on the Building Record. The Directory Building name is 
defined as the common name for the building, for example, the assigned building 
name is 100 and the directory building name is Post Office.  This field is read 
only.    

• Floor – type the floor number, if applicable. 
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• Room – type the room number, if you are creating a dedicated plant you must 
enter a room number 

• Jack – type the jack number, if you are creating a dedicate plant you must enter 
a jack number 

• Dedicated Plant – click the arrow to access a drop-down list, from the list select 
the type of dedication. The field automatically defaults to ‘Not Dedicated’. You 
can change the selection to dedicate with port or dedicated without port. When 
you choose to dedicate, anytime you move or delete the device, the facilities 
remain in place and are unavailable to use in other situations.  

7. It is a good idea to save the changes you have just made, within the Actions ribbon 
group click on the Save button.   

8. Within the lower pane there are three tabs of information; View, Edit and Dedicate 
Plant. The View tab displays the complete facilities for the device starting with the 
assigned building and working back to the MDF.   

9. The Edit tab allows you to change the connectivity to the device. Please keep in 
mind that when you change any information in the first row all subsequent rows will 
be deleted.   

10. There are two lines of information for each portion of the connection.  The top line 
displays the following information, when you change any field in this row it will cause 
the rest of the section to be delete.   

• Site – click on the dropdown arrow to access a list of the sites, there are two 
columns of information.  The first column display the site that you are 
associating, the second column is the complete path to the site this includes the 
parents of the site.  You can either scroll through the list to find the site or you 
can type in any portion of the site name within the textbox, once the site appears, 
click on the name to associate to the device.  The site name displays in the field.   

• Building – click the drop-down arrow to access a list, you can either scroll 
through the list to find the building or you can type in any portion of the building 
name into the textbox, once the building name appears, click on the name to 
associate to the device.  The building name appears in the field.   

• Terminal Name – if the building contains only one terminal this field auto-
populates with terminal name. If the field is blank click on the dropdown arrow to 
access a list of terminals, you can either scroll through the list to find the terminal 
or you can type in any portion of the name within the textbox, once the terminal 
appears, click on the name to associate to the device.  The terminal name 
displays in the field.   

11. In the second row allows you to add the connection and path information, click on 
the row marked with an asterisk (*) to add a new connection or click into any field to 
edit the information.  The following fields are available:  

• Connection Name – click the drop-down to access a list, you can either scroll 
through the list to find the connection or you can type in any portion of the name 
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within the textbox in the upper right hand corner of the dropdown, once the 
connection appears, click on the name to associate to the device.  The name 
displays in the field 

• Path Number – this field auto-populates with the next available path in the 
terminal. To change this selection, click the drop-down arrow to access a list, 
there four several columns of information that display the binding post or frame 
location of the path.  

• Path Usage – click the drop-down arrow to access a list, you can either scroll 
through the list to find your selection or you can type in any portion of the name 
within the textbox in the upper right hand corner of the dropdown, once your 
selection appears, click on the name to associate to the connection.  The name 
displays in the field.  This is a list that is pre-defined within Facilities and indicates 
how the path is being used, for example, data, voice, transmit, etc.  

• Out Binding Post or Out Frame Location – these fields auto-populate with 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This field is a Read Only field.  

• In Binding Post or In Frame Location – these fields auto-populate within 
number(s) corresponding to the path number. This information is defined within 
Facilities; each terminal is designed with either a Binding Post or Frame 
Location. This is a Read Only field. 

12. You can continue to add-in cross connect buildings, terminals, and connection 
information for the device by entering in another site, building name, and terminal. 

13. Once you have added the complete connectivity, within the Actions ribbon group, 
click Save (to save and stay) to continue working with this connectivity, or click Save 
& Close (to save and exit) to return to the Connectivity list. 
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Switches 

The Switches menu manages and monitors switch information and connectivity. You must 
first create a switch record before doing any switch provisioning through cairs.net. This 
switch record allows you to manage switch connectivity, properties, port numbers, and 
general switch features including feature key maps, speed dial and office hunt groups. 

After creating a switch record, you can add a connection record. The connection record 
connects you to your switch via Secure Maintenance Access (SMA), a MML interface 
allowing secure emulator-type access.  

Within Switches, you create port groups to which you add port numbers. Port numbers are 
equivalent to EQNs for the EWSD switch, and LENs for the Nortel switch/PBX platform. 
The port number status is viewed and changed here (ex. Bad, Active, Spare). It should be 
noted that you cairs.net administrator imports your port numbers into your database 
through the Data Sync Center.  

Additionally, you can define Class of Service (or DSN Access for EWSD switch types) and 
Class of Restriction (or PTT Access for EWSD switch types).  

For EWSD switches, you create and manage Switch Data reports, Speed Dial Groups, and 
Line Class Codes in the switch record. You can also view the switch’s Feature Key Maps. 

There are two menu items within the Switches Navigation pane that will not be covered in 
this manual, Traffic & Alarms and MoraleMinder. These two options are add-ons to the 
cairs.net program.  

The Import Core Data menu options allow a Unique Communications representative to 
create your database by importing you data into cairs.net.   

The Exporting menu option allows you and a Unique Communications representative a 
means to troubleshoot issues that may occur within your database. 

Switch Settings 
From the Switches menu, you add and view basic and common switch settings. What really 
connects cairs.net to the switch is Unique Communication’s WOPR-ASI service. Your 
cairs.net administrator manages the automatic switch interface that communicates cairs.net 
requests to the switch via scripts. When you create a connection record in a switch, you 
essentially define the parameters WOPR-ASI needs to communicate with the switch.  
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There are four switch settings within the Actions pane:   

• View Switch Settings - displays the setting type and associated switch 
category.  

• Manage Common Settings - allows you to view and delete just the common 
settings. You can also add the initial value for a common setting.  

• Manage Class of Service Name - allows you to create the drop-down list that 
defines the switch’s available Class of Services. 

• Manage Class of Restriction Name - allows you to create the drop-down list 
that defines the switch’s available Class of Restriction. 

You will need to define each of these before you can start to add your switch records into 
the database.  

Switch Settings 

Adding Switch Settings 

A switch technician or cairs.net administrator is responsible for adding and configuring the 
switch settings. You should always consult your switch technician before modifying any 
settings. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the View Switch Settings window: 

• Within the toolbar directly the Navigation pane, click the View Switch Settings 
button. 

• Within the Actions pane, click the View Switch Settings link.  

4. The View Switch Settings window opens.  

5. Within the View Switch Settings pane, click the row marked with an asterisk (*) to 
add a new record. Configure the following fields (required fields are marked with an 
asterisk (*): 

• Setting Type* – click the drop-down arrow to access a list and from the list, 
select either:  None, General, or Common. 

• Setting Category* – type the setting category. 

• Setting Name* – type the specific setting name. 

• Switch Type – type the setting switch type. 

• Data Type – click the drop-down arrow to access a list and from the list, select 
the data type: String, Number, or Boolean.  

• Description – type a brief setting description. 

• Help – type any additional help comments. 
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6. Within the Actions ribbon group, click Save (to save and stay) or click Save & Close 
(to save and exit). 

Removing Switch Settings 

You can remove all existing switch settings through the View Switch Settings action link 
within the Switches Menu.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the View Switch Settings window to delete a setting: 

• Within the toolbar directly the Navigation pane, click the View Switch Settings 
button. 

• Within the Actions pane, click the View Switch Settings link.  

4. The View Switch Settings window opens, find the setting you want to delete and 
click the row to highlight. 

5. Within the Actions ribbon group, click the Delete button.  

6. Once you click Delete, a message box appears verifying that you really want to 
delete the setting. Click Yes within the box to continue or No to cancel the operation. 

Modifying a Switch Setting 

A switch technician or cairs.net administrator is responsible for adding and configuring the 
switch settings and should be consulted before adding any settings. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the View Switch Settings window to delete a setting: 

• Within the toolbar directly the Navigation pane, click the View Switch Settings 
button. 

• Within the Actions pane, click the View Switch Settings link.  

4. The View Switch Settings window opens, find the setting to modify, make the 
necessary changes.  

5. Within the Actions ribbon group, click Save (to save and stay) or click Save & Close 
(to save and exit).  

Common Switch Settings 

Viewing Common Switch Settings 

You can view all switch settings through the View Switch Settings Actions link located 
within the Switches menu. You can also view just the common settings through the Manage 
Common Settings Action link.  

1. Click the Switches menu. 
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2. In the Navigation pane, click Switches. 

3. There are two ways to open the Manage Common Settings window: 

• Within the toolbar directly the Navigation pane, click the Manage Common 
Settings button. 

• Within the Actions pane, click the Manage Common Settings link.  

4. The Manage Common Settings window opens. Depending on the number of settings 
you have within your database, the list may or may not immediately populate. There 
are two ways to populate the list if needed: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

5. Alternately, you can click any column header to sort the records in alphabetical or 
numerical order.  

6. When you are finished viewing the record, click Save & Close to exit. 

Deleting a Common Switch Setting 

Please consult your switch technician or cairs.net administrator before deleting any 
parameters or common switch settings as deletion can interfere with switch connectivity. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the Manage Common Settings window: 

• Within the toolbar directly the Navigation pane, click the Manage Common 
Settings button. 

• Within the Actions pane, click the Manage Common Settings link.  

4. The Manage Common Settings window opens. In the Manage Common Settings 
pane, find and click the setting to delete. (This window displays only settings with a 
setting type set to ‘Common’ as displayed in the Setting Type column.) 

5. There are two ways to delete a setting: 

• Highlight the record within the list and click the Delete button within the Actions 
ribbon group. 

• Right-click the record to access a pop-up menu and from the menu select Delete.  

6. Once you click Delete, a message box appears verifying that you really want to 
delete the setting. Click Yes within the box to continue or No to cancel the operation. 

7. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
settings at one time. 

8. If you do not want to delete the setting right-click the record to access a pop-up 
menu and from the pop-up click Undelete. 
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9. Once you click Undelete, a message box appears verifying that you really want to 
undelete the setting. Click Yes within the box to continue or No to cancel the 
operation. 

10. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Class of Service  

Manage Class of Service Name 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the Manage Common Settings window: 

• Within the toolbar directly the Navigation pane, click the Manage Class of 
Service Name button. 

• Within the Actions pane, click the Manage Class of Service Name link.  

4. The Manage Class of Service Name window opens. Click the top row, marked with 
an asterisk (*) to add a new record. You can add multiple items at once by clicking 
the row with the asterisk. Type the class of service name.  

5. Within the Actions ribbon group, click Save (to save and stay) or Save & Close (to 
save and exit).  

Delete Class of Service Name 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the Manage Common Settings window: 

• Within the toolbar directly the Navigation pane, click the Manage Class of 
Service Name button. 

• Within the Actions pane, click the Manage Class of Service Name link.  

4. There are two ways to delete a class of service: 

• Highlight the record within the list and click the Delete button within the Actions 
ribbon group. 

• Right-click the record to access a pop-up menu and from the menu select Delete.  

5. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation.  

6. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

7. If you do not want to delete the record, right-click the record to access a pop-up 
menu and from the pop-up, click Undelete. 



Switches 

654 CAIRS User Guide 

8. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation. 

9. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Class of Restriction 

Manage Class of Restriction Name 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the Manage Common Settings window: 

• Within the toolbar directly the Navigation pane, click the Manage Class of 
Restriction Name button. 

• Within the Actions pane, click the Manage Class of Restriction Name link.  

4. The Manage Class of Restriction Name window opens. Click the top row, marked 
with an asterisk (*) to add a new record. Type the class of restriction name. You can 
add multiple items at once by clicking the row with the asterisk.  

5. Within the Actions ribbon group, click Save (to save and stay) or Save & Close (to 
save and exit).  

Delete Class of Restriction Name 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the Manage Common Settings window: 

• Within the toolbar directly the Navigation pane, click the Manage Class of 
Restriction Name button. 

• Within the Actions pane, click the Manage Class of Restriction Name link.  

4. There are two ways to delete a Class of Restriction: 

• Highlight the record within the list and click the Delete button within the Actions 
ribbon group. 

• Right click the record to access a pop-up menu and from the menu select Delete.  

5. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

6. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

7. If you do not want to delete the records, right-click the record to access a pop-up 
menu, and from the pop-up, click Undelete. 
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8. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation. 

9. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Switch Records 
To keep track of switches at your site(s), add switch records within the Switches menu. As 
you add a switch record into cairs.net, provide switch type, manufacturer, software load, 
trunk routes, and install information. Once the basic switch record is added, add: 
connection records and create SMA, import port numbers (EQN) into cairs.net, indicate the 
site(s) using the switch, class of service (DSN Access for EWSD), class of restriction 
(PSTN Access for EWSD), line class codes, and create speed dial groups within the switch 
record. 

You can also modify and delete existing switch records, view script history, data files, and 
feature key maps.  

Before adding a switch into your database, Unique Communication needs to import the 
software load information for each switch type. You will provide a company representative a 
file containing the information. Once the information is successfully imported, you can start 
adding your switches into the database. If the software load information changes in the 
future, a Unique Communications representative can talk you through the process of 
updating the imported information.  

Adding a New Switch Record 

Manage your switches by creating a record for each one within the Switches menu. Once 
you add a switch record, you can expand and add connections, import port numbers 
(EQN), and perform all other switch related functions. 

1. Click the Switches menu 

2. In the Navigation pane, click Switches. 

3. There are two ways to open the General – Switch window to add a new record: 

• On the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Switches. 

• Within the Actions pane, click the Add New Switch link.  

4. The General - Switch window opens. There are two panes of information; the top 
pane displays general switch information. The lower pane displays the various 
connections to the switch. 

5. Within the top pane, complete the following switch information (required fields are 
marked with an asterisk (*)):   

• Manufacturer* – click the drop-down arrow to access a list and from the list, 
select one of the following switch manufacturers: 
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• Nokia Siemens Networks • Nortel 

• Avaya  • Lucent 

• Cisco • Other 

• Tadiran Telecom  

• Switch Type* – click the drop-down arrow to access a list and from the list, 
select one of the following switch types: 

• Unknown • EWSD 

• HiPath • CS2100 

• CS1000 M1 • Ayava 

• Lucent 5ESS • Hardware 

• SL100 • Unified Communications 
Manager 

• Tadiran • AS5300 

! We have hard-coded the Manufacturer and Switch Type into the software, you cannot 

edit these fields.  

• Software Load* – click the drop-down arrow to access a list and from the list, 
select the appropriate switch software version.  

• Switch Name* – type the switch name. 

• Cache Behavior for API – click on the drop-down arrow to access a list and from 
the list, select one of the following options: 

• Do Not Cache – This is the default setting; you have to have a connection to 
the switch to get the data for the set.  No data will be stored in the database.  

• Load from Cache No Live Data No Edit – A sync with the switch needs to be 
performed to put data in the cache, once there you will be able to see the 
data.  Most of the fields will be read only, however, you will be able to edit the 
fields that do not update the switch.   

• Load from Cache Edit Live Data – A sync with the switch needs to be 
performed to put data into the cache, once there you will be able to see the 
data.  To edit a phone, you must click the “Load Live Data” button first.   

• Load from Live First – Phone data initially loads from the switch.  If the switch 
connection is not available, you can load data from the cache by clicking the 
“Load Cached Data” button.  This will be read only information until the 
connection is re-established.   
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• Use Routing – click the box to insert a checkmark to indicate the switch uses 
routing. This field is for Nortel switches and system-wide moves only. If you 
check this, the next three fields are required. 

• DSN Trunk Route – type the DSN trunk route (Note: a required field for system 
wide moves on the Nortel platform). 

• Commercial Trunk Route – type the commercial trunk route (Note: a required 
field for system wide moves on the Nortel platform). 

• Message Trunk Route – type the message trunk route (Note: a required field for 
system wide moves on the Nortel platform). 

• Description – type an optional switch description. 

• Install Date – type the switch installation date. 

• Port HASU Summary Prefix Length – type in the value for the number of 
characters in the Port field that are used to group the ports together, for example, 
if you are using the port HOST 00 0 00 00, the value would be nine. When you 
generate the Spare Port Combined Summary the report is grouped by HOST 00 
0.  

• Port HASU Summary Detail Prefix Length - type in the value for the number of 
characters in the Port field that are used to group the ports together, for example, 
if you are using the port HOST 00 0 00 00, the value would be nine. When you 
generate the Spare Port Detailed Summary the report is grouped by HOST 00 0.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the switch or click Save & Close (to save and exit) return to the 
Switches list.  

! When adding a EWSD switch type, after clicking Save, you are asked if you want 

cairs.net to automatically create the DSN/PSTN access codes. Click Yes to have cairs.net 
automatically create or No to create the codes manually.  

Viewing Switch Records 

View existing switch records within the Switches menu.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 
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4. Once the list displays, you can sort it based on a few common characteristics. There 
are four views you can choose from within the Views pane and each sorts or 
categorizes the switches based on the common element. The following views are 
available: 

• Simple List – the default view. The records are listed in alphabetical or 
numerical order. 

• Site – sorts the list based on associated sites. If a switch is associated to multiple 
sites, the record appears under all headings. 

• Manufacturer – sorts the list based on manufacturer name. 

• Switch Type – sorts the list based on switch type. 

5. To change the view, within the views pane click the option button next to the 
selection. The list changes to your appropriate selection. Click the plus sign (+) next 
to the heading to view the expanded list.  

6. To view an individual record, double-click the row to open the General – Switch 
screen.  

Deleting a Switch Record 

In order to delete a switch record, the switch must be free of all assignments. Cairs.net 
offers two ways to delete a switch record: 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list displays, highlight the switch you want to delete. There are two ways to 
complete the deletion: 

• Within the tool bar directly above the Navigation pane, click the red X. 

• Double-click the switch name within the list. The General – Switch window 
opens. Within the Actions ribbon group, click the Delete button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the switch. Click Yes within the box to continue or No to cancel the operation. 

Switches and Site Association 

Once you create a switch record, add site(s) using the switch associated with that switch 
record. This switch-site association helps you keep track of switches for a given site. When 
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a site no longer uses a particular switch, you can disassociate the site from the switch 
record. 

Adding Site Association 

Site(s) using a particular switch can be added to a switch record from within the Switches 
Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the Sites button. The window displays two 
panes of information; the top pane displays the sites associated to the switch. The 
lower pane displays a list of all the sites within your database, the following read-
only information is available for each site:  

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a 
>. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

! You can search for an organization within the Search Organization pane by typing in the 

name or portion of the name within the Search text box, and then click the magnifying 
glass. Any record with the search characteristics displays within the pane.  

6. To add a site to the switch, find the site within the list, and double-click the record, 
the site name now displays within the upper pane.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the account. For example, if you associate a parent and want all the children 
associated you must associate all children site as well.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the switch or click Save & Close (to save and exit) return to the 
Switches list.  
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Deleting a Site 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the Sites button.  

6. Within the top pane, right site on the site name to access a pop-up menu, from the 
menu select Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the site; allowing you to delete multiple 
items at once.  

8. If you do not want to delete the site, right-click the record to access a pop-up menu 
and from the pop-up, click Undelete. 

9. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the switch or click Save & Close (to save and exit) return to the 
Switches list.  

Switch Script History 

Cairs.net tracks all switch script requests. You can view the name of the user who 
requested the script, the script name, the request date, the status of the request, and any 
notification or error messages. 

Viewing Switch Request History 

View any scripts requested from a switch through the switch record in the Switches Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the Script History button.  

6. The Switch Request History pane displays detailed information about previous script 
requests. The window is divided into four information panes. Selecting a Switch 
Script History record populates relevant information in the Comm Log, Event Log, 
and Trace Log panes. 

• Switch Script History – displays the following information: 

• Order Number – displays the work order number for which the script was 
processed. 

• User Name* – displays the name of the user that executed the script.  

• Script Name* – displays the name of the script that was run. 

• Request Date*– date and time the user sent the request to the switch. 

• Status* – whether the script succeeded or failed.  

• Start Date – if a script is scheduled to run in the future, this field displays the 
start date. 

• Return Value – script values returned to cairs.net display here. 

• Notification Message – WOPR-ASI sends messages to cairs.net while 
processing a request. These messages let cairs.net know what stage of the 
running script. If a WOPR-ASI script fails, this column displays the most 
recent message sent from WOPR-ASI to cairs.net. These messages can be 
useful for troubleshooting script or communication errors. 

• Warning Message – if WOPR-ASI encounters an error that does not cause 
the script execution to fail the message is displayed here. 

• Error Message – if a WOPR-ASI script fails, this column displays the error 
message. This is also useful for troubleshooting script or communication 
errors. 

• Comm Log – displays the communication between WOPR-ASI and the Switch. This 
allows you to see the actual commands sent to the switch and the data it returns 
from. 

• Event Log – displays messages sent from WOPR-ASI that tell the user what stage 
the script is in. Again helpful for troubleshooting errors. 

• Trace Log – displays information used to debug scripts and switch communication. 
Normally this pane will not contain information. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the switch record or Save and Close to return to the switches list. 
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Viewing Switch Request History Lists 

To view either the Basic History List or Detailed History List, do the following, 

Basic History 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the lower portion of the Script History button to 
access a drop-down menu, from the menu select Basic History List. The Basic 
History list includes the following fields: 

• Order Number • User Name* 

• Script Name* • Request Date*  

• Status* • Start Date 

• Return Value • Notification Message 

• Warning Message • Error Message 

Detailed History 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the lower portion of the Script History button to 
access a drop-down menu, from the menu select Detailed History List. The Detailed 
History displays the same information listed above with the addition of the Parameter 
Name.  
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Class of Service 

Class of Service determines your telephone system’s service set up based on dialing plan. 
For example, internal calls require only the extension, or may require the extension and a 
preceding number. Outside calls may require a preceding code number (i.e. 9 or 98, 
etc).For EWSD switches, class of service is DSN Access.  

You can add, modify, and delete a switch’s Classes of Service within the Switches Menu. 

Adding a Class of Service 

You can add a class of service to an existing switch record through the Switches Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click on the Class of Service button. The screen 
changes to display the different classes associated with the switch.  

6. Click the top row marked with an asterisk (*) to add a new record. Type the following 
class of service information (required fields are marked with an asterisk (*): 

• Class of Service – type the switch code for the class of service (commonly, the 
code is numeric, however, if you have an EWSD the code can be alpha-
numeric). 

• Description – type a brief class description. 

• Class of Service Name – click the field to access a drop-down list and from the 
list select the class of service name (if there are no names within the list, you can 
add them through Switches → Actions pane → Manage Class of Service Name). 

7. To continue adding multiple items, click the row marked with an asterisk (*). 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the switch record or Save and Close to return to the switches list. 

Deleting a Class of Service 

Before deleting a class of service, it must be free of all assignments. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 



Switches 

664 CAIRS User Guide 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click on the Class of Service button. The screen 
changes to display the different classes associated with the switch.  

6. Within the Show ribbon group, click the Class of Service button. The screen changes 
to display the different associated switch classes.  

7. Within the Class of Service list, right-click the class of service to delete. A small pop-
up menu opens. Click Delete within the box.  

8. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

9. If you do not want to delete the record, right-click the record to access a pop-up 
message. Click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation. 

11. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Modifying a Class of Service 

You can modify a class of service through the switch record within the Switches menu. 
When you modify a class of service, the change reflects throughout the cairs.net system. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  
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5. Within the Show ribbon group, click on the Class of Service button. The screen 
changes to display the different classes associated with the switch.  

6. Click the class of service to modify and make the necessary modifications.  

7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

TGAR/Class of Restriction 

Class of Restriction covers how your telephone system controls alternative calling 
capabilities following the acceptance of the class of service already allowed. For example: 
after getting an outside line, the telephone set may be restricted to local calls only, or it may 
be restricted to local and 800 #s, or it may be restricted to all internal country calls but not 
international calls.  

For EWSD switches, class of restriction is PSTN access. (Please refer to PSTN Access 
sections.) 

You can add, modify, and delete switch classes of restriction within the Switches Menu. 

Adding a Class of Restriction 

A class of restriction can be added to a switch record. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click on the TGAR button. The screen changes to 
display the different classes associated with the switch.  

6. Click the top row, marked with an asterisk (*) to add a new record. Type the 
following class of restriction information (required fields are marked with an asterisk 
(*): 

• TGAR – type the switch code for the class of restriction (commonly, the code is 
numeric; however, if you have an EWSD the code can be alpha-numeric). 

• Description – type a brief class description. 

• Class of Restriction Name – click the field to access a drop-down list and from 
the list select the class of service name (if there are no names within the list, you 
can add them through Switches →Actions pane → Manage Class of Restriction 
Name). 
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7. To continue adding multiple items, click the row marked with an asterisk (*). 

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Deleting a Class of Restriction 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click on the TGAR button. The screen changes to 
display the different classes associated with the switch.  

6. Within the Show ribbon group, click the TGAR button. The screen changes to 
display the different associated switch classes.  

7. Within the TGAR list, right-click the record to delete. A small pop-up menu opens. 
Click Delete within the box.  

8. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

9. If you do not want to delete the record, right-click the record to access a pop-up 
message. Click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation. 

11. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Modifying a Class of Restriction 

When you modify the name of a class of restriction, the change reflects throughout the 
cairs.net system. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click on the TGAR button. The screen changes to 
display the different classes associated with the switch.  

6. Click the class of restriction to modify and make the necessary modifications.  

7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Configured Sets  

Configured switch sets can be viewed through the switch record. All sets are added through 
the Configured Items menu, but you can view the sets for each switch through the Switches 
menu. 

Viewing Configured Sets of a Switch 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the Configured Sets button. Depending on the 
number of sets associated with the switch, the list may or may not populate right 
away. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

6. The list displays the configured sets and their information (read only). All configured 
sets are added through the Configured Items menu.  

7. You can sort the information, based on any of the column headers by clicking the 
heading. This sorts the list first in alphabetical order, click again to sort in reverse 
order.  
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WOPR Integration 

Global Variables 

Switch settings are added and deleted through the ‘View Switch Settings’ action with initial 
values configured individually for each switch. Before making any switch setting changes, 
please consult your switch technician or cairs.net administrator. The initial switch type 
values must be configured in order for WOPR-ASI to communicate with the switch properly.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the switch to modify. The Switch screen opens.  

5. Within the toolbar, directly above the ribbon, click the WOPR Integration tab, the tab 
changes, but the information within the pane remains.  

6. Click the Global Variables button within the ASI ribbon group. The screen changes 
and displays the Global Variables defined within cairs.net. 

7. There are three ways to find the variable to define: 

• Scroll through the list. 

• Within the search box, type any portion of the record and then click the 
magnifying glass (to return to the full list, click the red X within the textbox). 

• Click any column header to sort the list alphabetically or numerically in either 
normal or reverse order. 

• Once you have found the variable, click the Initial Value field, and enter in the 
appropriate information.  

8. Within the toolbar, directly above the ribbon, click the Switch tab. The screen 
changes displaying general switch information. 

9. Within the Actions ribbon group, click Save (to save and stay) or click Save & Close 
(to save and exit). 

Default Initial Value 

Clicking the Default Initial Value button resets the initial values back to their default values. 
You can see what the default value is by looking in the Description field. Use this button 
with caution as it overrides any Initial Values changes you have made. Click the Save 
button for your changes to take effect. 
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WOPR Monitor 

The WOPR Monitor shows the last time the individual WOPRs checked in looking for work 
and ensures the WOPRS are up, running, and ready to process requests. Every time a 
WOPR computer checks in, the date/time field is modified to reflect the activity. If a WOPR 
does not check in at a pre-determined time, the text turns an auburn color indicating the 
WOPR has been slow to check in, or missed 1 or more check-in times. If the number of 
missed check-in times exceeds a pre-determined amount, the text will turn red indicating 
the WOPR is most likely not functioning. Causes for this could be a computer problem, 
network disconnection or perhaps a WOPR software issue. The following columns, of read 
only information, display within the WOPR Monitor. 

• Switch Name • Local Update Time 

• Time Between Updates • Switch Computer Name 

• Switch Instance Number • Needs Refresh 

• Last Refresh Time • Last Process Check Time 

• In Process • Process Script Name 

• Requested By User  

UCE Monitor 
The UCE Monitor shows the last time the individual WOPRs checked in looking for work 
and ensures the WOPRS are up, running, and ready to process requests. Every time a 
WOPR computer checks in, the date/time field is modified to reflect the activity. If a WOPR 
does not check in at a pre-determined time, the text turns an auburn color indicating the 
WOPR has been slow to check in, or missed 1 or more check-in times. If the number of 
missed check-in times exceeds a pre-determined amount, the text will turn red indicating 
the WOPR is most likely not functioning. Causes for this could be a computer problem, 
network disconnection or perhaps a WOPR software issue. The following columns, of read 
only information, display within the WOPR Monitor. 

• Switch Name 

• Last Updated 

• Current Status 

• Last collected 

If you click on the plus sign (+) next to the switch name more detailed information regarding 
the status appears.   

Switch Connections 
After adding the switch record, add a connection record to connect to your switch via 
Secure Maintenance Access (SMA), an MML interface allowing secure emulator-type 
phone switch access.  
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SMA provides users secure remote phone switch access via a MML command line form 
that displays switch data and allows users to enter switch commands (much like a terminal 
emulator such as HyperTerminal). Through the Switches Menu, Administrators and switch 
technicians have a secure phone switch interface. 

Adding a Connection Record 

You must first establish a switch record through the Switches menu before adding a 
connection record for that switch. (Please refer to the “Adding a New Switch Record” 
section for detailed instructions.) 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. There are two ways to create a new connection: 

• Within the Show ribbon group, click the lower portion of the Switch button to 
access a drop-down list and from the list select New Connection.  

• Within the Connections pane, double-click the row marked with an asterisk (*). 

6. With either option, the Switch Connection Details window opens. Complete the 
necessary fields (required fields are marked with an asterisk (*):    

• Connection Key* – click the field to access a drop-down list and from the list, 
select the connection key. The following options are available: 

• Core Login 

• OSSgate 

• Rlogin 

• Rlogin Core 

• SSH 

• Standard 

• Switch Computer Name – type the WOPR computer name. 

• Switch Instance Number – type a one if only one instance of WOPR is running 
with the switch (most common). In some instances, more than one instance of 
WOPR may be running. 
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• Connection Type* – click the field to access a drop-down list and from the list, 
select the connection type. The following options are available: 

• Login Only 

• IP 

• CommPort 

• IP SSH 

• Web Service 

• User Name* – type the username used to access the connection specified. 

• Access Code – type the password used to access the connection specified. 

• IP Address – type the IP address if connecting via IP. If not, leave blank. 

• IP Port – type the IP port if connecting via IP. If not, leave blank. 

! The following seven settings are all comm port settings.  

• Comm Port – type the comm port number if connecting via comm port. If not, 
leave blank. 

• Data Bits – type a value, if necessary.  

• Parity – type a value, if necessary.  

• Stop Bits – type a value, if necessary.  

• Baud Rate – type a value, if necessary.  

• Use RTS – click the box to insert a checkmark to use RTS, if necessary.  

• Use XOn XOff – click the box to insert a checkmark to use XOn XOff, if 
necessary.  

• Client IP or Host Name – type in the IP or Host Name of the switch 

• Connection Priority – type the connection priority, most times it is a 1 meaning 
this is the first connection used.  If more than 1 connections are present number 
them sequentially starting with 1.    

• Dedicated SMA – click the box to insert a checkmark to indicate the connection 
is dedicated for SMA only. 

• Passthrough Devise - click the box to insert a checkmark to indicate that this 
connection uses a passthrough devise such as a Teleboss.  

7. Click the Save button.  

8. Within the Connections pane of the Switch window, your new connection appears 
within the list. Connections dedicated as SMA appear with ‘SMA’ in the first column. 
Refer to Creating SMA Connection to learn more about establishing the connection.  
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Deleting a Connection Record 

Within the Switches Menu, you delete a connection record tied to a switch record. The 
connection record must be free of all assignments before deleting the connection. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Connections pane, click the connection to delete.  

6. Once the selected connection is highlighted, click the lower portion of the Switch 
button to access a drop-down list and from the list select Delete Connection.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the switch record or Save and Close to return to the switches list.  

Viewing and Modifying an Existing Connection Records 

You can view all existing connections of a switch record through the Switches Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Connections pane, double-click the record to view.  

6. Make any necessary changes, click the Save button. The connection details window 
closes and returns you to the General – Switch window.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the switch record or Save and Close to return to the switches list. 
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SMA  

Secure Maintenance Access (SMA) provides users secure remote phone switch access via 
a MML command line form that displays switch data and allows users to enter switch 
commands (much like a terminal emulator such as HyperTerminal). Through the Switches 
menu, Administrators and switch technicians have a secure phone switch interface. 

In order for SMA to function correctly, cairs.net requires 1) a switch and a connection 
record correctly configured for SMA, and 2) the user to have permission to access this 
switch record from his/her profile. Once configured, the MML command line form, titled 
SMA Command, becomes available. The following section explains how to use this form.  

User Permission 
A cairs.net administrator can give a user permission to access a switch and SMA. To grant 
a profile switch and SMA access refer to the steps below: 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double-click the profile name.  

5. The Profile window opens. Within the Show ribbon group, click the Switches button.  

6. The details pane displays all switch records with three columns of information: 

• Switch Name – indicates the switch name. Click the plus sign (+) next to the 
switch name to view the associated sites. 

• Selected – indicates the profile has access to view the related switch information. 

• Grant SMA Permission – indicates the profile can create a SMA switch 
connection. 

7. Within the Selected column, click the box to insert a checkmark to indicate the profile 
can access the switch. 

8. Within the Grant SMA Permission column, click the box to insert a checkmark to 
indicate the profile can make an SMA connection for the switch. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the switch record or Save and Close to return to the switches list. 
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The SMA Command Form 

Accessing the SMA Command Form  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Connections pane, click the SMA labeled button.  

 

! If you do not see the SMA Button, then the connection record is not dedicated to SMA. 

To dedicate the connection, double-click the record to open the Connection Details window. 
Find the Dedicated SMA row, click the field to enter a checkmark indicating the connection 
is now dedicated. Click the Save button to return to the connections pane, SMA now 
appears within the button.  

6.  The SMA Command window opens. 
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Understanding the SMA Command Form  

The following section overviews the different elements comprising the SMA Command 
Form. 

 

1. SMA Ribbon – Contains various ribbon groups and elements. 

2. Command History Pane – Displays a history of entered commands for the current 
session.  

 

These commands can then be single-clicked within this pane to reenter them into 
the Pending Command to Send field or double-clicked to send them to the switch.  

3. Activity Pane – Displays session status, activity and information.  
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4. Pending Command to Send – Commands and information are typed in this field 
and appear in the Activity pane after pressing Enter on the keyboard or clicking the 
Send button. 

 

Logging In to the Switch 

After the SMA Command Form opens, a Username prompt appears within the Activity 
pane. Type the Username within the Pending Command to Send field and either press 
Enter on your keyboard or click the Send button to the right of the Pending Command to 
Send field. 

! In SMA when a user starts a session with an SL100 the switch won’t present the user 

with a login prompt until its port is active. Clicking the Send Break button activates the port. 

After entering the Username, type the password into the Pending Command to Send field 
and either press Enter on your keyboard or click the Send button to the right of the Pending 
Command to Send field. 

 

The session will time out within a short period of inactivity. If the session disconnects, close 
the SMA Command Form and click the SMA button within the Connections section of the 
Switch window. Re-enter your username and password. The screenshot below shows the 
messaging when the session begins to disconnect and then disconnects.  

 

Once the session disconnects, a message displays informing you the session has been 
closed due to inactivity.  

 

SMA Command Form Ribbon 

The following section overviews the SMA Command Form Ribbon. 
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The SMA Command Form Ribbon, contains four Ribbon Groups. 

• Actions 

• Special Commands 

• EOL Setting 

• Activity Log Settings 

We will now review each of these Ribbon Groups and their elements.  

Actions Ribbon Group 

The Actions Ribbon Group contains the Close element.  

Close – when clicked, closes the SMA Command Form window.  

Special Commands Ribbon Group 

The Special Commands Ribbon Group contains the Send Break and Clear All Commands 
elements.  

• Send Break  - When dealing with serial communications on older systems like an 
SL100 telephone switch, the serial port on the switch needs to be ‘woken up’ to 
allow a user to login.  

A Send Break command tells the Comm Port to break the circuit or interrupt the 
current signal. This activity on the Serial Port lets the system know it needs to do 
something like give a login prompt or stop output.  

In SMA when a user starts a session with an SL100 the switch will not present the 
user with a login prompt until its port is active. Clicking the ‘Send Break’ button 
activates the port.  

! The SL100 is the only device using the Send Break feature.  

• Clear All Commands –   When you click on this button, all commands within the 
Command History pane are cleared out.  

EOL Setting Ribbon Group 

An End of Line (EOL) character is a special character or sequence of characters signifying 
the end of a line of text. The name comes from the fact that the next character appears on 
a new line directly below the previous line of text. The EOL Setting Ribbon Group contains: 

• EOL Chr(13) – CHR(13) is selected when accessing a M1 or a CS1000.  

• EOL Chr(10) – CHR(10), is available for future use by Unique Communications.  
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• EOL Chr(10), EOL Chr(13) – The most commonly selected option.  

• No EOL – When selected, no EOL is used. Typically used with Teleboss.  

Activity Log Settings Ribbon Group 

The Activity Log Settings Ribbon Group contains the Edit Font, Edit User Font Color, Edit 
Switch Font Color, Change Background Color, and Tabbed Output options.  

• Edit Font – When clicked, a pop-up opens with font controls, including font type, 
style, size, and effects. When finished making your selection click OK to save the 
changes or Cancel to cancel your selection(s).  

• Edit User Font Color – When clicked a pop-up opens with color choices. The 
selected color applies to the text/commands entered by the user.  

Clicking the Define Custom Colors >> button, expands the pop-up to show additional 
color controls that allow the user to adjust Hue, Saturation, Luminosity, and the 
amount of Red, Green and Blue. When finished making adjustments, click Add to 
Custom Colors. The customized color is then added to the Custom Color pallet and 
is available for future selection.  

When finished, click OK to save the changes or Cancel to cancel your selection(s). 

• Edit Switch Font Color – When clicked a pop-up opens with color choices. The 
selected color applies to the text displayed by the switch.  

Clicking the Define Custom Colors >> button, expands the pop-up to show additional 
color controls that allow the user to adjust Hue, Saturation, Luminosity, and the 
amount of Red, Green and Blue. When finished making adjustments, click Add to 
Custom Colors. The customized color is then added to the Custom Color pallet and 
is available for future selection.  

When finished, click OK to save the changes or Cancel to cancel your selection(s). 

• Change Background Color – When clicked a pop-up  with color choices.  

Clicking the Define Custom Colors >> button, expands the pop-up to show additional 
color controls that allow the user to adjust Hue, Saturation, Luminosity, and the 
amount of Red, Green and Blue. When finished making adjustments, click Add to 
Custom Colors. The customized color is then added to the Custom Color pallet and 
is available for future selection.  

Select the desired background color and click OK to make the change. The 
screenshot below shows a SMA Command window with the Switch Font Color 
changed to white, the User Font Color changed to a dark blue and the Background 
Color changed to black.  
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• Tabbed Output – allows the displayed switch’s data to be formatted or unformatted 
based upon the enabling or disabling of the Tabbed Output menu.  

Export the SMA Session Report  

1. While connected to the active SMA session, click the PDF icon in the upper left hand 
corner of the SMA Command window.  

2. A PDF displaying a record of the SMA session opens. 

Viewing the SMA Log 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  



SMA 

680 CAIRS User Guide 

5. Within the Show ribbon group, click the lower portion of the Switch button to access 
a drop-down menu and from the menu select SMA History. 

6. The Switch SMA Sessions window opens displaying a history of all SMA Sessions.  

7. Double-click a record to open the Switch SMA Log Details window. Click Close to 
return to the SMA Sessions window.  

8. Click Close within the Switch SMA Sessions window to return to the General 
Switches window. 

Terminating a SMA Connection  

Type, EXIT within the Pending Command to Send field and either press Enter on your 
keyboard or click the Send button to the right of the Pending Command to Send field. 

Closing the SMA Command Form  

Click the Close button within the Actions ribbon group or click the X in the upper right hand 
corner of the window.  

Port Groups and Port Numbers 
Port numbers in cairs.net are the equivalent to EQNs for the EWSD switch, and LENs for 
the Nortel switch/PBX platform. Note that your switch port numbers can only be imported 
into cairs.net through the Switch Sync function. When the port numbers are initially 
imported, cairs.net creates a default port group called “Import” and puts all numbers into 
that group within the Switches menu. You can create your own port groups and then move 
port numbers from the “Import” group into your groups.  

You can view port numbers status (ex. Bad, Active, Spare) and mark bad port numbers 
here in the Switches menu. 

Port Groups 

Adding a Port Group 

Adding a port group is creating a group name. Once the group name is created, you can 
move individual port numbers into that group from an existing group. (As mentioned before, 
port number from your switch can only be imported into the cairs.net system through the 
Switch Sync. When the port numbers are initially imported, cairs.net creates a default port 
group called “Import” and puts all port numbers into that group. You can then create a port 
group and move port numbers from the “Import” group into your group.) 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 
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• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the upper portion of the button (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.) 

6. Click the top row, marked with an asterisk (*), to add a new record. Type the 
following Port Group information (required fields are marked with an asterisk (*): 

• Port Group Name * – type in the port group name. 

• Description – type in a brief group description. 

• Site – click the field to access a drop-down list and from the list select the site 
associated with the group. 

• Port Group Mask – type the mask for the port numbers, for example, 10 n nn 
nn, this required every port number to begin with the number 10, space a single 
number, space and so on.  

7. To continue adding multiple items, click the row marked with an asterisk (*). 

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Deleting a Port Group 

Before deleting a port group, all port numbers within that group must be assigned to a 
different port group. Please refer to “Assigning Port Numbers to a Port Group.” 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the upper portion of the button (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.) The screen changes to display the port groups.  

6. Right click the group to delete and from the pop-up menu select Delete.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 
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Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

8. If you do not want to delete the record, right-click the record to access a pop-up 
message. Click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation 

10. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Port Number 

Assigning Imported Port Numbers to a Port Group 

When the initial data sync is performed and the port numbers from the switch imported into 
cairs.net, cairs.net creates a default port group (called ‘Import’) and assigns all port 
numbers into that default group. If you wish to create different groups, add a new port 
group first. See “Adding a Port Group” section. Once a new port group has been added, 
port numbers can be moved from one group into another. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the upper portion of the button (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.) The screen changes to display the port groups.  

6. Within the list, click the plus sign (+) next to the group name to display a list of ports. 
Find the port number within the list and click the record selector box next to the 
number. To select multiple rows, click the first number, press and hold the Shift 
button on your keyboard, and then click each additional number.  

7. Once you have the proper numbers highlighted, click the group, and drag and drop it 
into the different group.  

8. Click the plus sign (+) next to the group name to view the number, you moved into 
the group.  

9.  Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  
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Adding a New Port Numbers to a Port Group  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the upper portion of the button (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.) The screen changes to display the port groups. Within the list of port 
groups, click on the port group that you want add a range to, this highlights the 
group.  

6. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Add a range to a group 

7. The Add Port Range window opens, there are three panes of information: 

• Configure Port Range – within this pane you will define the characteristics of 
the range 

• Preview – Once you have completed the top pane, you can preview your range 
before assigning it to the group 

• Controls and Help – this pane defines the wildcards available for the mask 

8. Within the Configure Port Range pane, complete the following fields (required fields 
are marked with an asterisk (*): 

• Card Type* – click on the field to access a drop-down list, from the list select one 
of the following card types: 

• Analog 

• Digital 

• ISDN 

• IP  

• Unknown 

• Multi Mode Analog Digital 

• Card Name* – type the card name 

• Start Option*–click on the field to access a drop-down list, from the list select 
one of the following options: 
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• Ground 

• Loop 

• Unknown 

• Bad* – this field remains blank to indicate that the range is usable. Click on the 
field to insert a checkmark to indicate that the range you are adding is un-usable. 

• Multi Mode Service Type *– click the field to access a drop-down list, from the 
list select one of the following options: 

• Both 

• Analog Only 

• Digital Only 

• Reusable * – this field defaults to contain a checkmark to indicate that once the 
port is free of an assignment it can be reused. Click the field to remove the 
checkmark to indicate that the port cannot be reused.  

• Beginning Port Name* – type the name of the first port 

• Ending Port Name* – type the name of the last port 

• Port Mask* – this field populates with the mask that is associated with the port 
group, click on the field and type the correct information. Within the bottom pane 
of the window, is the help section for creating a mask, you can use the following 
rules to create the correct mask for your port range: 

• For alphabetical characters use the letter ‘A’ 

• For a space or special character use the exact character, for example if you 
use a slash, in the mask you would type ‘\’ 

• For a numerical character use the letter ‘N’ 

• For a hexadecimal character use the letter ‘H’ 

9. Once you have completed the top pane of information, click the Generate Preview 
button. The middle pane displays a list of the ports that match the characteristics you 
defined.  

10. If the list is correct, click the Add Range button. This adds the range into the group, 
once the process is successful a message box appears, within the box, click Yes to 
add or modify another range or click No to view your port group and range.  

11. To view the added range, click on the plus sign (+) next to the port group name, a list 
of ports appears below the port group name.  

Deleting a Range from a Port Group 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 
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3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the upper portion of the button (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.) The screen changes to display the port groups. Within the list of port 
groups, click on the port group that you want delete a range from, this highlights the 
group.  

6. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Delete a Range from group. 

7. The Delete Port Range window opens, there are three panes of information: 

• Configure Port Range – within this pane, you will define the characteristics of 
the range. 

• Preview – once you have completed the top pane, you can preview your range 
before deleting it from the group. 

• Controls and Help – this pane defines the wildcards available for the mask. 

8. Within the Configure Port Range pane, complete the following fields (required fields 
are marked with an asterisk (*): 

• Card Type* – click the field to access a drop-down list and from the list select the 
matching card type of the range that you want to delete. 

• Card Name* – type the card name. 

• Start Option* – click the field to access a drop-down list and from the list select 
the matching option. 

• Bad* – this field can remain blank. 

• Multi Mode Service Type *– click the field to access a drop-down list, from the 
list select one of the following options: 

• Both 

• Analog Only 

• Digital Only 

• Reusable * – this field defaults to contain a checkmark to indicate that once the 
port is free of an assignment it can be reused. Click the field to remove the 
checkmark to indicate that the port cannot be reused.  

• Beginning Port Name* – type the name of the first port that you want to delete. 
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• Ending Port Name* – type the name of the last port that you want to delete. 

• Port Mask* – this field populates with the mask that is associated with the port 
group, DO NOT make any changes to this field. This field must match the 
appearance of the port range in order for you to delete them. 

9. Once you have completed the top pane of information, click on the Generate 
Preview button. The middle pane displays a list of the ports that will be deleted. 

10. If the list is correct, click the Delete Range button. Once the ports are deleted, a pop-
up opens verifying the number of ports deleted, click Ok to continue.  

11. Another message box opens verifying the operation was successful, within the box 
click Yes to modify another range or click No to return to the port group list.  

12. To view the range, click the plus sign (+) next to the port group name. A list of ports 
appears below the port group name.  

Viewing All Port Numbers  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select All Ports (Depending on your switch, the button 
name changes, for example, the button name may be EQN, TN, LEN, etc.)  The 
screen changes to display the port groups.  

6. Within the list, click the plus sign (+) next to the port group name to view the 
associated port numbers.  

Port Usage and Status 

Viewing the Port Usage Summary 

Within the Switches Menu, you can view a switches port numbers usage summary. You 
can see the total number of port numbers for each port type. You can also see the number 
of port numbers that are in use.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 
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3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Port Usage. (Depending on your switch, the 
button name changes, for example, the button name may be EQN, TN, LEN, etc.) 

6. The screen changes to display the port usage details. The top pane displays the 
ports number details, including port types, total ports, used, free, bad and 
percentages.  

7. The lower pane displays the same information in a bar graph.  

Viewing Bad Ports 

You can see which switch port numbers are bad within the Switches Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Bad Ports (Depending on your switch, the button 
name changes, for example, the button name may be EQN, TN, LEN, etc.)  The 
screen changes to display the port groups.  

6. Within the list, click the plus sign (+) next to the port group name to view the bad port 
numbers. (If the plus sign disappears when you click it, it means the port group does 
not have any bad port numbers). 

7. There is a checkmark in the Bad column for each bad port. To make the port good 
again, remove the checkmark.  

8. Within the Actions ribbon group, click the Save button (save and stay). 
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Viewing Active Ports 

The active ports are port numbers that have been assigned to sets. You can view active 
port numbers of a switch within the Switches Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu, from the list select Active Ports (Depending on your switch, the button 
name changes, for example, the button name may be EQN, TN, LEN, etc.)  The 
screen changes to display the port groups.  

6. Within the list, click the plus sign (+) next to the port group name to view the 
associated active port numbers. (If the plus sign disappears when you click on it, it 
means the port group does not have any active port numbers). 

7. For each active port, the Bad column is blank, to make the port bad, checkmark the 
box in the bad column.  

8. Within the Actions ribbon group, click the Save button (save and stay). 

Viewing Spare Ports 

Spare ports are unassigned port numbers. You can view the spare port numbers within the 
Switches menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Spare Ports (Depending on your switch, the 



SMA 

CAIRS User Guide 689 

button name changes, for example, the button name may be EQN, TN, LEN, etc.)  
The screen changes to display the port groups.  

6. Within the list, click the plus sign (+) next to the port group name to view the 
associated active port numbers. (If the plus sign disappears when you click it, it 
means the port group does not have any spare port numbers). 

Changing the Port Status 

When a port number is bad, you can mark that number as ‘Bad’ within the Switches Menu. 
You can also change the ‘bad’ status if the port number is no longer bad. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the upper portion of the button (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.)  The screen changes to display the port groups.  

6. Within the list, click the plus sign (+) next to the port group name to view the 
associated port numbers.  

7. Within the Bad column, remove the checkmark to activate the port or insert a 
checkmark to indicate the port as bad.  

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Viewing Spare Port Combined Summary 

Before you can run this report, you must complete the Port HASU Summary Prefix Length 
and the Port HASU Summary Detail Prefix Length fields within the general switch 
information pane (Show ribbon group →Switch button). This report displays the groups 
(determined by the prefix lengths) and the total number of ports available within each 
group.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Spare Ports Combined Summary (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.) The screen changes to display the port groups.  

6. There are two parts to this report, the general information displays the Card Name, 
Port Prefix and the total available ports.  

7. When you click the plus sign (+) next to the Card Name, the report expands to 
display the Detailed Summary, this displays all the available port numbers.  

Viewing Spare Port General Summary 

Before you can run this report, you must complete the Port HASU Summary Prefix Length 
and the Port HASU Summary Detail Prefix Length fields within the general switch 
information pane (Show ribbon group →Switch button). This report displays the groups 
(determined by the prefix lengths) and the total number of ports available within each 
group.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Spare Port General Summary (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.)  The screen changes to display the port groups.  

6. This report displays the Card Name, Port Prefix and the total available ports.  

Viewing Spare Port Detailed Summary 

Before you can run this report, you must complete the Port HASU Summary Prefix Length 
and the Port HASU Summary Detail Prefix Length fields within the general switch 
information pane (Show ribbon group →Switch button). This report displays the groups 
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(determined by the prefix lengths) and the total number of ports available within each 
group.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Ports ribbon group, click the lower portion of the button to access a drop-
down menu and from the list select Spare Port Detailed Summary (Depending on 
your switch, the button name changes, for example, the button name may be EQN, 
TN, LEN, etc.)  The screen changes to display the port groups.  

6. This report displays the Card Name, Port Prefix and each available reports for all 
groups.  

Data Sync 
The Data Sync button in the Reports ribbon group allows users to create, modify or view 
Data Sync projects for the switch. A data sync project allows the user to maintain a current 
Cairs.net database by downloading data from the switch and verifying that that data is in 
Cairs.net i.e. Ports, DN’s, Button Features, Groups, Set Types etc. 

To access the Data Sync projects for a switch: 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Reports ribbon group, click the Data Sync button.  

6. The Data Synchronization pane displays information about existing Data Sync 
projects. Double - clicking a Data Sync project opens a separate window containing 
project details.  
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Creating a New Data Sync Project 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Click the Data Sync drop down button and select add data sync. A new window 
opens labeled General – Import. Complete the following fields (required fields are 
marked with as asterisk (*)): 

• Project Name* – type the project name.  

• Switch Name* – click on the drop-down arrow to access a list and from the list; 
select the switch with which you wish to sync.  

• Script Name* – click the drop-down arrow to access a list and from the list, 
select the script needed to perform the sync. 

• Action* –  click the drop-down arrow to access a list and from the list, select one 
of the sync types: Port, Number Plan, Number Plan Listing, Feature Key Maps, 
Configured Sets, Hunt Group Members, Switch Speed Dial, Switch Hunt Group 
Members. 

• Auto Update – click the field to insert a checkmark in the box allowing auto-
update.  

• Description – type a project description.  

• Comparison Type – click the drop-down arrow to access a list and from the list, 
select one of the following options: 

• Compare All – compares everything in/out of the database. 

• Ignore Not In Switch – ignores records in cairs.net that are not in the switch. 

6. At this point, you should save your progress, within the Actions ribbon group, click 
Save (save and stay) to continue working with the sync or Save & Close (save and 
exit) to return to the Switch 

Data Sync Ribbon Groups 

The following ribbon groups contain additional buttons that open properties which are 
required to complete a Switch Sync Project. 
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Show ribbon group 

• The Script Arguments button is reserved for future development. 

• The Association button allows you to import an association file (provided by Unique 
Communication Solutions). The associations built by this file are required for a sync 
project to function properly. 

• The Recurrence button allows the user to create a schedule for executing switch syncs. 

• The Switch Sync Log button contains a log about the status of current and previously 
executed syncs. This allows you to see when the switch sync has completed.  

Synchronize ribbon group  

• The Sync Now button executes the current switch sync project. 

• If you have already received a report from the switch containing the information for the 
switch sync project you can sync from that text file by clicking the Sync From File button 

• It is possible to resync switch data that has already been saved in Cairs, this may be 
used if the associations have been changed, but there is no new data from the switch. 
To resync saved switch data click the Resync From Existing Report Button 

Report ribbon group 

• The Sync Results button displays the data synced from the switch that is not in Cairs, 
the data in Cairs that is not in the switch, the data the is unable to sync and the reason 
for the failure and the data from the switch that is already in sync with Cairs. Once the 
data has been downloaded from the switch and appears here you can complete the 
project by clicking the Sync Out of Sync Records button 

• The Formatted Switch Report button displays the data from the switch organized into 
columns for easier viewing 

• Once all the properties of the Switch Sync Project have been entered, click the Save 
and Close button. 
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EWSD Only 

DSN Access (EWSD only) 

DSN Access (class of service for EWSD switch types) determines your telephone system’s 
service set up based on dialing plan. For example, internal calls require only the extension, 
or may require the extension and a preceding number. Outside calls may require a 
preceding code number (i.e. 9 or 98, etc).  

Within the Switches Menu, DSN access can be added to and deleted from EWSD Switch 
records.  

Adding a DSN Access 

Add DSN access to EWSD switch records within the Switches menu,  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the DSN Access button. The screen changes to 
display the different types of associated switch access.  

6. Click the top row, marked with an asterisk (*) to add a new record. Type the 
following information for the DSN Access (required fields are marked with an 
asterisk (*): 

• DSN Access – type the switch code for the access (commonly, the code is 
numeric only, however, if you have an EWSD the code can be alpha-numeric). 

• Description – type a brief class description. 

• DSN Access – click the field to access a drop-down list and from the list select 
the DSN Access name (if there are no names within the list, you can add them 
through Switches→ Actions pane→ Manage Class of Restriction Name). 

7. To continue adding multiple items, click the row marked with an asterisk (*). 



EWSD Only 

CAIRS User Guide 695 

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Deleting a DSN Access 

A DSN access record can be deleted from a EWSD switch record. The DSN access must 
be free of all assignments. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the DSN Access button. The screen changes to 
display the different types of associated switch access.  

6. Right click the access to delete and from the pop-up menu select Delete.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

8. If you do not want to delete the record, right-click the record to access a pop-up 
message. Click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation 

10. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Modifying a DSN Access  

When a DSN access name is modified, the change reflects throughout the cairs.net 
system. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the DSN Access button. The screen changes to 
display the different types of associated switch access.  

6. Within the Show ribbon group, click the DSN Access button. The screen changes to 
display the types of access associated with the switch.  

7. Click the access to modify and make the necessary modifications.  

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

PSTN Access (EWSD only) 

PSTN Access determines how your telephone system controls alternative calling 
capabilities following the acceptance of the allowed DSN Access. For example: after getting 
an outside line, the telephone set may be restricted to local calls only, or be restricted to 
local and 800 #s, or it may be restricted to all internal country calls but not international 
calls.  

PSTN Access can be added to and deleted from EWSD switches. To modify or delete 
PSTN access, it must be free of all assignments.  

Adding a PSTN Access 

You can add a PSTN Access to a EWSD switch record within the Switches Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the PSTN Access button. The screen changes 
to display the different types of accesses associated with the switch.  

6. Click the top row, marked with an asterisk (*), to add a new record. Type the 
following PSTN Access information (required fields are marked with an asterisk (*): 



EWSD Only 

CAIRS User Guide 697 

• PSTN Access – type the switch code for access (commonly, the code is 
numeric, however, if you have an EWSD the code can be alpha-numeric). 

• Description – type a brief class description. 

• PSTN Access – click the field to access a drop-down list and from the list select 
the PSTN Access name (if there are no names within the list, you can add them 
through Switches →Actions pane →Manage Class of Restriction Name). 

7. To continue adding multiple items, click the row marked with an asterisk (*). 

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Deleting PSTN Access 

 PSTN Access is deleted from a EWSD switch record within the Switches Menu. The PSTN 
Access must be free of all assignments before deletion. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the PSTN Access button. The screen changes 
to display the different types of associated switch access.  

6. Right click the access to delete and from the pop-up menu select Delete.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

8. If you do not want to delete the record, right-click the record to access a pop-up 
message. Click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation 

10. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  
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Modifying PSTN Access 

You can modify the PSTN Access of a EWSD switch record within the Switches Menu.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the Show ribbon group, click the PSTN Access button. The screen changes 
to display the different types of associated switch access.  

6. Click the access to modify and make the necessary modifications.  

7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Switch Data  
You can view reports showing different switch data dumps. You can use these dump 
reports to synchronize the data in the cairs.net database with data from the switch. The 
cairs.net administrator must first perform a data sync in order for cairs.net to retrieve the 
data required for these reports.  

For the EWSD switch, the following reports are available: 

• EQN – displays the port numbers in the switch. 

• Feature Key Map – displays feature templates available to a set. 

• Full Switch Dump – displays all the active telephone numbers in the switch. 

• MultiLine Hunt Group – displays the hunt groups of a switch. 

• Parsed Set Device & Parsed Remote DN – parsed syncs are those that the user has 
taken and formatted to another file type, or separated out into different files. 

Viewing a Report 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 
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• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the Switch Data button to access a drop-down 
list and from the list select the appropriate report to view.  

6. The Report Viewer window opens displaying the report. There are two information 
panes within the window; the right hand pane displays the report information and 
within the left hand pane there may be alternate views. To switch between views, 
click the name.  

7. When you have finished viewing, click the Close button.  

Viewing Feature Key Maps of EWSD Switch 

You can view Feature Key Maps for each EWSD switch record.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the Feature Key Maps button.  

6. The screen changes to display the maps associated with this switch. To view the 
details (read only), click the plus sign (+) next to the map name.  

Speed Dial Groups (EWSD only) 
Add speed dial groups and members to a EWSD switch record within the Switches Menu. 

A speed dial group is a shared group of shortcuts to numbers. A group is just an analog 
number and the speed dial feature is added to this analog number to place members at 
certain positions between 20 and 49. For example, 21-2160266 would allow any user that 
has access to this speed dial group to be able punch 21 and the switch would dial 
2160266. A member of the speed dial group is not necessarily a number on the switch. It 
can be the number to the post office. The way users get access to this speed dial group is 
by adding the “Shared Speed Dial 30” feature to their line (in the Set Management menu) 
and specifying the analog line (the speed dial group Directory Number) that was used in 
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creating the group. They would then have access to this group and all its speed dial codes. 
(Please refer to the Configured Items Menu section on instructions on adding a feature to a 
Feature Key Map, Set Templates, and then to a configured set.)  

Groups 

Adding a Speed Dial Group 

A speed dial group is an analog number with an added speed dial feature. This speed dial 
feature is available for EWSD switches. Once a group is created, the members (or 
telephone numbers) can be added. Any user who has access to this speed dial group can 
‘speed dial’ those members. The user can get this speed dial feature by adding the “Shared 
Speed Dial 30” feature to their set. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the lower portion of the Speed Dial button to 
access a drop-down list and from the list select Add Group.  

6. The Set Management–[Configured Set Details] window opens.  

7. In the Device Properties pane, configure the following fields (required fields are 
marked with an asterisk (*):  

• Site* – click the field to access a drop-down list and from the list select the site 
(the site should be the same site associated to the switch).  

• Directory Number* – click the field to access the Directory Number Plans table. 
There are three ways to populate the table: 

• Click the drop-down arrow within the Number Plan field and from the list 
select the plan. Once selected, either click Next to have cairs.net 
automatically select the next number in the sequence or click the Show All 
button to select the appropriate number.  

• Within the Search textbox, type the number or portion of the number and click 
the magnifying glass. 

• Within the lower pane, click Click Here to view all the numbers. 

• Once your number is found, double-click the number. The pop-up closes and 
your number populates within the field.  
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• EQN – click the field to access the Port Groups table. There are three ways to 
populate the table: 

• Click the drop-down arrow within the Port Groups field and from the list select 
the plan. Once selected, click Next to have cairs.net automatically select the 
next number in the sequence or click Show All button to select the 
appropriate number.  

• Within the Search textbox, type the number or portion of the port number and 
click the magnifying glass. 

• Within the lower pane, click Click Here to view all the port numbers. 

• Once your number is found, double-click the number. The pop-up closes and 
your number populates within the field.  

• DSN Access – click the field to access a drop-down list and from the list, select a 
DSN Access. 

• DSN Access Name – click the field to access a drop-down list and from the list, 
select a DSN Access Name. 

• PSTN Access – click the field to access a drop-down list and from the list, select 
a PSTN Access. 

• PSTN Access Name – click the field to access a drop-down list and from the list, 
select a PSTN Access Name. 

• CXGRP – click the field to access a drop-down list and from the list, select the 
Centrex Group name. 

• RAX:  (Rate Area Index) – this parameter specifies the Rate Area to which a 
subscriber is assigned. It is combined with LCC to define line treatment and 
billing. Enter a single value between 1 and 255. 

• Description – type a brief speed-dial group description. 

8. Within the Actions ribbon group, click Save or click the Go button within the Run 
Time ribbon group.  

9. The script confirmation window opens displaying the switch scripts used to commit 
this change to the switch.  

10. Click the plus sign (+) next to the script name to expand. Enter in the required fields 
for that script. (Fields marked with an asterisk (*) are required.) 

11. If you want to schedule a future time to commit this addition to the switch, go to the 
Schedule column of the script name. Use the drop-down to enter a date and time.  

12. If you want to commit now, click Continue. A status window opens and when the 
script status reaches 100%, the script is committed in the switch. 

13. Back in the Set Management–[Configured Set Details] window, click Save & Close 
to return to the switch.  
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Viewing Speed Dial Groups of a Switch 

You can view speed dial groups of a switch within the Switches Menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the list, double-click the Switch to view, the General – Switch window opens.  

6. Within the EWSD ribbon group, click the upper portion of the Speed Dial button. The 
screen changes to display the following information for each group: 

• Speed Dial Name 

• Port Number 

7. To view the complete details, double-click any name to open the Set Management – 
Configured Set Details window.  

Deleting a Speed Dial Group 

Delete a speed dial group from a EWSD switch record within the Switches Menu. However, 
before you delete the group associated dependents must first be re-assigned.  

1.  Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the upper portion of the Speed Dial button. The 
screen changes to display the information for each group. To view the complete 
details, double-click any name to open the Set Management – Configured Set 
Details window.  

6. The Set Management–[Configured Set Details] window opens. Within the Actions 
ribbon group, click Delete button.  
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! When you click Delete, you are not only deleting the speed dial group, you are also 

deleting the entire set. Make sure this is the action you want to complete, as there is no 
undo! 

7. Once you click Delete, a message box appears verifying that you really want to 
delete the set. Click Yes within the box to continue or No to cancel the operation. 

8. The script confirmation window opens and displays the switch scripts that will 
commit this change to the switch.  

9. Click the plus sign (+) next to the script name to expand. Enter in the required fields 
for that script. (Fields marked with an asterisk (*) are required. 

10. If you want to schedule a future time to commit this addition to the switch, go to the 
Schedule column of the script name. Use the drop-down to enter a date and time.  

11. If you want to commit now, click Continue. A status window opens and when the 
script status reaches 100%, the script is committed in the switch. 

12. Back in the Set Management–[Configured Set Details] window, click Save & Close 
to return to the switch.  

Members 

Adding a Member to a Speed Dial Group 

A member of a speed dial group is a telephone number, not a port number in the switch. 
For example, if you have a number for the post office and that number is 101-123-4566, 
you can add this number to a member position of 21. Then every time you want to call the 
post office, you need to only dial 21. These members are added to a speed dial group 
within a switch record. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the upper portion of the Speed Dial button. 
Double-click the group you want to add members to. The Set Management–
[Configured Set Details] window opens. 

6. Within the Members ribbon group, click the Members button to access a drop-down 
menu and from the list select Add Member. 



EWSD Only 

704 CAIRS User Guide 

7. The Add Speed Dial Group Member pop-up opens. The Positions field automatically 
populates with the next number in order (the positions start with 20 and end with 49). 
To change the number, click the field and type the new information. In the Number 
field, type the telephone number. 

8. Click Save to close the pop-up. 

9. Within the Actions ribbon group, click the Save button. Within the Run Time ribbon 
group, click the Go button to send the information to the switch.  

10. The script confirmation window opens displaying the switch scripts used to commit 
this change to the switch.  

11. Click the plus sign (+) next to the script name to expand. Enter in the required fields 
for that script. (Fields marked with an asterisk (*) are required.). 

12. If you want to schedule a future time to commit this addition to the switch, go to the 
Schedule column of the script name. Use the drop-down to enter a date and time.  

13. If you want to commit now, click Continue. A status window will open. When the 
script status reaches 100%, the script is committed in the switch. 

14. Back in the Set Management–[Configured Set Details] window, click Save & Close 
to return to the switch.  

Viewing Members of a Speed Dial Group 

You can view the numbers that are setup for speed dial within a speed dial group. The 
speed dial groups and members are tied to a switch record within the Switches menu. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the upper portion of the Speed Dial button. 
Double-click on the group you want to add members to. The Set Management–
[Configured Set Details] window opens. 

6. There are two information panes; the Device Properties pane displays the speed dial 
group details and the Speed Dial Members pane displays the member’s position and 
telephone number.  

7. When you are finished viewing, click Save & Close to exit to return to the switch.  
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Deleting a Member from a Speed Dial Group 

You can delete a speed dial number (a member) from a speed dial group within a switch 
record.  

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the upper portion of the Speed Dial button. 
Double-click the group you want to add members to. The Set Management–
[Configured Set Details] window opens. 

6. Within the Speed Dial Members pane, click the member you want to delete. This 
highlights the selection.  

7. Within the Members ribbon group, click the Members button to access a drop-down 
menu and from the list select Delete Member. 

8. The member is removed from the Speed Dial Members pane.  

9. Within the Actions ribbon group, click the Save button. Within the Run Time ribbon 
group, click the Go button to send the information to the switch.  

10. The script confirmation window opens and displays the switch scripts that will 
commit this change to the switch.  

11. Click the plus sign (+) next to the script name to expand. Enter in the required fields 
for that script. (Fields marked with an asterisk (*) are required.) 

12. If you want to schedule a future time to commit this addition to the switch, go to the 
Schedule column of the script name. Use the drop-down to enter a date and time.  

13. If you want to commit now, click Continue. A status window opens and when the 
script status reaches 100%, the script is committed in the switch. 

14. Back in the Set Management–[Configured Set Details] window, click Save & Close 
to return to the switch.  

Line Class Code (EWSD only) 
Line class codes are added to and deleted from EWSD switches within the Switches Menu. 
Before you can add a line class code, you must first add DSN and PSTN Access records to 
the switch record. (Please refer to the DSN and PSTN Access sections.) 
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Adding a Line Class Code 

A line class code is added to a EWSD switch using existing DSN Access and PTT Access. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the Line Class Code button. The screen 
changes to display the different codes associated with the switch.  

6. Click the top row, marked with an asterisk (*) to add a new record. Type the 
following information for the Line Class Code (required fields are marked with an 
asterisk (*): 

• Line Class Code – type the new Line Class Code name. 

• DSN Access – click the field to access a drop-down list and from list select the 
associated DSN Access. 

• PSTN Access – click the field to access a drop-down list and from list select the 
associated PSTN Access. 

• Set Name – type the Set Name for this Line Class Code.  

7. To continue adding multiple items, click the row marked with an asterisk (*). 

8. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  

Deleting a Line Class Code 

A line class code can be deleted from a EWSD switch. The line class code must be free of 
all assignments before you can delete it. 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 
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4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the Line Class Code button. The screen 
changes to display the different codes associated with the switch.  

6. Right click the code to delete and from the pop-up menu select Delete.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 

8. Once selected, cairs.net draws a line through the item allowing you to delete multiple 
records at one time. 

9. If you do not want to delete the records, right-click the record to access a pop-up 
menu and from the pop-up, click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
undelete the record. Click Yes within the box to continue or No to cancel the 
operation. 

11. To complete either process, click the Save (save and stay) button or Save & Close, 
within the Actions ribbon group, to return to the Switches list.  

Modifying PSTN Access 

1. Click the Switches menu. 

2. In the Navigation pane, click Switches. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Switch 
window.  

5. Within the EWSD ribbon group, click the Line Class Code button. The screen 
changes to display the codes associated with the switch.  

6. Click the code to modify and make the necessary modifications.  

7. Within the Actions ribbon group, click Save (save and stay) to continue working with 
the switch or Save & Close (save and exit) to return to the switches list.  
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Feature Management 

Feature Management allows the user to manage features that are available within your 
multiple switch types. When a switch supports a feature, each switch requires a different 
code; within feature management, you can manage the different codes within one screen. 
Additionally, you can manage the dependencies and decision makers for the feature.  

Add New Switch Feature Management 

1. Click the Switches menu. 

2. In the Navigation pane, click Feature Management. 

3.  Within the Actions pane, click the Add New Switch Feature Management link. 

4. The General – Feature Management window opens.  

5. There are three panes of information: 

• General Feature Information 

• Switch Features, Decision Makers and Feature Dependencies 

• Add Feature Code 

6. Within the General Feature Information pane, type the name of the feature, for 
example Call Forward, Auto Display, etc. 

7. Within the Switch Feature, Decision Makers and Feature Dependencies pane, 
complete the following information (required fields are marked with an asterisk (*): 

• Switch Type* – click the field to access a drop-down list and from the list, select 
the switch type for this particular feature. Once you select a switch type, a new 
line populates at the top of the list allowing you to keeping adding information. 
Keep in mind that you can use this same feature for multiple switch types, with 
each new line representing a new switch.  

• Group Feature Name – if the feature you’re adding belongs to a certain group of 
features (optional and most leave this blank) 

• Manufacturer Feature Name – the switch acronym used for the feature (CFB, 
AUD, ABDA, BUZZ, etc.) 

• Feature Category* – you must create the feature for each possible category this 
feature can be used for. Click the field to access a drop-down list and from the 
list, select one of the following. 

• Analog – select this option if this is an analog feature. 
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• Digital – select this option if this is a digital feature. 

• ISDN – select this option if this is an ISDN feature. 

• IP – select this option if this is an IP feature. 

• Key – select this option if the feature is added to a key as a key feature 
opposed to a phone feature. 

• Add Sort Order – type the sort order for adding the feature to a set. The sort 
order indicates the position in which cairs.net adds the feature to the set. An Add 
Sort Order of 2 will indicate this feature is added before any feature with a Add 
Sort Order of 3. 

• Delete Sort Order – type the sort for deleting the feature from the set. A Delete 
Sort Order of 2 will indicate this feature is removed before any feature with a 
Delete Sort Order of 3. 

• Hybrid Digital* – click the box to insert a checkmark indicating the feature is a 
hybrid digital 

8. It is a good idea to save your progress so far, within the Actions ribbon group click 
the Save button. 

9. The next step is to define any decision -makers related to the feature. Click the plus 
sign (+) next to the switch name. A group of lines open below.  

10. Within the first line, and if applicable, complete the following fields (required fields 
are marked with an asterisk (*): 

• Decision Field Name – requires prompts from the switch when adding this 
feature. 

• Value – all of the possible answers to the decision prompt. 

• Field Help – optional area to provide feedback to the users for each decision 
value. 

• Always Pick From List – a checked box indicates the list of values under the 
decision are the ONLY possible answers for the switch prompt. 

11. Within the second line, click the field to access a drop-down list and from the list, 
select the dependency feature. 

12. Click the SAVE button prior to completing the third line, if you don’t, the 
Manufacturer Feature Line will be blank in the next step.  

13. With the third line complete the following fields (required fields are marked with an 
asterisk (*): 

• Software Load* – click the field to access a drop-down list and from the list, 
select the appropriate software load associated with the switch 

14. Again, it is a good idea to save your progress, within the Actions ribbon group, click 
the Save button. 



Feature Management 

710 CAIRS User Guide 

15. Before any cairs.net can add any feature into the switch, you much enter the code or 
language that the switch understands.  

16. Within the first line, click a line to highlight the feature you want to add the code to. 
This is an important step because you can manage the same feature for several 
switches within this window. 

17. Within the Add Feature Code pane, type the code required by the switch to properly 
install this feature on the set.  

18. At the same time, you can enter in the Delete Feature code information. Within the 
lower part of the pane, click the Delete Feature Code tab. The pane changes to 
allowing you to type the code to delete the feature from the set. 

19. Within the Actions ribbon group, click the Save & New button to clear the screen to 
allow you to continue adding features or click on the Save & Close button to return 
you to the main menu. 

Modify Switch Feature 

1. Click the Switches menu. 

2. In the Navigation pane, click Feature Management 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, double-click the record to open the General – Feature 
Management window.  

5. Modify the necessary information. 

6. Within the Actions ribbon group, click the Save & Close button to return you to the 
main menu. 

Delete a Switch Feature  

1. Click the Switches menu. 

2. In the Navigation pane, click Feature Management 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, highlight the feature management record that you want to 
delete. There are three ways to delete the record: 
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• Within the Actions pane, click the Delete Switch Feature Management link. 

• Within the toolbar at the top of the window, click the red X. 

• Double-click the record to open the Feature Management window. Within the 
Actions ribbon group, click on the Delete button 

5. With either option, a message box opens verifying that you really want to delete the 
feature management record. Click Yes to continue deleting or No to cancel the 
operation. 

6. When you click Yes, the feature is removed from the Feature Management list.  
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Set Type Management Utility 

The Set Type Management Utility allows you create the various sets that you will use within 
your database. Essentially, you are creating a template that the user will see when adding, 
changing or deleting the set.  

Please contact Unique Communication Solutions technical support for further details.  

Import Core Data 

This menu options allows a Unique Communication Representative to import data from an 
Access database into your cairs.net database. Please do not perform any function within 
this menu without the assistance of a Unique Communications representative.  

Exporting  

The three exporting options, Export Features, Export Set Types, and Export WOPR Scripts 
are used for basic setup and troubleshooting. For each of the menu options, there are two 
actions, you can export the list into different files, meaning that cairs.net creates a few file 
for each record within the list. Second, you can export the list into one file. When you click 
on either Action link, you are asked to Browse to the location of where to save the file and 
to name the file, once you click Save cairs.net generates the file and notifies you when the 
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file is complete. Depending on the amount of information you have within your database, 
the process may take a few minutes.  
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Directory/Organization 

The Directory/Organization Menu provides the tools to manage group and organization 
relationships within your database.  As well as to manage your internal phone book.  There 
are three menu options within Directory/Organization. 

Organizations allows you to create and manage your organizational structure.  You can add 
parents, child and peer organization and their related account information.   

The DSN Directory provides a place within the software to keep track of commonly used 
DSN numbers. These number are manually entered by you, they do not come from your 
Configured Items.    

The Phone Book provides a place for your operators to look up telephone numbers and 
their related directory information.  All numbers here come from your configured items.   

Organizations 
Before you can start adding organizations into your database, your administrator must first 
determine your levels.  The organizational levels are the structure of your site, for example, 
org, sub-org, department, and unit.   

The three main organization categories are: 

1. Parent: a Parent Organization is the highest level in your organization structure.  It 
is referred to as a parent because it can have dependent organizations below it.  

2. Child Organization: a Child Organization is subordinate to another organization. A 
Child Organization always belongs to another organization and is one level lower 
than the organization to which it belongs. You can add a child to a parent, child, or 
another Child Organization.  

3. Peer Organization: a Peer Organization is at the same level as the organization to 
which it is associated, it is more of a support organization.  It is not a sub-ordinate or 
child of the organization.  A peer organization can be at any level within your 
organization levels.   

You must first add the Parent Organization and then its Peer and/or Children organizations. 
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Organization Levels 

Organization Levels define your associated organization’s hierarchal relationship and 
naming conventions for example, Org, Sub-Org, Department and Unit; Division, Wing, 
Group and Squadron; 1, 2, 3 and so on. The organizational levels must first be determined 
before adding organizational records into CAIRS. Organization levels must be determined 
before users can enter information into the organizational tree. When users enter an 
organization into the database, they determine the level where it belongs.   

Adding an Organization Level 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click 
Organization Levels. 

3. There are three ways to add an Organization Level: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Org Levels. 

• Within the toolbar directly above the Navigation pane, click the Add Level 
button. 

• Within the Actions pane, click the Add Level link. 

4. The General – Org Level window opens.  

5. Type-in the level name. The level appears at the bottom of the list. At this time, there 
is no way to add a level within the list, CAIRS only allows you to add it at the bottom 
of the list.  

6. Click Save & Close (to save and exit). 

Deleting an Organization Level 

Two scenarios will prevent you from deleting an org level. First, if the org level is associated 
to any record within your database, you must move the records to another level. Second, 
the level must be at the bottom of the hierarchy, you cannot delete level 2 without first 
deleting level 3.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click 
Organization Levels. 

3. The Organization Levels list opens to the right.  

4. Within the list, highlight the level to delete. There are three ways to delete a level: 

• Within the tool bar directly above the Navigation pane, click the red X. 

• Within the Actions pane, click the Delete Org Level link.  

• Double click the level name within the list. The Org Level window opens. Within 
the Actions ribbon group, click the Delete button.  
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5. Once you click Delete, a message box appears verifying that you really want to 
organization level, click Yes within the box to continue or No to cancel the operation. 

6. If the site level is associated to a record or is not at the bottom of the hierarchy a 
warning message appears, this means that you still have assignments that need to 
be reassigned 

Your Organizational Structure 

Once you or your administrator have created your organization levels, it is time to 
create/modify your organizations.  You can start by creating your parent organizations and 
adding the children and/or peers.   

All organizations, whether a parent or a child, are listed within the Organization list.  The list 
may not readily populate, so to view the complete list of organizations click on the Show All 
link.  When the list populates, pay close attention to the organization path column to 
determine whether the organization is a parent, child or peer.  All child organizations have a 
parent listed followed by a > and then the child name.  If there are multiple levels, each 
child is separated by a >.  If an organization is a peer to another, the peers are separated 
by a ^.   

Adding a New Organization 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. There are two ways to add an organization: 

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New, then select Organizations 

• Within the Actions pane, click Add New Organization. 

4. With either option the General – Organization window opens.   

5. There are three panes of information: 

• Organization Information – contains basic organization information, such as 
parent name, organization level, organization name, etc.  

• Related Accounts – displays a list of accounts associated with the organization 

• Child/Support Peer Organizations – The bottom pane is divided into two tabs, the 
first tab, Child Organizations, displays a list of the children associated to the 
parent.  The Support Peer tab displays a list of the peer or support level 
organization associated to the organization.   

6. Within the Organization Information pane complete the following fields (required 
fields are marked with an asterisk (*)): 

• Parent Name – If you are adding a parent level organization, this field remains 
blank.  However, if you are adding a child, click the drop-down arrow to access a 
list of parents orgs and from the list select the appropriate org name.   
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• Organization Level*– this field is read only and will change based on the 
information in the parent name field as well as your organization level names.  
For example, if you have a two level of org and sub-org and you select a parent 
org, when you save the record this field changes to read Sub-Organization.   

• Code – type the Organization code. 

• Organization Name* – type-in the organization name. 

• Abbreviation – type the Organization abbreviation, if applicable. 

• Sort Position – the organization list defaults to sort alphabetically. The Sort 
Position field allows you to change the way the organization list sorts. This does 
not affect how the parent organizations appear in the list but only affects how the 
children and peers are listed beneath a parent. For example, if you have a parent 
organization, with A, B, and C children, you can place a sort order of 1 in C, 2 in 
B, and 3 in A. Therefore, the children would be listed as C, B, and A. Each entry 
within a group must have a number if you are going to use this field. Blank fields 
are always listed first.  

• Org Misc 1-5 – there are several open fields for entering miscellaneous 
organizational information.  

• TCO - click the drop-down arrow to access a list, from the list select the TCO to 
associate to the organization.  

• Commanding Officer – click the drop-down arrow to access a list, from the list 
select the commanding officer to associate to the organization.  

• Resource Manager – click the drop-down arrow to access a list, from the list 
select the resource manager to associate to the organization.  

• Billing Rollup – click the box to insert a checkmark to indicate that when running 
billing reports the charges for the child organizations will roll-up and be included 
in the parents.  This field defaults to empty meaning that all levels will have their 
own report. 

• Inactive – click the box to insert a checkmark to indicate that the organization is 
inactive. Instead of deleting the organization and reading in the future, you can 
make it inactive and then reactivate.  This field defaults to empty meaning the 
organization is active within your database.   

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this organization, or click Save & Close (to save and exit) to return to the 
Organizations list. 

Adding Related Accounts 

8. Within the Related Accounts pane, click on the field marked with an asterisk (*), a 
complete list of your accounts displays.  There are two ways to find an account: 

• Within the Search Text box, type any portion of the account number into the field.  
As you type in your search criteria, the list changes to display the matching 
accounts 
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• You can scroll through the account list by clicking on the scroll bar on the right 
hand side of the box.  

9. Once you have found the correct account click on the row.  The account number 
populates in the field.   

10. You can continue to add accounts related to the organization by clicking on the field 
marked with an asterisk (*). 

11. At this point it is a good idea to save your progress, within the Actions ribbon group, 
click Save (to save and stay) to continue working with this organization, or click 
Save & Close (to save and exit) to return to the Organizations list. 

Adding a Child or Peer 

12. Within the bottom pane, click on the appropriate tab to add either a child or peer 
organization.   

13. Click on the field marked with an asterisk to add a child or peer, complete the 
following fields (required fields are marked with an asterisk (*)): 

• Code – type the Organization code. 

• Organization Name* – type-in the organization name. 

• Abbreviation – type the Organization abbreviation, if applicable. 

• Sort Position – the organization list defaults to sort alphabetically. The Sort 
Position field allows you to change the way the organization list sorts. This does 
not affect how the parent organizations appear in the list but only affects how the 
children and peers are listed beneath a parent. For example, if you have a parent 
organization, with A, B, and C children, you can place a sort order of 1 in C, 2 in 
B, and 3 in A. Therefore, the children would be listed as C, B, and A. Each entry 
within a group must have a number if you are going to use this field. Blank fields 
are always listed first.  

• Org Misc 1-5 – there are several open fields for entering miscellaneous 
organizational information.  

• TCO - click the drop-down arrow to access a list, from the list select the TCO to 
associate to the organization.  

• Commanding Officer – click the drop-down arrow to access a list, from the list 
select the commanding officer to associate to the organization.  

• Resource Manager – click the drop-down arrow to access a list, from the list 
select the resource manager to associate to the organization.  

• Billing Rollup – click the box to insert a checkmark to indicate that when running 
billing reports the charges for the child organizations will roll-up and be included 
in the parents.  This field defaults to empty meaning that all levels will have their 
own report. 

• Inactive – click the box to insert a checkmark to indicate that the organization is 
inactive. Instead of deleting the organization and reading in the future, you can 
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make it inactive and then reactivate.  This field defaults to empty meaning the 
organization is active within your database.   

14. You can continue to add children/peers by clicking on the row marked with an 
asterisk (*). 

15. When finished working with the organization, click Save & Close (to save and exit) 
to return to the Organizations list. 

Add/Modify an Account Number to an Organization 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Organization list opens, displaying all organizations.  Double click on the 
organization to associate an account to. 

5. The General – Organization window opens.   

6. Within the Related Accounts pane, click on the field marked with an asterisk (*), to 
access a drop-down list of the accounts within your database. 

7. There are two ways to find an account: 

• Within the Search Text box, type any portion of the account number into the field.  
As you type in your search criteria, the list changes to display the matching 
accounts 

• You can scroll through the account list by clicking on the scroll bar on the right 
hand side of the box.  

8. Once you have found the correct account click on the row.  The account number 
populates in the field.   

9. You can continue to add accounts related to the organization by clicking on the field 
marked with an asterisk (*). 

10. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the organization, or click Save & Close (to save and exit) to return to the 
Organizations list. 

Editing an Organization 

You have three options for modifying your organizations, they are: 

• Make me a Child 

• Make me a Peer 
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• Remove the Parent  

Make me a Child 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Organization list opens, displaying all organizations.  Double click on the 
organization to modify. 

5. Within the Edit Parent ribbon group, click on the Make me a Child button. 

6. The Organization Information pane becomes available, click the Parent Name field 
to access a drop-down list and from the list select the name of the parent 
organization. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the organization, or click Save & Close (to save and exit) to return to the 
Organizations list. 

Make me a Peer 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Organization list opens, displaying all organizations.  Double click on the 
organization to modify. 

5. You will need to select an organization to make a peer to, within the Parent Name 
field in the Organization Information pane, click the drop-down arrow to select the 
peer.   

6. Within the Edit Parent ribbon group, click on the Make me a Peer button. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the organization, or click Save & Close (to save and exit) to return to the 
Organizations list. 
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8. When you make the organization a peer nothing changes on the screen, the only 
change you will see if that in the organization list, the peer now appears next to the 
other organization divided by a ^.   

Remove the Parent 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Organization list opens, displaying all organizations.  Double click on the 
organization to modify. 

5. Within the Edit Parent ribbon group, click on the Remove the Parent button.   

6. All upper level organizations associations are removed and the selected 
organization is now a parent. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the organization, or click Save & Close (to save and exit) to return to the 
Organizations list. 

Open Parent 

When you are viewing any child or peer organization you can quickly open the parent 
organization.  Within the Other Actions ribbon group, click on the Open Parent button. The 
Parent Organization opens in an additional window.   

Deleting an Organization 

You can delete an organization if there are no associations within the database. If the 
organization has children those need to be deleted before the parent or higher levels can 
be deleted.  This goes for subscribers, accounts, sets, anything associated to the 
organization, all records need to be removed from the organization before you can delete.   

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 
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4. The Organization list opens, displaying all organizations.  There are three ways you 
can delete an organization:   

• Highlight the Organization within the list, and on the toolbar directly above the 
Navigation pane, click the red X. 

• Highlight the Organization within the list, and within the Actions pane click the 
Delete Organization link. 

• Within the list, double-click the Organization name to open the General - 
Organization window. Within the Actions, ribbon group click the Delete button. 

5. With either of the options, once you click Delete a message box appears asking if 
you really want to delete the organization, click Yes to continue or No to cancel the 
operation.   

Organization’s Call Records 

View an Organization’s Calls 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The Organization list opens, displaying all organizations.  Double-click the name to 
open the General - Organization window.  

5. Within the Show ribbon group, click the Calls button.  

6. The window displays the following information for each call type: 

• Call Type – call type name. 

• Total Calls – the total number of calls made. 

• Total Cost – the total cost of calls. 

• Total Call Duration – the total duration of call in minutes. 

7. At the bottom of the list is a total for all call charges. To view the details for each call 
type, click the plus (+) sign next to the call type name. To return to the default view, 
click the minus (-) sign next to the call type name.  

8. You can export or print the call data by clicking the Sharing tab at the top of the 
screen. There are 3 export formats: 

• PDF – you can export the total report, expanded bands only or primary band to a 
PDF file. Once selected the PDF file generates to your screen, you can save the 
file to any location. 
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• Excel – you can export the total report, expanded bands only or primary band to 
an Excel spreadsheet. Once selected, Excel opens with your report, you can 
save the file to any location. 

• Print – you can send the entire report, expanded bands only or primary band 
report a printer. Once selected the Print box displays allowing you to choose your 
printing options.  

• Text – you can export the total report, expanded bands only or primary bands to 
a tab delimited text file. Once selected, the Select the location to save the Tab-
delimited Text File box opens. Browse to the location, type the file name within 
the text box and click the Save button.  

Organization Sets 

You can view all the sets that are associated to the organization by clicking on the Sets 
button within the Show ribbon group. If there are several set related to the organization the 
list may not readily populate, click on the Show All link in the upper right-hand corner to 
view all the sets.  Alternatively, you can search for a set by typing any portion of the record 
into the textbox and then click on the magnifying glass.  Once populated, you can see the 
primary number plus related directory information.  This is read only information. 

Organization Circuits 

You can view all the circuits that are associated to the organization by clicking on the 
Circuits button within the Show ribbon group. If there are several circuits related to the 
organization the list may not readily populate, click on the Show All link in the upper right-
hand corner to view all the circuits.  Alternatively, you can search for a circuit by typing any 
portion of the record into the textbox and then click on the magnifying glass.  Once 
populated, you can see the circuit name and related circuit information. This is read only 
information. 

Organization Work Orders 

You can view all the work orders related to the organization by clicking on the Work Orders 
button within the Show ribbon group. If there are several work orders related to the 
organization the list may not readily populate, click on the Show All link in the upper right-
hand corner to view all the work orders.  Alternatively, you can search for an order by 
typing any portion of the record into the textbox and then click on the magnifying glass.  
Once populated, you can see the work order and related work order information. This is 
read only information. 

Export Organizational Directory 

The Organizational Directory allows you to export the organization and related subscriber 
information.  There are a couple of options when exporting, you can narrow the field by 
creating a search parameter, you export the entire directory, or you can highlight a row in 
the tree and export only that row.   



Directory/Organization 

CAIRS User Guide 725 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Organizations. 

3. You have a few options when it comes to exporting the information: 

• You can narrow the amount of information to export by performing a search, 
within the textbox at the upper right-hand corner of the Search All Organizations 
pane, type the search information.  

• You can highlight a row within the Search All Organizations pane 

• You can export the entire organizational directory 

4. Once you have created a search parameter you can export the directory using on 
the following methods:   

• On the toolbar at the top of the page, click the Export Organizational Directory 
button. 

• In the Actions pane, click the Export Organizational Directory link. 

Either option creates a PDF document. 

5. At this point, you can either save the document or print it. 

6. To close the document, click the red (X) in the top right had corner of the window to 
return to the Directory/Organization list. 

Org Chart 

In addition to exporting your organization directory, there is the Org Chart.  When you click 
on the Org Chart link within the Actions pane, a new window opens with your complete 
organization chart.  The chart displays the parents and children.  This is read only.   

Organization Views 

There are two views to choose from when viewing your organization structure.  The default 
view is the simple list, this view displays all organizations at any level.  Next to each 
organization name is the path that shows the parent organization followed by the children.  

The alternate view is the organization tree.  This view displays the parent as the main level, 
to view the children click on the plus (+) sign next to the parent name.  If children have 
children continue to click on the plus (+) sign until all levels are visible.  To return a level to 
just the parent, click on the minus (-) sign next to the parent name.   

DSN Directory 
The DSN Directory offers a place to store commonly asked for DSN telephone numbers 
that you do not want to track within your Configured Items. The information listed here, 
does not reflect on any information within your CAIRS database. This information resides in 
a completely separate database. When you add, modify and delete information here you 
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simply add a listing within an in-software telephone book. You can export this information to 
either an Excel or PDF file. 

Manage Country, State or Region List 

These lists allow you to classify your DSN listings so you can view them based on a 
particular category. The process to add and remove each of the lists is the same so we will 
cover the process once.  

Adding a Country, State or Region 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click DSN Directory. 

3. There are two ways to manage your lists: 

• On the toolbar directly above the Navigation pane, click the Manage (Country, 
State, or Region) List button. 

• Within the Actions pane, click the Manage (Country, State, or Region) List link. 

With either option, the Manage (Country, State, or Region) List window opens.  

4. Click the field marked with an asterisk (*). Type the name of the country, state or 
region 

5. To add another type, click the Save button and repeat step five, as necessary. 

6. Within the Actions ribbon group, click Save (to save and stay) to continue adding, 
or click Save & Close (to save and exit) to return to the Directory/Organization list. 

Deleting a Country, State or Region 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click DSN Directory. 

3. There are two ways to manage your lists: 

• On the toolbar directly above the Navigation pane, click the Manage (Country, 
State, or Region) List button. 

• Within the Actions pane, click the Manage (Country, State, or Region) List link. 

With either option, the Manage (Country, State, or Region) List window opens.  

4. There are two ways to select the record to delete: 

• Right-click the record selector box (located just left of the name) and click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the Delete 
button. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the record. Click Yes within the box to continue or No to cancel the operation. 
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6. Once selected, CAIRS draws a line through the name allowing you to delete multiple 
records at once.  

7. If you do not want to delete the name, right-click the record to access a pop-up 
menu. Select Undelete. 

8. Once you select Undelete, a message box displays verifying that you really want to 
keep the record. Click Yes within the box to continue or No to cancel the operation. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue deleting, 
or click Save & Close (to save and exit) to return to the Directory/Organization list. 

DSN Directory List 

Adding a New Operator DSN 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click DSN Directory. 

3. Within the Actions pane, click the Add New Operator DSN link. 

The General DSN Directory window opens. 

4. Within the window, complete the following fields for the new listing (required fields 
are marked with an asterisk (*)): 

• DSN Listing – type the name of the listing, for example, Fort Hood, Camp 
Foster, etc. 

• Keyword - type a name or description that allows your operators to perform a 
quick search on the telephone number. For example, if the telephone number 
belongs to the Library you would type Library into this field for an easier 411 
search.  

• City * - type the name of the city of where the listing is located 

• State – click the drop-down arrow to access the list of states created within your 
database, from the list select the state name 

• Commercial Exchange – type the commercial telephone exchange 

• DSN Telephone * - type the DSN telephone number 

• DSN Operator Number – type the DSN operator number 

• Country – click the drop-down arrow to access a list of countries created within 
the database, from the list select the country name 

• Is 4 Wire – click the box to insert a checkmark to indicate that this is a 4 wire 
DSN listing, leave the field blank to indicate that it is a 2 wire listing 

• Publish Listing – this field default to contain a checkmark to indicate that the 
listing is published within the directory, click the box to remove the checkmark to 
indicate that this listing is non-published 
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• Protected Record – click the box to insert a checkmark to indicate that this is a 
protected record, leave the field blank to indicate that the record is unprotected  

• Per Minute Rate – type the rate per minute  

• Region – click the drop-down arrow to access a list of regions created within the 
database, from the list select the region name 

• Notes – use this field to type any additional notes regarding the listing. 

5. Within the Actions ribbon group, click Save & New (to save and stay)to continue 
adding DSN operators, or click Save & Close to return to the DSN Directory.  

Editing the DSN Directory List 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click DSN Directory. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record then click the magnifying 
glass. 

• Click the Show All button. 

4. There are two ways to edit the list: 

• On the toolbar directly above the Navigation pane, click the Edit DSN Directory 
List button. 

• Within the Actions pane, click the Edit DSN Directory List link. 

With either option the DSN Directory window opens.  

5. The list of the existing listings populates. Click the field and either type or select the 
new information.  

6. You can add a new record within this list by clicking on the row marked with an 
asterisk and completing the information within the row, required fields are in bold 
and marked with an asterisk.   

7. Within the Actions ribbon group, click Save to continue working with the listings or 
click Save & Close to return to the DSN Directory.  

Deleting a DSN Listing 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click DSN Directory. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record then click the magnifying 
glass. 

• Click the Show All button. 



Directory/Organization 

CAIRS User Guide 729 

4. Once the list populated, highlight the DSN Listings that you want to delete, then, 
within the Action pane, click the Delete Operator DSN link. 

5. Once you click Delete, a message box displays verifying that you really want to 
delete the listing. Click Yes within the box to continue or No to cancel the operation. 

Viewing the DSN Directory 

There are a few different views to choose from when looking at the information within the 
DSN Directory. The following view options are available: 

• Simple List – this is the default view, this displays the listings in numerical order 
from least to greatest. 

• Country – this list sorts the DSN Directory by country. 

• State – this list sorts the DSN Directory by State. 

• Region - this list sorts the DSN Directory by State. 

• City - this list sorts the DSN Directory by State. 

To select a different view, click the option button next to the selection. Before the list 
populates you must either search for a listing by typing in the record or portion of the record 
into the search box then click the magnifying glass. Alternatively, you can click the Show 
All link to display all listings.  

If there are multiple listings below a heading, click the plus (+) sign next to the name to 
expand the records.  

Exporting the DSN Directory 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click DSN Directory. 

3. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record then click the magnifying 
glass. 

• Click the Show All button. 

4. On the toolbar at the top of the screen, click the drop-down arrow next to Export. 
There are seven options to choose from: 

• Excel (All Levels) – exports all records to an Excel spreadsheet.  

• Excel (Top Level Only) – exports only the top level of information.  

• Excel (Expanded Levels Only) – exports the full detail for the expanded records 
to an Excel spreadsheet. The un-expanded records are in the file as a top level 
and you only see the summary line.  

• Excel (Multiple Files) – exports each bill into a separate file.  

• PDF (All Levels) – exports all records to a PDF file.  
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• PDF (Top Level Only) – exports only the top level of information.  

• PDF (Expanded Levels Only) – exports the expanded records full detail to a 
PDF file. The un-expanded records are in the file as a top level, and you only see 
the summary line.  

• Tab-Delimited Text (Top Level Only) – exports the top level of information into 
a tab-delimited text file. Once selected, the Select the location to save the Tab-
delimited Text File box opens. Browse to the location, type the file name within 
the text box and click the Save button.  

The file opens allowing you to save or modify the file in the appropriate program.  

Phone Book 
Within the Phone Book, your operators can quickly access information relating to telephone 
numbers. This is an in-software telephone book that your operators can use to provide 
customers with directory information. There are two ways to populate the phone book. First 
you can use the Directory Transfer Manager, this will take the telephone number and 
related directory information from Configured Items – Set Management and copy it to the 
phone book. The second method allows you to enter in telephone numbers that may not 
reside within your database.  

Please keep in mind that if information is changed here it does not affect anything else 
within your database.  

Directory Transfer Manager 

One way to populate the Phone Book database is to setup CES to perform a Directory 
Transfer Manager. This service copies all the existing telephone numbers within your 
Configured Items – Set Management to the Phone Book database. The Phone Book 
database allows your operators to modify the listing to suit their needs for looking up the 
information.  

Within System Admin → Service Management → Service Manager, your CAIRS 
administrator can setup the Directory Transfer Manager to transfer new switch records into 
the Phone Book. When it transfers the telephone numbers, they will come into the phone 
book as unassigned; your operators can assign them according to the proper section. The 
phone book section allows them to categorize the listings by how they want to look up the 
information.  

The phone book sections are added within Edit/Rearrange Phone Book. You will assign 
each site a section code, name and sort order.  

Creating Section Names 

Before you can start assigning your listings into phone book sections, you must first create 
the sections.  

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 
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3. Within the Actions pane, click Edit/Rearrange Phone Book. 

The Phone Book window opens, displaying a list of the sites that are within your 
database. 

4. Next to each site name is the section information. In order for the telephone 
numbers assigned to a site, you must complete the following fields, all fields are 
required: 

• Site * - click the drop-down arrow to access a list and from the list, select the site. 
The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Sections Code * - type the code for the section name; this can be the 
abbreviation for the section name. This allows your operators an alternate means 
to search for the listing information.  

• Section Name * - type the section name for the site. This field should be specific 
enough that your operators know what telephone numbers are within each 
section, for example, Barracks, Flight Line, etc. 

• Sort Order * - this field automatically populates with next sort order 

• New Page * - click the box to insert a checkmark to indicate that if you are 
exporting and/or printing the phone book, each new section starts on a new 
page. 

5. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the section names, or click Save & Close (to save and exit) to return to the 
Phone Book list.  

Assigning a Listing a Section 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 

3. Within the Views pane, click the Unassigned option button.  

4. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record then click the magnifying 
glass. 

• Click the Show All button. 

The list displays all the listings that do not have a section assigned.  

5. Double-click any records to open the Phone Book listing window. 

6. Within the Section Name field, click the drop-down arrow to access a list, from the 
list select the section name to associate to the telephone listing 

7. Complete any other fields as necessary. 
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8. Within the Actions ribbon group, click the Save & Close button to return to the 
Unassigned List. 

9. Notice that the telephone number no longer displays within the list. 

Search Tags 

To make searching for listings within your phone book quicker, you can add search tags to 
each listing.  A search tag is a common element between 1 or more listings.  For example, 
you create a tag of ‘fast food’ and apply to all the fast food restaurants on base or create a 
tag of ‘medical’ and apply to all clinics and hospitals.  You can create and apply a tag to 
individual listings or you can Bulk Manage Search tags and apply tage to multiple listings at 
once.   

Individual Search Tag 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 

3. Within the Views pane, click the Simple List option button. 

4. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record then click the magnifying 
glass. 

• Click the Show All button. 

5. The list displays the listings within the parameter or all the listings within the phone 
book. 

6. Within the list, double click on the listing to apply the tag onto.  Tags must exist 
before you can assign them to individual listings. 

7. In the Add Existing Search Tag pane, the existing tags are shown in individual 
boxes.  To add a tag to the listing, click on the box.   

8. You see the tag duplicated into the Frequent Search Tags pane.   

9. Within the Actions ribbon group, click on the Save button to continue working with 
the listing or click on the Save & Close button to return to the main menu.   

Bulk Manage Search Tags 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 

3. Within the Actions pane, click on the Bulk Manage Search Tags link 

4. The Bulk Manage Phone Book Search Tag window opens.  There are 3 panes of 
information: 

• Search Criteria 
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• Apply Tag to Matching Listing 

• Matching Listings 

5. The first step is to create a search parameter for only the listings that you want to be 
included within the tag, this is done in the Search Criteria pane.  

6. There are several fields available to search on, you can search on multiple fields and 
as you click out of the field the matching listings will populate in the pane.  In the 
example below, we search on telephone numbers that start with a 21 and are in 
building 100 in Henderson HQ.   

 

7. Once your listings appear in the pane, you can apply a tag.   

8. Within the ‘Apply Tag to Matching Listing’ pane, click on the appropriate tag.  You 
will need to verify that you want to add the search tag to all the matching listings.  
Click ‘Yes’ to continue. 

9. To view all the numbers associated to a tag, click on the Search Phone Book link in 
the Actions pane on the Navigation pane.   

10. The Phone Book Search window will open, within the Frequent Search Tabs pane 
click on the tag.  The associated listings will appear in the Matching Listings pane.   

Searching the Phone Book 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 

3. Within the Actions pane, click the Search Phone Book link 
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4. The Phone Book Search window opens.  There are four panes of information: 

• Frequent Search Tags 

• Search Criteria 

• Selected Result 

• Matching Listings 

5. Within the Frequent Search Tags pane, you can quickly search for listing associated 
to each tag by clicking on the appropriate tag box. 

6. You can further refine you search by entering information into the Search Criteria 
pane.  There are several fields that you can use to refine you search. When you 
enter text into any field it will search on the exact text you enter.  For example, if you 
enter 21 into the Telephone Number field, the matching listings will all start with 21.   

7. The following wild card searches are available: 

• % - match on any characters 

• _ - match on a single character 

• [characters] – match on character in the between the brackets 

• [^characters] or [!characters] – match on any character not contained within the 
brackets  

To view the search help within CAIRS, click on Phone Book Search within the 
toolbar to access the ribbon group, then click on the Search Help button.   

8. When type in the field and click or enter out of the field, the matching listings will 
display in the lower pane.   

9. The first listing will display in the Selected Results pane, this pane is read only.  To 
change to another listing, click on the row within the Matching Listing pane.   

Phone Book Listings 

Your operators can track telephone listings that do not appear within your CAIRS database. 
They can add, modify, and delete listings. Please keep in mind that adding a listing here, 
you will not see it anywhere else within the CAIRS database.  

Creating a new listing 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 

3. There are two ways to add a new listing into the phone book: 

• On the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New. From the list, select Phone Book. 

• Within the Actions pane, click Add New Phone Book Listing.  

With either option, the General - Phone Book window opens.  
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4. Within the window, complete the following information (required fields are marked 
with an asterisk (*)): 

• Site * - click the drop-down arrow to access a list and from the list, select the site. 
The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site. Each site level is separated by a >. 

• Section Name – click the drop-down arrow to access a list of the sections 
associated to the site, from the list select the section name. 

• Organization Name - click the drop-down arrow to access a list from the list, 
select the name of the organization. The organization drop-down list displays 
the bottom-most organization first. After the ~~the complete path to the selected 
organization displays. In the example below, we selected Documentation, which 
is a child to Development and Unique. Each level of the organizational tree is 
separated by a >. 

• Telephone Number – type the telephone number. 

• Job Title – type the job title or description. 

• Office Symbol – type the office symbol. 

• Building Name – click the drop-down arrow to access a list, from the list select 
the building name. 

• Room – type the room number. 

• Sort Order * - this field defaults to 0, (telephone numbers are listed in numerical 
order). To have this record display at the top of the list, type a 1 in this field. You 
can number each record according to position within the list from 1 to 999. 

• Keyword - type a name or description that allows your operators to perform a 
quick search on the telephone number. For example, if the telephone number 
belongs to the Library, you would type Library into this field for an easier 411 
search.  

• Publish Listing – this field default to contain a checkmark to indicate that the 
listing is published within the directory, click the box to remove the checkmark to 
indicate that this listing is non-published 

• The Print Building Number through Trailing Digit Count are fields that are 
used if you want to export the phone directory and import it into a third-party 
product.   

• Civilian Telephone Number – type the civilian telephone number 

• Comm Number – type the Comm number 

• Subscriber – click on the field to access a drop-down list of the subscribers 
within your database.  You can either search for the subscriber by typing any 
portion of the record within the textbox, as you type the list modifies to display 
your results.  Alternatively, you can scroll through the list to find the subscriber 
name. Once at the subscriber, click on the name to associate to the listing.   
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5. Within the Actions ribbon group, click Save & New (to save and stay) to add 
another listing, or click Save & Close (to save and exit) to return to the Phone Book 
list.  

Deleting a listing 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 

3. There are three ways that you can delete a record from the phone book: 

• Highlight the phone book listing within the list and on the toolbar directly above 
the Navigation pane click the red X. 

• Highlight the phone book listing within the list and within the Actions pane click 
the Delete Phone Book Listing link. 

• Within the list, double-click the record. The Phone Book window opens. Within 
the Actions, ribbon group click the Delete button. 

4. Once you click Delete, a message box displays verifying that you really want to 
delete the listing. Click Yes to continue or No to cancel the operation.  

Viewing a listing 

There are few ways to access a listing to view.  You can perform a search from the Search 
Phone Book link, this will display matching listings based on your search criteria or tags. 
The listings that display provide you will read only information.   

Alternatively, you can search the entire phone book from the main menu.  Next to the 
search text box, click on the double down arrow to access a set of fields that you can 
search from.  Within any of the fields type-in the search parameter, you can also click on 
the box that says ‘contains’ next to each field and select a clarifier (such as Begins with, 
Equal to, Greater than, etc.).  Once your parameter is created, click on the magnifying 
glass in the upper right-hand corner of the pane.  The matching listings will display within 
the list.  To view the complete details for the listing, double click on the row to open the 
details window.   

Listing Discrepancies 

Often times there are discrepancies from what the phone book says and what the switch 
says.  You can  

5. Click the Directory/Organization menu. 

6. Within the Navigation pane, click Phone Book. 

7. Depending on the amount of records you have within your database, the list may not 
readily populate. To populate the list, perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 



Directory/Organization 

CAIRS User Guide 737 

8. Double click on the row that you want to view; the listing details window opens.   

9. If there are any discrepancies between the phone book and the set device listing 
within CAIRS they will be shown in the Listing Discrepancies pane.  The fields that 
are out-of-sync will be shown in bold print. 

10. There are two options when dealing with discrepancies.  You can either accept the 
phone book or the set device data.   

11. Within the Conflict Resolution ribbon group click on the one of the following buttons: 

• Accept Phone Book Data – this will accept all the changes made within the 
phone book and transfer the changes into the Set Device listing.   

• Accept Set Device Data – this will accept the data that is in the Set Device listing 
and overwrite any data that may have existed in the phone book. 

12. Once you click on either button the changes are made either in the Phone Book or 
the Set Device panes.   

13. To save the changes into the database, click on the Save button or the Save & 
Close button.   

Exporting the Phone Book 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Phone Book. 

3. On the toolbar directly above the Navigation pane, click the drop-down arrow next 
to Export. The following options are available when exporting the phone book (only 
the applicable export options are listed): 

• Excel (All Levels) – exports all records to an Excel spreadsheet.  

• PDF (All Levels) – exports the report to a PDF file.  

• Tab-Delimited Text (Top Level Only) – exports the top level of each grouping to 
a tab-delimited text file.  

4. The file opens in the appropriate program allowing you to save or print the 
information.  

Viewing the Phone Book 

There are a few different views to choose from when looking at the information within the 
phone book. The following view options are available: 

• Basic Lookup – this is the default view, this will display the telephone number only.   

• Simple List – this displays the listings in numerical order from least to greatest. 

• Maintenance – this list sorts the listings by their associated site, section code and 
section name. 
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• Unassigned – this list displays the listings that were added through the Directory 
Transfer Manager, these are the listings that need a section name assigned before 
you can view them in the phone book. 

• Detailed – this list provides more details for each listing. 

• Directory Differences – this view provides a list of the listing that have a 
discrepancy between the phone book and the set device data.  

 

 

 

•  

Toll Tickets 
 

The Toll Ticket System is designed to charge back Operator Assisted phone calls. When a 
call is placed from an Operator Station, the call is billed to the operator’s unit, not to the 
people actually making the phone call/s. With Toll Tickets, calls can now be tracked and the 
charges automatically re-directed and billed to the appropriate parties.  

Toll Ticket Setup 

1. Click the System Admin menu. 

2. Within the Navigation pane, click System Settings > Settings. 

3. Within the System Settings pane, sort the Category column to locate Toll Tickets. 

4. There are three categories for Toll Tickets: 

• UseTollTicketOption – the Setting Value must be set to True. 

• Control Number Mask – Default Toll Ticket Control Number (standard control 
numbers).  

• VIP Control Number Mask – Default Toll Ticket Control Number (VIP control 
numbers). For those who need to make operator-assisted phone calls, but who 
do not have a billing account inside the organization generating the call. Used at 
the discretion of the operators.  

5. Within the Setting Name * column, double-click UseTollTicketOption. 

The System Setting - [Details] window opens.  

6. Within the Setting Value * field, type True. 

7. Within the Actions ribbon group, click Save & Close (to save and exit) to return to the 
System Settings list. 
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Manage Operator Phone Numbers  

ALL operator work-station phone numbers that could appear in a call record as the 
extension that placed the call need to be entered into the Phone Number field. Operators 
are frequently grouped into stations. The phone numbers for each station can be 
designated by alpha or numeric characters. 

 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Toll Tickets > Toll Ticket Views. 

3. There are two ways to access the Manage Operator Phone Number window: 

• On the toolbar directly above the Navigation pane, click the Manage Operator 
Phone Numbers button. 

• Within the Actions pane, click the Manage Operator Phone Numbers link. 

4. With either option, the Manage Operator Phone Numbers window opens. 

5. In the Manage Operator Phone Numbers list pane, click the top row, marked with an 
asterisk (*) to add a new phone number. 

6. Associate an alpha or numeric character to each operator station, then for each 
phone number, add the character in the Station * column. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
numbers, or Save & Close (to save and exit) to return to the Toll Tickets 
Management list.  

 

Creating and Completing a Single Toll Ticket  

1. Directory/Organization > Toll Tickets > Toll Ticket Views. 

2. Within the Actions pane, click Add New Toll Ticket Main. 

3. The Toll Ticket [Detail] window opens. 

4. Type the control number obtained from your Telephone Control Officer (TCO) in the 
Control Number field. 

5. Click the Validate button. 

6. The Control Number is instantly validated and assigned to the VIP TCO Group. 

7. Within the Ticket Type ribbon group, click Single Ticket. The Ticket Type * field 
populates with the call type. 

8. Within the Regular Toll Ticket pane, complete the following fields (required fields are 
marked with an asterisk (*)): 

• From Number * – the number of the person initiating the call. 
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• Called Number * – the number the operator is calling (must exactly match the 
number that is called). 

• Calling Party * – the name of the person making the call. 

• Called Party * – the name of the person receiving the call. 

• Called Party Location * – location of outgoing call (Ex. Residence). 

• Connection Made TimeStamp – auto-populates the date/time the call was 
connected once the Call Connected button is clicked. 

• The call is then placed.  

9. If the party answers, within the Call Actions ribbon group, click the Call Connected 
button.  

10. Once the call is connected, it is not necessary to monitor single calls. Within the Call 
Actions ribbon group, click Call Completed. 

11. Once you select Call Completed, a message box displays asking if you want to save 
and close the Toll Ticket. Click Yes to continue. 

12. The Control Number is now marked as Used. 

! Single calls are instantly marked as completed. Click the Call Completed button within 

the Call Actions ribbon group. 

 
Toll Ticket Conference Calls 

Creating the Conference Call Toll Ticket 

 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Toll Tickets > Toll Ticket Views. 

3. Within the Actions pane, click Add New Toll Ticket Main link. 

4. The Toll Ticket – [Detail] window opens. 

5. Within the VIP ribbon group, click the Control Number button. 

6. The control number auto-populates in the Control Number field, and is instantly 
validated and assigned to the VIP TCO Group. 

7. Within the Ticket Type ribbon group, click the Conference Ticket button. 

8. A bottom pane, Conference Call Toll Ticket, has now been added to the main 
window. 

9. Within the Conference Call Toll Ticket pane, complete the following fields (required 
fields are marked with an asterisk (*)): 
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• Requestor Phone Number * – type the number of the person requesting the 
conference call. 

• Requestor * – type the name of the person requesting the conference call. 

• Requestor Duty Location – type the location of the person requesting the call. 

• Scheduled Date Time – type the date and time the conference call is scheduled 
to begin. 

• Reminder Date Time – type the date and time you would like a reminder of the 
conference call to display (reminder will be sent to ALL operators). 

• Connection To Requestor Made Time Stamp – auto-populates the date/time the 
call was connected once the Call Connected button is clicked. 

10. You can add a reminder to the conference call by typing the date and time you 
would like the reminder to display in the Reminder Date Time field. A reminder pop-
up will display in the bottom of the screen. All operators will receive the reminder 
notice in case the operator who created the ticket is unavailable at the time of the 
call. 

 

Adding Participants to a Conference Call 

The names and phone numbers of participants who have previously been involved in a 
conference call ticket are maintained in CAIRS, in the Available Participants NOT part of 
conference call (add if they don’t exist) list.  

 

1. Within the Available Participants NOT part of conference call (add if they don’t exist) 
list, double-click the name of the participant you would like to add to the new call. 
They have now been added to the Participants who will participate in the conference 
call list. 

2. Within the Actions ribbon group, click Save & Close (to save and exit) to return to the 
Toll Tickets Management list. 

You can add a new participant at any time by typing each caller’s information (name, phone 
number, rank, and location) in the Available Participants NOT part of conference call (add if 
they don’t exist) list. 

1. Within the Available Participants NOT part of conference call (add if they don’t exist) 
list complete the following fields (required fields are marked with an asterisk (*)): 

• Name * – type the name of the participant. 

• Phone Number * – type the phone number the participant will be calling in on. 

• Rank – type the rank of participant. 

• Location – type the location of participant.  

2. Within the Actions ribbon group, click Save before continuing. 
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3. Within the Available Participants NOT part of conference call (add if they don’t exist) 
list, double-click the newly added name. They have now been added to the 
Participants who will participate in the conference call list. 

4. Within the Actions ribbon group, click Save & Close (to save and exit) to return to the 
Toll Tickets Management list. 

Connecting a Conference Call 

1. Click the Directory/Organization menu. 

2. Within the Navigation pane, click Toll Tickets > Toll Ticket Views.   

3. The Toll Tickets Management list displays. 

4. To open the Toll Ticket, double-click the appropriate IDNumber *. 

5. Within the Participants who will participate in the conference call list, begin calling 
each participant using the phone number listed next to their name. 

6. Within the Participants who will participate in the conference call list, complete the 
following fields: 

• Not Available – click the box to insert a checkmark next to a participant’s name 
when they are unavailable to participate in the call. 

• No Answer – click the box to insert a checkmark next to a participant’s name 
when they do not answer the call. 

• Connect Date Time – click in the Connect Date Time field to record the date and 
time the participant was connected to the conference call. 

7. When all participants have been connected to the call, click the Call Connected 
button within the Call Actions ribbon group. 

8. Once the call has ended and all participants have disconnected from the call, within 
the Call Actions ribbon group, click Call Completed. 

9. A pop-up message displays asking if you would like to save and close the Toll 
Ticket. Click Yes. 

10. The ticket is now marked as “used” and is viewable from the All Toll Tickets list 
within the Toll Tickets Management pane. 

 

Deleting a Toll Ticket 

Only Toll Tickets that are in an Active status (“Available”) can be deleted. Completed Toll 
Tickets (“Used”) cannot be deleted.  

1. Click the Directory/Organization menu.  

2. Within the Navigation pane, click Toll Tickets > Toll Tickets Views. 

3. The Toll Tickets Management list displays. 

4. There are several ways to delete a Toll Ticket: 
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• Right-click the record in the list, and select Delete from the pop-up menu. 

• Highlight the ticket number in the list, and within the Actions pane, click the 
Delete Toll Ticket Main link. 

• Highlight the name in the list, and on the toolbar directly above the Navigation 
pane, click the Delete button. 

5. With any of these options, a message box displays verifying that you want to delete 
the selected toll tickets. Click Yes to continue (the information will be removed from 
CAIRS) or No to cancel the operation.  

Adding TCO Control Numbers 

When a TCO uses all assigned control numbers before the end of the month, you can 
assign new control numbers. 

1. Click the Directory/Organization menu.  

2. Within the Navigation pane, click Toll Tickets > TCO Groups’ Control Numbers. 

3. There are two ways to add Control Numbers: 

4. On the toolbar above the Navigation pane, click the Add Control Numbers for TCO 
button. 

• Within the Actions pane, click the Add Control Numbers for TCO link. 

• With either option, the Add Control Numbers for a Particular TCO window 
displays. 

5. Within the window, complete the following fields: 

• Select TCO - click the drop-down arrow to access a list, select the TCO. 

• Number of Control Numbers to Add – type the quantity of Control Numbers you 
want to add or use the standard monthly quantity that is displayed in the field. 

6. Click the Create Control Numbers button to add the Control Numbers to a TCO’s list.  

7. A notification pop-up displays, confirming your Control Numbers were created 
successfully. Click OK. 

8. The Add more Control Numbers for a Particular TCO window remains open. You 
can continue to add additional Control Numbers for other TCOs, or click the Exit 
button to return to the Toll Ticket Control Numbers list. 

! If you add more control numbers than you need, you can delete the numbers, or leave 

them in queue for future calls. Each month, the standard quantity of control numbers will be 
exported to the account. Unused Control Numbers are marked as expired at the end of 
each month. 
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System Admin 

From System Admin, CAIRS administrator’s setup universal program characteristics 
including the number plan, work flows, field customization to name a few. Often times, only 
the CAIRS system administrator has access to this menu option or you may have full 
access or read-only access depending on the rights granted to you.  

The Security sub-menu allows administrators to define who has system access and their 
access type. Administrators create profiles allowing them to manage access rights and 
privileges for a group of users instead of dealing with each user individually. Within 
Security, administrators can view login information and user actions.  

The Data Sync Center software component allows CAIRS to communicate with your 
different switches to compare the data within your database to that within the switch. Once 
compared, you can import the missing information into you CAIRS database. Within this 
menu option, you also utilize a 911 interface that exports necessary information from your 
CAIRS database into files used by certain 911 programs.  

Work Flow Setup allows your CAIRS administrator to create the necessary workflows you 
will use to input information into the CAIRS database on a daily basis. Each workflow 
consists of work centers, time frames and data components. Once each are built into the 
database and depending upon your profile, you can use them to input telephone, circuit, 
subscriber, and other information into the database.  

System Settings defines how your CAIRS operates in specific situations. You define the 
system backbone that includes organization levels, site levels, field customization, etc.  

The Subscriber Portal submenu allows you to determine the configuration packages 
available on Subscriber Portal. A Configuration Package allows you to manage equipment, 
services, and other information needed to create a work order via Subscriber Portal. You 
can also determine how your Subscriber Portal operates in certain situations within 
Subscriber Portal Settings.   

From Call Record Settings, you manage all call record facets, from call pricing groups, rate 
groups, rate types, etc. 

Within Billing Settings, you configure your billing reports for both Official and Unofficial 
accounts.  You will also define how CAIRS operates in certain situations in Billing General 
Settings.   
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Within Service Management, you view errors that have occurred within your system, 
whether they are general, email or service manager errors. 

Number Plan contains different dialing plans or exchange information within your database. 
A number plan groups or catalogs all similar telephone numbers together. For example, a 
number plan may be 702-216-0000 to 702-216-5000. 

Custom Report Templates allows you to create a customized report for printing your work 
order information.   

The XML Editor allows you to select an XML file and edit the file before exporting or 
importing 

 

 

Security 

The Security sub-menu allows administrators to define who has system access and their 
access type. Administrators create profiles allowing them to manage access rights and 
privileges for a group of users instead of dealing with each user individually. Within 
Security, administrators view login information and user actions.  

This section of the manual is in the logical order of how you will enter items into your 
database. The orders as it appears here will not match that of the software.  

Security - Profiles 
The profile system is the main method for establishing security levels for CAIRS users. 
CAIRS requires that every user have a profile assignment. A profile allows system 
administrators to design one set of access rights and privileges based on a group of 
people. There are three different access aspects for each profile:  Menu and Actions, 
Switches, and Work Centers. When you create a profile, you limit the CAIRS database 
access each user has based on these three aspects.  

First, you grant each profile access to certain menus and then actions it can perform within 
each menu. Let us take the Facilities menu for example. Within Facilities, there are three 
sub-menus:  Buildings, Connections, and Sites and you may want to allow a profile to 
perform functions only within Buildings. To restrict profile functionality to Buildings you 
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would remove the Allow functions for Connections, and Sites, making those menu options 
read only.  

Second, each profile can access one or more switches. When granting access within this 
option, you allow the profile members access to the switch records and can grant them an 
SMA switch connection. This access does not affect who can send information to the 
switch when completing work orders.  

Finally, you can grant each profile access to specific work centers allowing people to be 
responsible for only their portion of the work order and the work order to flow electronically 
from one job center to the next.  

Adding a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. There are two ways to add a new profile: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Profile. 

• Within the Actions pane, click the Add New Profile link. 

5. With either option, the General-Profile window opens. Enter in the following 
information for the profile (required fields are marked with an asterisk (*): 

• Profile Name* – type-in the alphanumeric profile name, we recommend keeping 
profile names easy to identify when adding a user, for example administrator, site 
user, TCO, etc. 

• Description – type-in a brief profile description 

• Disabled * – click the box to insert a checkmark to disable the profile. We 
recommend administrators disable profiles instead of deleting them. This saves 
time by allowing you to activate a profile instead of re-adding.  

6. Within the Actions ribbon group, click the Save (to save and stay) button to 
continue working with the profile, or click the Save & Close (to save and exit) button 
to return to the Profiles list. 

Menu and Actions 

Adding Menu and Action Access to a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  
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4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Show ribbon group, click the Menus 
and Actions button. 

6. There are three panes of information within the Menus and Actions screen.  

• Menu privileges – displays a list of all the menu options within CAIRS. Next to 
each menu name, click the plus sign (+) to view the sub-menu options. 

! When you highlight a menu name within the Menu Privileges pane, the information within 

the Action Privileges and Related Menus for Selected Action pane changes to reflect only 
the items associated to the selected menu.   

• Action privileges – displays a list of available user actions within the selected 
menu option. There are five different actions:  Allow List, Allow Select, Allow 
Update, Allow Add, and Allow Delete. 

• Related menus for selected action – displays a list of menu items related to the 
selected action. When you change an action within the Action privileges pane, 
you affect the options available within this pane. For example, if you choose to 
allow the profile to view the list for accounts, you also affect what the profile 
views in Configured Items. 

7. We are going to break this into three sections based on the name of the panes 

Section 1:  Menu Privileges 

Within this pane, you will be determining if the profile can see and access menu 
options within the Navigation pane.  

8. Next to each of the main menu items is a plus sign (+), click on the plus sign to view 
the sub-menu items, some menus have up to four sub-menus. When you click on 
the box to add or remove the checkmark, the sub-menu items are also affected. It is 
a good idea to expand the entire menu group before you start to ensure that you are 
adding and removing the correct privileges.   

9. Within the Menu privileges pane, there are two options available: 

• Enable – this box remains unchecked, meaning that the profile cannot perform 
any functions within the menu. Click on the box to insert a checkmark, this allows 
the profile to some basic functionality. Please keep in mind you have only 
enabled the menu option you must still add in the functionality by selecting the 
appropriate actions.  

• Visible – this field remains checked, meaning that the profile can see the menu 
option within the Navigation pane. Click on the field to remove the checkmark to 
remove the menu option from the Navigation pane.  

Section 2: Action Privileges 

Within this pane, you are determining what actions the profile can perform. Notice 
that some of the options are selected and grayed out, this means that those actions 
are not available for the action group.  
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At the top of this pane, there are two option buttons: 

• Actions for Selected Menu – CAIRS defaults to this selection, when you have a 
menu item highlighted within the Menu privileges pane, only the actions 
associated to that menu appear within the Action privileges pane.  

• All Actions – click the option button to list all the actions for the profile within the 
pane. 

In addition to the options, there is an Edit All Records button. When you click on the 
double down arrow next to Edit All Records, the checkboxes for the allow columns 
become available. The checkmarks are grayed out, click the field to remove the 
mark. Click on the field again to re-add the checkmark, when you re-add, that the 
entire column now contains checkmarks. CAIRS requires you to perform a few extra 
clicks to make sure that you really want to change the entire column, please do not 
get frustrated, we meant to do it that way! 

Within this pane, there are seven columns of information: 

• Action Group Name – displays the name of the menu item that will be affected 
when you change any of the allow options 

• Group Type – displays the type of action that you are affecting when you change 
any of the allow actions, for example, File Attachment Actions, when you allow 
add, list and delete you are allowing the profile to attach, view and delete file 
attachments from the menu item (specifically the item listed within the action 
group name column) 

• Allow List – a checkmark in the field indicates that the profile is allowed to view 
a list of the action group, for example if the action group is Site, you are allowing 
the profile to view a list of the selected sites. Leave the field blank to prohibit the 
profile from viewing the list of information. 

• Allow Select – a checkmark in the field indicates that the profile is allowed to 
double click on any item within the list to view the complete details. Leave the 
field blank to prohibit the profiles from access any record within the menu item.  

• Allow Update – a checkmark indicates that the profile can modify any record 
associated to the menu item. Leave the field blank to prohibit the profiles from 
making any changes to the record. 

! When you add permissions for the following items, you are enabling links within the 

Actions pane, dropdown lists and buttons within the toolbar. As well as actions within the 
records Action ribbon group. 

• Allow Add – a checkmark indicates that the profile can add new records into the 
database. Leave the field blank to prohibit the profile from adding new items into 
the database. 

• Allow Delete – a checkmark indicates that the profile can delete existing records 
from the database. Leave the field blank to prohibit the user from delete items 
from the database.  
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10. To add or prohibit privileges click on the box to add or remove the checkmark.  

Section 3: Related menus for selected action 

When you start to change the privileges within the Action Privileges pane, you may 
be affecting other areas of the software. This pane displays the other areas that are 
effected by your selections. For example,   if you allow a profile to add within 
Configured Items -> Set Management -> Configured Sets, you are also allowing the 
profile to perform the same action within Directory, Published Directory, etc.  

It is good to pay close attention to the items that appear within this pane to make 
sure you are not granting the profile permission to an area that you do not want them 
to access.  

11. When you finish adding the appropriate privileges, click Save (to save and stay), or 
click Save & Close (to save and exit) from within the Actions ribbon group. 

Modifying Menu and Action Access from a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles. 

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Show ribbon group, click the Menus 
and Actions button. 

6. Within the Menu privileges pane, click the box in the Enabled or Visible column; 
removing the check mark and thus the privilege from the profile. Alternatively, click 
the box to insert a checkmark to add the privilege.     

7. Within the Action privileges pane, click the box in any column to remove the check 
mark, thus removing the privilege for this profile to perform the action. Alternatively, 
click on the box to insert a checkmark to add the privilege.     

When you manipulate profile actions, pay close attention to the related menus for 
selected action pane. This pane displays the other areas that are affected by your 
selections. For example, if you allow a profile to add within Configured Items→ Set 
Management→ Configured Sets, you are also allowing the profile to perform the 
same action within Directory, Published Directory, etc.  

8. Click Save (to save and stay), or click Save & Close (to save and exit). 

Switch Access 

When you grant the profile access to a particular switch, you allow them to view the switch 
records and its related CAIRS database information. You can also grant the profile access 
to SMA connection, allowing you to securely interface with the switch. To learn more about 
this connection see Switches. 
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Adding Switch Access to a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Show ribbon group, click the 
Switches button.  

6. The details pane displays all switch records with three columns of information: 

• Switch Name – displays the switch name, click the plus sign (+) next to the 
switch name to view the sites the switch is associated to. 

• Selected – a check mark in the column indicates the profile has access to view 
related switch information.  

• Grant SMA Permission – a check mark in the column indicates the profile can 
create a SMA switch connection. Within the Selected column, check mark and 
grant the profile switch access.  

7. Find the switch name within the list and click the box under the Selected column to 
insert a checkmark granting the profile access to the switch.  

8. Within the Grant SMA Permission column, insert a checkmark to grant the profile 
SMA access to the switch. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the profile, or click Save & Close (to save and exit) to return to the profile list. 

Deleting Switch Access from a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Show ribbon group, click the 
Switches button.  

6. The details pane displays all switch records within three columns of information: 

• Switch Name – displays the switch name, click the plus sign (+) next to the 
switch name to view the sites the switch is associated to. 

• Selected  – a check mark indicates the profile can access information relating to 
this switch. 

• Grant SMA Permission – a check mark indicates the profile can remotely 
access the switch through Secure Maintenance Access. 
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7. Find the switch name within the list. Click the box under either column to remove the 
checkmark to prohibit the profile from accessing the switch.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the Profile, or click Save & Close (to save and exit) to return to the Profile list. 

Work Center Access 

After you create a work center, you have to grant the appropriate profiles access to the 
center.  Each profile is granted access to the work centers directly relating to their daily job 
function. This allows the users to be responsible for only the information pertaining to their 
job.  

Adding Work Center Access to a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Show ribbon group, click the Work 
Centers button. 

6. A details pane displays the following three columns. Click on a column, as 
necessary: 

• Work Center Name – displays the work center name. 

• Selected – a check-marked column indicates the profile has access to view the 
work center information. 

7. Within the Selected column, click the box to insert a checkmark granting the profile 
access to the work center. 

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the profile, or click Save & Close (to save and exit) to return to the profile list. 

Deleting Work Center Access from a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Show ribbon group, click the Work 
Centers button. 

6. Within the Selected column, click the box to remove the checkmark to remove the 
profile’s access to the work center.  
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7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the profile, or click Save & Close (to save and exit) to return to the profile list. 

Disabling a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Disabled field, click on the box to 
insert a checkmark, this removes the profiles access.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the profile, or click Save & Close (to save and exit) to return to the profile list. 

Enabling a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. In the Profiles list, double click the profile name.  

5. The General-Profile window opens. Within the Disabled field, click the box to 
remove the checkmark, granting the profiles access.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the profile, or click Save & Close (to save and exit) to return to the profile list. 

Deleting a Profile 

It is recommended administrators disable profiles instead of deleting them. This saves time 
by allowing profiles to be re-activated rather than re-added. Before deleting the profile, you 
must first reassign all users to another profile.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. There are two ways to delete a profile: 

• Within the list, highlight the profile name. In the Actions pane, click the Delete 
button. 
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• Double click the profile name within the list. The Profile window opens. Within 
the Actions ribbon group, click the Delete button. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the profile. Click Yes to continue or No to cancel the operation. 

6. If the profile is currently associated to any users, you must reassign the users before 
deleting the profile. If there are still user associations, a message appears saying the 
profile is currently in use. Click the Close button to return to the profile list.  

Copy Profile 

Within each profile, you can create an identical copy of the profile by clicking the Copy 
Profile button within the Profile Actions ribbon group. This opens a new window allowing 
you to rename and modify the privileges for the new profile. This action is useful if you want 
to create profiles and limit by site.  

Security – Users 
Within Users, an administrator creates CAIRS database users. An administrator can add a 
user manually or by connecting to your sites Active Directory. After adding a user, you must 
assign them a profile, granting them access to certain portions of the software based on 
their job description. To learn more about profiles, see Profiles. 

There are three different types of users: mixed; windows authenticated or certificate 
authentication.  Your System Administrator determines which authentication type you are 
using from the Security Type system setting.   

With Windows authentication, CAIRS will use your windows credentials as your username 
and password when logging in.   

With Certificate Authentication, there are couple of behind the scenes settings that need to 
be configured for this to work properly.  Before selecting this option, please contact our 
technical support staff to configure it properly.  With certificates, CAIRS will authenticate a 
user based on their CAC.  A user will login with their CAC, they will then need to be 
assigned a profile to access the software.      

Finally, the Mixed type, this allows authentication for both Windows and Certificates.  This 
security type allows for both users with CAC authentication and Windows authentication.  
CAIRS will first look for a certificate and use those credentials, however if a certificate as 
never used then CAIRS will use the window authentication.    

Users – Windows 

These types of users will us their Windows credentials to log into CAIRS each time.  There 
are two ways to add a user, you can add them manually with your domain name\user 
name, the password associate to their account will be used to login.  Alternatively, you can 
connect to your Active Directory, find and select their name.  CAIRS populates the fields 
based on their active directory account.   
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Adding a User - Windows 

This allows you to add a user manually without connecting to your Active Directory. 

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then on Users - Windows 

3. There are two ways to add a user: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list select. Users. 

• Within the Actions pane, click the Add New Users link. 

4. With either option, the General - User window opens. Enter the following user 
information (required fields are designated with an asterisk (*): 

• Supervisor Name – click the dropdown arrow to access a list and from the list, 
select the supervisor name.  

• User Name* – type-in the login name for the user. 

• First Name – type-in the first name. 

• Last Name – type-in the last name. 

• Email Address – type-in the email address. 

• Phone Number – type-in the telephone number. 

• Alt Phone Number – type-in an alternate phone number. 

• Fax Phone Number – type-in the fax number. 

• TCO – click the dropdown arrow to access a list and from the list, select the TCO 
(Telephone Control Officer). 

• Resource Manager – click the dropdown arrow to access a list and from the list 
select the resource manager name.  

• Last Login Date – displays the date the user last logged into CAIRS.  

• Last Login Location – displays the computer IP address last used to log into 
CAIRS. 

• Last Password Change Date – displays the date the user changed their 
password. 

• Disabled – a checkmark in the box indicates that the username has been 
disabled. 

• New Authorized User – this field applies to users who access CAIRS via their 
CAC 

• Operator Number – type-in the operator number for the user. 

• User Job Title – type-in the job description for the user.  
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• Is System Administrator – click the box to insert a checkmark to indicate that 
this user is a System Administrator.  This selection overrides any other and 
allows the user complete system access.   

• Limit by Site - click the box to insert a checkmark limiting this user to only see 
the sites selected within the Sites window. 

• Window Service Account - click the box to insert a checkmark enabling single 
sign-on. Meaning, when you login to Windows you also login to CAIRS, 
eliminating the need for a separate username and password 

! In order for single sign to work properly, the Windows login and the Active Directory login 

must be the same.  

• UCE Notifications – click the dropdown arrow to access a list and from the list, 
select one of the following options to determine if the user receives information 
when there is an event or error in UCE:  

o None - Don’t notify of any events 

o Debug - Notify all events (This is only recommended when you are 
troubleshooting UCE from CAIRS UCE Monitor) 

o Errors - Notify error and critical events from UCE 

o Only - Only notify when UCE us down or not collecting calls 

! Once you have added the user, you now need to associate the user to a profile. You can 

associate more than one profile to a user, but beware that CAIRS will use the highest level 
of permission.  For example, if one profile has permission to a switch and the other does 
not, CAIRS allows the user to access the switch based on the higher profile.   

5. To assign a profile to a user, highlight the profile within the Available Profiles and 
click the right arrow button. The profile name moves from the Available Profiles pane 
to the Assigned Profiles pane.  

6. To remove an assigned profile, highlight the profile within the Assigned Profiles 
and click the left arrow button. The profile name moves back to the Available Profiles 
pane. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this user, click on the Save & New button to ass another user, or click Save & 
Close (to save and exit) to return to the User list.  

Adding Users from Active Directory 

This allows you to add a user from your Active Directory. You are required to login to the 
Active Directory so make sure you have an administrator name, password, and the domain 
name.  

1. Click the System Admin menu. 
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2. In the Navigation pane, click on Security then on Users - Windows 

3. In the Actions pane, click the Add User from Active Directory link. 

4. The Provide Active Directory Credentials window opens. Login with your 
Administrator Name, Administrator Password, and Domain. 

5. Click the OK button. 

6. The Active Directory list displays. Within the Active Directory list: 

• Search for a Subscriber by typing the subscriber name or portion of the 
subscriber name in the text box in the upper right-hand corner. The list displays 
all subscribers that contain the portion of the search characters and the 
highlighted fields display the search characters. For example, if the search 
parameter typed in is ‘Len’, anywhere ‘Len’ appears in any active directory 
listings is displayed and highlighted within a new list. To return to the full list of 
users after a search, click the red X within the search parameters box. 

• Sort the list by clicking any column header. For example, click the Username 
column header to sort the list alphabetically by user name. 

7. Within the list, double click the user name to add. The User Details window opens 
with the User Name, First Name, Last Name, and Email Address automatically 
populated with the Active Directory information.  

8. Enter the remaining user details. 

! Once you have added the user, you now need to associate the user to a profile. You can 

associate more than one profile to a user, but beware that CAIRS will use the highest level 
of permission.  For example, if one profile has permission to a switch and the other does 
not, CAIRS allows the user to access the switch based on the higher profile.   

9. To assign a profile to a user, highlight the profile within the Available Profiles and 
click the right arrow button. The profile name moves from the Available Profiles pane 
to the Assigned Profiles pane.  

10. To remove an assigned profile, highlight the profile within the Assigned Profiles 
and click the left arrow button. The profile name moves back to the Available Profiles 
pane. 

11.  Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this user, click the Save & New button to ass another user, or click Save & 
Close (to save and exit) to return to the User list. 

12. The Active Directory list continues to stay open until closed allowing administrators 
to add multiple users without having to login each time. To close the Active Directory 
list, click the red X in the upper right-hand corner. 

Users – Site Access 

You can limit a user to view certain sites within the database.  For this to work properly, on 
the Detail screen, place a check mark in the Limit By Site field. This limits the user to only 
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the sites selected within the Sites button.  Keep in mind that if you select a high-level site, 
you need to select the children as well.  Therefore, if you want the user to access several 
different levels, you need to select each level.   

Adding Site Access to a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then on Users - Windows 

3. Depending on the amount of users you have within your database, the list may not 
readily populate.  To populate the list of users perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass 

• Click the Show All button 

4. The General-User window opens.  

5. Within the Show ribbon group, click the Sites button. The window displays two 
panes of information; the top pane displays the sites associated to the user. The 
lower pane displays a list of all the sites within your database, the following read-
only information is available for each site:     

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a 
>. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

6. To add a site to the user, find the site within the Available Sites pane, and double 
click on the record. The site name now appears within the upper pane.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the user. For example, if you associate a parent and want all the children 
associated you must associate all children sites.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the user, or click Save & Close (to save and exit) to return to the Users list. 

Deleting Site Access from a Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then on Users - Windows 

3. Depending on the amount of users you have within your database, the list may not 
readily populate.  To populate the list of users perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass 
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• Click the Show All button 

4. The General-User window opens.  

5. Within the Show ribbon group, click the Sites button.  

6. Within the top pane, right-click the record selector box just to the left of the site name 
to access a pop-up menu, from the menu select Delete.  

7. Once you click Delete, a message box appears verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

8. Once selected, CAIRS draws a line through the site; allowing you to delete multiple 
items at once.  

9. If you do not want to delete the site, right-click the record to access a pop-up menu 
and from the pop-up, click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the user, or click Save & Close (to save and exit) to return to the User list. 

Disabling a User Account 

When you disable a user’s account, their privileges are revoked immediately.  If they are 
active in CAIRS when you disable the account, they will not be able to perform any further 
actions.   

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then on Users - Windows 

3. Depending on the amount of users you have within your database, the list may not 
readily populate.  To populate the list of users perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass 

• Click the Show All button 

4. The General-User window opens.  

5. There are two ways to disable an account.  

• Click on the box within the Disabled field to add a checkmark 

• Within the Security ribbon group, click the Disable User button. This adds a 
checkmark to the Disabled field 

6. Click Save & Close (to save and exit). 

7. Within the User list, a checkmark appears in the Disabled column.  

8. If you re-access the user, you will notice that the button within the Security ribbon 
group now read Enable User. 



Security 

760 CAIRS User Guide 

Enabling a User Account 

To enable a currently disabled account:   

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then on Users - Windows.  

3. Depending on the amount of users you have within your database, the list may not 
readily populate.  To populate the list of users perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass 

• Click the Show All button 

4. The General-User window opens.  

5. There are two ways to enable an account.  

• Uncheck the box in the Disabled field. 

• Click the Enable button in the Security ribbon group. 

6. Click Save & Close (to save and exit). 

7. If you re-access the user, you will notice that the button within the Security ribbon 
group now read Disable User. 

Deleting a User 

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then on Users - Windows 

3. Depending on the amount of users you have within your database, the list may not 
readily populate.  To populate the list of users perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass 

• Click the Show All button 

4. The Users list opens to the right, there are two ways to delete a user: 

• Highlight the user within the list. Within the tool bar directly above the Navigation 
pane, click the red X 

• Highlight the user within the list. Within the Actions pane, click the Delete Users 
link.  

• Double click on the user name within the list. The User window opens. Within the 
Actions ribbon group, click the Delete button.  

5. Once you click Delete, a message box appears verifying that you really want to 
delete the user. Click Yes within the box to continue or No to cancel the operation 

Viewing User Activity 

1. Click the System Admin menu. 
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2. In the Navigation pane, click on Security then on Users - Windows 

3. Depending on the amount of users you have within your database, the list may not 
readily populate.  To populate the list of users perform one of the following actions: 

• Within the search box, type any portion of the record and then click the 
magnifying glass 

• Click the Show All button 

4. The General-User window opens.  

5. Within the Activity ribbon group, click the User Activity button.  The User Activity 
window opens displaying the following information: 

• Action Name* – displays the completed action name. Some action examples are 
Delete Profile, Add New Terminal, etc. 

• Activity Date* – displays the action date and time.  

• User Name* – displays the username. 

• Last Name – displays the user’s last name. 

• First Name – displays the user’s first name.  

• Name or Number - displays the number or name of the information that the 
action influenced, for example, the primary telephone number, circuit name, 
subscriber name, etc appears in the field.  

• Source* – displays the IP address.  

• Work Order Number – displays the work order number, if any. 

• Security Check Successful – a checkmark in the field indicates that the 
completed action was within the scope of the user’s profile.  

6. To return to the User, click the ‘x’ in the upper right hand corner of the window. 

Viewing User Accounts 

To sort the list based on a common element there are a few different options you can 
choose from within the Views pane. By clicking the options button next to an alternate sort 
option, the list automatically resorts.   

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then on Users - Windows 

3. Within the Views pane, click one of the following options: 

• Simple List – this is the default list, the users appear alphabetically by user 
name. 

• Users with Profiles – displays list of each user and their assigned profiles, if a 
user is assigned to more than one profile their name will appear multiple times in 
the list 
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• Users with Sites - displays list of each user and their assigned sites, if a user is 
assigned to more than one site their name will appear multiple times in the list 

• Users with Sites & Profiles - displays list of each user and their assigned 
profiles & sites, if a user is assigned to more than one their name will appear 
multiple times in the list 

• New Users – displays a list of the user who have accessed the system that are 
not authorized yet 

• Disabled Users – displays a list of the user who are disabled 

4. Double click a record to see its details.  

Users – Certificate 

Once a user logs in with their CAC cards, a few things need to happen from an 
administrator standpoint.  As an administrator, you will need to perform the following 
actions after the user has accessed CAIRS for the first time: 

When a user opens CAIRS for the first time, they will get a message saying they do not 
have access, they will need to contact an administrator to be granted access. If they do not 
contact you, you can change the viewing option to view ‘New Users’ (Security → Users – 
Certificate → Views pane) this view displays a list of the users that are not authorized to 
use the system yet.   

Access the user from Security → Users – Certificate, within the user make the following 
changes: 

• New Authorized User – remove the checkbox  

• Profile – assign them a profile by double clicking the profile name in the Available 
Profiles pane, it will move into the Assigned Profiles pane 

• Sites – if the ‘Limit By Site’ field is checked, you will need to assign the user a 
site(s).  Within the Sites button, double click on the site name in the lower to 
pane to move to the upper pane.  Once in the upper pane the site is associated 
to the user.   

Click on the Save & Close button within the Actions ribbon group.   

The last step is to contact the user and verify they can login and see the menu options you 
designated for the assigned profile.    

For each user you can view and edit the following information, most of the information will 
populate from their CAC information: 

The first four fields display information that is associated to the user’s CAC, these fields are 
read only 

• User Name  

• Email Address   

• Serial Number  
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• EDIPI 

The remaining fields are specific to CAIRS and are editable.  Required fields are marked 
with an asterisk (*). 

• User Status – there are three statuses available for the user: 

o New User – this will be the status of the user the first time they login into 
CAIRS. All new users need to be authorized before they can login and see 
any menu option.   

o Authorized – this is the status that you will need to give each user so they can 
access CAIRS, their menu access depends on access rights associated to 
their profile(s) 

o Revoked – you can revoke a user’s access by switching their status to 
revoked.  This is immediate, once you click Save their access rights are 
removed.   

To change the status, click on the dropdown arrow to access a menu, and from 
the menu select one of the above statuses.   

• TCO – click the dropdown arrow to access a list and from the list, select the TCO 
(Telephone Control Officer). 

• Resource Manager – click the dropdown arrow to access a list and from the list 
select the resource manager name.  

• Last Login Date – displays the date the user last logged into CAIRS.  

• Last Login Location – displays the computer IP address last used to log into 
CAIRS. 

• Is System Administrator – click the box to insert a checkmark to indicate that 
this user is a System Administrator.  This selection overrides any other and 
allows the user complete system access.   

• Limit by Site - click the box to insert a checkmark limiting this user to see only 
the sites selected within the Sites window. 

• Window Service Account - click the box to insert a checkmark enabling single 
sign-on. Meaning, when you login to Windows you also login to CAIRS, 
eliminating the need to re-enter your username and password 

! In order for single sign to work properly, the Windows login and the Active Directory login 

must be the same.  

• UCE Notifications – click the dropdown arrow to access a list and from the list, 
select one of the following options to determine if the user receives information 
when there is an event or error in UCE:  

o None - Don’t notify of any events 
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o Debug - Notify all events (This is only recommended when you are 
troubleshooting UCE from CAIRS UCE Monitor) 

o Errors - Notify error and critical events from UCE 

o Only - Only notify when UCE us down or not collecting calls 

! Once you have added the user, you now need to associate the user to a profile. You can 

associate more than one profile to a user, but beware that CAIRS will use the highest level 
of permission.  For example, if one profile has permission to a switch and the other does 
not, CAIRS allows the user to access the switch based on the higher profile.   

5. To assign a profile to a user, highlight the profile within the Available Profiles and 
click the right arrow button. The profile name moves from the Available Profiles pane 
to the Assigned Profiles pane.  

6. To remove an assigned profile, highlight the profile within the Assigned Profiles 
and click the left arrow button. The profile name moves back to the Available Profiles 
pane. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with this user, click on the Save & New button to ass another user, or click Save & 
Close (to save and exit) to return to the User list.  

Now that your users is added into the system, you can filter the sites that they have access 
to.  To learn more about Site Access please see the Users- Site Access portion under 
Users – Windows.   

If you are keeping track of user activity, then you can view all the action the user has 
performed in the system.  Within the Activity ribbon group, click on the User Activity button.  
If the list of actions does not readily populate, click on the Show All link in the upper right 
hand corner of the pane.   

Viewing User Accounts 

To sort the list based on a common element there are a few different options you can 
choose from within the Views pane. By clicking the options button next to an alternate sort 
option, the list automatically resorts.   

1. Click the System Admin menu. 

2. In the Navigation pane, click on Security then Users – Certificate.  

3. Within the Views pane, click one of the following options: 

• Simple List – this is the default list, the users appear alphabetically by user 
name. 

• Users with Profiles – displays list of each user and their assigned profiles, if a 
user is assigned to more than one profile their name will appear multiple times in 
the list 

• Users with Sites - displays list of each user and their assigned sites, if a user is 
assigned to more than one site their name will appear multiple times in the list 
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• Users with Sites & Profiles - displays list of each user and their assigned 
profiles & sites, if a user is assigned to more than one their name will appear 
multiple times in the list 

• New Users – displays a list of the user who have accessed the system that are 
not authorized yet 

• Revoked Users – displays a list of the user whose access has been revoked 

4. Double click a record to see its details.  

 

Security - Logged in Users 
The Logged in Users displays a list of the users that are currently logged into CAIRS. The 
list displays the following information: 

• User Name – displays the user’s login name. 

• Computer Name – displays the computer name 

• IP Address – displays the computer’s network address. 

• Last Name – displays the user’s last name. 

• First Name – displays the user’s first name. 

• Log In Time –displays the date and time the user started their CAIRS session. 

Each of these six columns can sort the list information alphabetically or numerically. For 
example, click the Last Name column to sort the list alphabetically based on the user’s last 
name. Once clicked, a triangle appears in the column header. An upward pointing triangle 
indicates the list is in alphabetical order, while a downward pointing triangle indicates the 
list is in reverse-alphabetical order.  

Refresh Status 

Within the Actions pane, click on the Refresh Status link to refresh the Logged in Users list, 
this updates the list to the most current users logged into CAIRS. 

Viewing User Activity 

As an administrator, you can view user activities by double clicking the user name within 
the list. A complete activities list displays.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus.  

3. Click Logged in Users. 

4. A list of the users currently logged into CAIRS displays, within the list double click on 
any record. The Security Monitor window opens.  
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5. The fields in the Security Monitor window are as follows: 

• Action Name* – displays the action that took place: Add, Update, or Delete. This 
keeps track of any database changes. 

• Activity Date* – displays the date and time the action occurred. 

• User Name* – displays the username.  

• First Name –displays the user’s first name.  

• Last Name – displays the user’s last name.  

• Name or Number - displays the number or name of the information that the 
action influenced, for example, the primary telephone number, circuit name, 
subscriber name, etc appears in the field.  

• Source* – displays the computer’s IP address. 

• Work Order Number – displays the work order number. 

• Security Check Successful – a checkmark in the field indicates the completed 
action was within the scope of the user’s profile.  

6. Within the Actions ribbon group, click on the X to close the Security Monitor and 
return to the Logged In Users list.   

 

Security - Activity Log 
The Activity Log displays detailed information of all database additions, updates, and 
deletions. The Activity Log displays the following columns of information:  

• Action Name* – displays the action completed.  

• Activity Date* – displays the action date and time.  

• User Name – displays the username. 

• First Name – displays the user’s first name.  

• Last Name – displays the user’s last name.  

• Name or Number – displays the number or name of the information that the action 
influenced, for example, the primary telephone number, circuit name, subscriber 
name, etc. appears in the field.  

• Source* – displays the computer’s IP address. 

• Work Order Number – displays the work order number. 

• Security Check Successful – a checkmark in the field indicates that the completed 
action was within the scope of the user’s profile.  

Each of these columns can sort the list information alphabetically or numerically. For 
example, click the Last Name column to sort the list alphabetically based on the user’s last 
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name. Once clicked, a triangle appears in the column header. An upward pointing triangle 
indicates the list is in alphabetical order, while a downward pointing triangle indicates the 
list is in reverse-alphabetical order.  

Refresh Status 

Within the Actions pane, click on the Refresh Status link to refresh the Activity Log, this 
updates the list to the most current activities completed in CAIRS. 

Viewing the Activity Log 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Activity Log. The Activity Log list opens to the right displaying the following six 
columns: 

• Action Name* – displays the completed action name. Some action examples are 
Delete Profile, Add New Terminal, etc. 

• Activity Date* – displays the action date and time.  

• User Name* – displays the username. 

• Last Name – displays the user’s last name. 

• First Name – displays the user’s first name.  

• Name or Number - displays the number or name of the information that the 
action influenced, for example, the primary telephone number, circuit name, 
subscriber name, etc appears in the field.  

• Source* – displays the IP address.  

• Work Order Number – displays the work order number, if any. 

• Security Check Successful – a checkmark in the field indicates that the 
completed action was within the scope of the user’s profile.  

4. Each of these six columns can sort the list information alphabetically or numerically. 
For example, click the Last Name column to sort the list alphabetically based on the 
user’s last name. Once clicked, a triangle appears in the column header. An upward 
pointing triangle indicates the list is in alphabetical order, while a downward pointing 
triangle indicates the list is in reverse-alphabetical order. To view a detailed 
description of the activity, double click the individual record. The Activity Log window 
opens displaying more details. 

Exporting the User Activity Log as XML  

1. Click the System Admin menu. 
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2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Activity Log. 

4. Within the Actions pane, click the Export to XML link. 

5. Within the Save As window, select the location. CAIRS auto-populates the Save as 
type: field with the XML file type. 

6. Type the file name into the text box and click the Save button. 

7. To stop the save process, click the Cancel button. 

8. To view the file that you just saved, go to the saved file location and double click the 
file name. The file opens as a window within Internet Explorer.  

 

 

Security - Open Record Management 
When a user opens a record that is currently open by someone else, the following message 
appears:   

   

This message explains that if either user makes any changes the work may be lost.  Within 
the message, we notify you of the user name and computer, so in the event that you need 
the record immediately you can contact the user.   

As an administrator, you can view a list of locked records by user. This allows you to view 
and possibly release the record for use by another user.  

Delete Open Record Notifications 

As an administrator, you can delete one or all of the open record notifications.  This 
releases the record and allows other users to make changes and possible overwrite 
previous changes made.  Within the actions pane there are two options, the first is Delete 
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All Open Record Notifications, this deletes everything within the list and release the 
records.   

The second option, Delete Open Record Notification, only becomes available when you 
highlight a record within the list to the right.  This option allows you to delete single records 
to release the items associated.  Within the list, find the record to release, click to highlight 
the record and within the Actions pane click the Delete Open Record Notification.  You are 
asked to verify that you really want to delete the open record management, click yes to 
continue or no to cancel the operation.   

 

 

 

 

 

Data Sync Center 

The Data Sync Center compares the data in CAIRS with the data on each switch it’s 
monitoring. The Unique installation team and the System Administrator will work in 
conjunction to perform a Switch Sync. The initial Switch Sync pulls data from the switch to 
create the foundation for your database. 

System Administrators use subsequent syncs to synchronize the CAIRS database and the 
switch database. Unique Communications follows the industry standard that the “Switch is 
the Bible.”  Additionally, CAIRS provides the functionality of sync exceptions reporting (‘out 
of sync’) giving administrators the option of reviewing the database discrepancies. 

Administrators can run subsequent syncs manually or schedule daily, weekly, or monthly 
syncs. Additionally, the Data Sync Center gives you switch syncs results by displaying the 
in-sync and out-of-sync data. You can configure the Data Sync to resolve exceptions (out-
of-sync data) automatically or to generate a report (log) of exceptions for manual review. 
This is a great tool in maintaining database integrity.  

The seven switch syncs CAIRS offers are:  

• Port – compares the port numbers in your CAIRS database to the switch data. 

• Number Plan – (CS2100/SL100 only) shows area and office codes based off the 
TOFC Name Report. 
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• Number Plan Listing – (CS2100/SL100 only) pulls in all the non-published listings, 
just the DNs not the configured set, from the switch.  

• Feature Key Maps (FKM) Syncs (for EWSD switches) – compares the features key 
maps for the sets in the CAIRS database to the switch data. 

• Configured Sets – compares the set device data in your CAIRS database to the 
switch data.  

• Hunt Group Syncs – compares the hunt group data in your CAIRS database to the 
switch data.  

• Switch Speed Dial (EWSD Switches) – compares the Speed Dial Groups data in 
your CAIRS database to the switch data. 

• Switch Hunt Group Members (EWSD Switches) – compares the hunt group 
members data in your CAIRS database to the switch data. 

• Run Script Only– this project allows you to run a switch script only; there will be no 
syncing once the script is run.  This project provides more switch communication 
options for CAIRS.   

• Call Pickup – compares the call pickup data from your switch to the call pickup 
groups within CAIRS 

Administrators have additional functions within the Data Sync Center. The first is the 911 
Interface. This allows you to create a template to gather information from within your 
CAIRS database to send to an external 911 program.  

The final function allows a Unique Communications representative the ability to import 
information into your database from an external source such as an Access Database.  

Switch Sync Project 

Creating a Switch Sync Project allows administrators to compare the database residing 
within the switch to the database within CAIRS. For each switch sync type, an administrator 
creates a new project and for each switch, you will have up to six projects. Each project 
allows you to schedule and perform syncs, view sync logs, etc. In order for you to create a 
switch sync project, you must have created and established a connection with each switch 
from within CAIRS. To learn more about how to do this, please see the Switches section. 

Adding a Switch Sync Project 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. There are two ways to add a project: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list select Switch Sync Project. 

• Within the Actions pane, click the Add New Switch Sync Project link. 
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4. With either option, the General-Import screen opens. Complete the following fields. 
Required fields are marked with as asterisk (*): 

• Project Name* – type-in the project name.  

• Switch Name* – click on the dropdown arrow to access a list and from the list 
select the switch you wish to sync with.  

• Script Name* – click the dropdown arrow to access a list and from the list, select 
the script needed to perform the sync. 

• Action* –   click the dropdown arrow to access a list and from the list, select one 
of the sync types: Port, Number Plan, Number Plan Listing, Feature Key Maps, 
Configured Sets, Hunt Group Members, Switch Speed Dial, Switch Hunt Group 
Members, Run Script Only or Call Pickup Group. 

• Auto Update – click the field to insert a checkmark in the box allowing auto-
update. If this is checked, any discrepancies that are found from the switch data 
to your CAIRS data will be automatically updated to match the switch.  If you 
select this, it is a good idea to change the comparison type to ‘Ignore Not In 
Switch’, this will leave any records that exist in CAIRS but not in the switch in 
place.  This is helpful if you have virtual numbers in your CAIRS database.   

• Single Record Sync – this allows you to perform a sync for a single record in 
your switch.   

• Description – type-in a project description.  

• Comparison Type – click the dropdown arrow to access a list and from the list, 
select one of the following options: 

• Compare All – compares everything in/out of the database. 

• Ignore Not In Switch – ignores records in CAIRS that are not in the switch. 

• Use Advanced Sync Options – this option is available to use with the direct 
supervision of a Unique Communications Representative.   

5. After completing the required information, within the Actions ribbon group, click 
Save (save and stay) button, Save & Close (save and return to the project list) or 
Save & New (save and refresh) to add a new project.  

Association 

The Association button is used to specify the data used to compile the Switch Sync Project. 
There are 2 panes in the section: Switch Fields and CAIRS fields. In each field used for the 
project, you must specify where you are getting the data. If the field information is coming 
from the switch database, use the dropdowns within the Switch Fields pane. If the field 
information is coming from your CAIRS database, use the dropdowns within the CAIRS 
pane. In the example below, you will see that a majority of the information for this port sync 
will be coming from the switch, CAIRS will populate the start option and service type for 
each record.  Please contact a Unique Communications Representative for assistance in 
making changes to this section.   
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Recurrence 

Each sync project can be set to run automatically on a daily, weekly, or monthly basis. 
Within the Recurrence button you will be determining when your syncs will run.   

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list double click the project 
to schedule. 

5. The General-Import screen opens. Within the Show ribbon group, click the 
Recurrence button. 

6. The Data Sync Recurrence pop-up opens. 

7. Within the Data Sync start time pane (top), click the dropdown arrow to select the 
sync start hour. The clock is on military time, so this will be a number between 0 and 
23.  

8. Within the Recurrence pattern pane, select how often to perform the sync. There 
are three choices: 

• Daily – once you select the option button next to Daily, two additional selections 
become available. You can choose to run the sync every 1-7 days by selecting 
the first option and typing in the number of weekdays or run the sync every 
weekday, skipping Saturday and Sunday. 
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• Weekly – once you select the option button next to Weekly, two additional 
selections become available allowing you to select the day of the week to 
perform the sync. Additionally, you are required to type in the number of weeks 
in-between syncs. For example, if you type in 2 and select Sunday, CAIRS 
performs a sync every other Sunday   

• Monthly – once you select the option button next to Monthly, an additional 
selection becomes available allowing you to choose what day of every month to 
perform the sync. To perform the sync on the 1st of every month, you would type-
in a 1 in both fields   

9. Within the Range of recurrence pane, enter the switch sync Start date using the 
drop-down calendar. To change the date, click the field to access a dropdown 
calendar. To change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date populates 
in the box.  

10. After you have selected your start date, decide if you want the sync to run 
continuously on this schedule or have an end date. To have CAIRS run this sync 
continuously on this schedule, click the radio button next to No end date otherwise 
click the radio button next to End by: and select the desired end date.  

11. Click the Ok button when finished or click Cancel to exit the pop-up without saving 
your changes.  

Viewing Sync Schedules 

You can view existing sync schedules. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to schedule. 

5. The General-Import screen opens. Within the Show ribbon group, click the 
Recurrence button. 

6. The Data Sync Recurrence pop-up opens. At the top of the pop-up, CAIRS tells you 
the recurrence pattern.  

7. To exit, click the Ok button or the red X in the upper right hand corner of the pop-up 
window.  

Switch Sync Logs 

The Switch Sync Logs displays a list of the syncs that have occurred, the list included a few 
details for each sync such as date, time, status, parameters, etc.  There are two additional 
options within this button, you can ‘Cancel the last submitted Sync’ and ‘Clear the Sync 
Log’.   
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Viewing Switch Sync Project Log 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to schedule. 

5. The General-Import screen opens. Within the Show ribbon group, click on the upper 
portion of the Switch Sync Log button.   

6. The screen changes to displays a list of the syncs completed.  The list displays the 
following read-only information: 

• Request ID – this is an internal code used by CAIRS to identify the sync request 

• Sync Status – displays the status of the sync, whether in progress, cancelled, 
etc. 

• Sync Details – displays any details for the sync 

• Date Time  - displays the date and time the sync started 

• Sync Parameters  - displays any unique parameters used for the sync 

7. Click the plus sign (+) next to the request id to view the complete sync log details.  

Switch Sync Log - Cancel Last Submitted Sync 

You can cancel the last submitted sync. This will only cancel syncs that have a status of not 
started or in progress.   

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the name 
of the sync project. 

5. The General-Import screen opens. Within the Show ribbon group, click the lower 
portion of the Switch Sync Log button to access a drop-down menu and from the 
menu select, Cancel Last Submitted Sync. 

6. A message box appears verifying the last sync was cancelled successfully.  

Clearing the Sync Log 

Clearing the sync log removes all the information from the log.  

1. Click the System Admin menu. 



Data Sync Center 

CAIRS User Guide 775 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the name 
of the sync project. 

5. The General-Import screen opens. Within the Show ribbon group, click the lower 
portion of the Switch Sync Log button to access a drop-down menu and from the 
menu select, Clear Sync Log. 

6. A message box appears verifying that you really want to clear the log. Keep in mind 
that if a sync is in progress it clears that log as well and there will be no way to know 
if the sync was successfully.  

7. Within the box, click Yes to continue clearing the log or No to cancel.  

Synchronizing Your Data 

After building the Switch Sync Project, it is time to perform a switch sync. You can perform 
three different syncs 

• Sync Now – compares data from within the switch to data within the CAIRS 
database.  

• Sync from File – compares data you have within a file to data within the CAIRS 
database.  

• Resync from an existing report – compares the data generated in a report to data 
within the CAIRS database.  

When you created your switch sync project, you chose a comparison type and determined 
how the sync deals with certain records. If you choose the ‘Compare all’ type, the sync 
compares all data from both databases. Once complete, CAIRS generates reports with the 
out-of-sync data for both the CAIRS database and the switch.  

The alternate comparison type, ‘Ignore Not in Switch’ compares both databases but 
generates a report showing records that are in CAIRS but not in the switch.   

After any of the syncs run, you will get four reports, each displaying a different group of 
data from your switch or from CAIRS: 

• In Sync – displays a list of the records found in both databases. 

• Out of Sync – displays a list of out of sync records, that are either not in the switch 
database or not in the CAIRS database. 

• Unable to Sync – displays a list of records CAIRS was unable to sync from either 
database. 

• Not In Switch – displays a list of the records that are in your CAIRS database that 
are not in your switch database.  
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Sync Now 

This type of sync compares your existing CAIRS database to the switch database.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the name 
of the sync project. 

5. The General-Import screen opens. Within the Synchronize ribbon group, click the 
Sync Now button. 

6. The Scripts window opens displaying the list of switch scripts that commit the 
information to the switch.  

7. Click the plus sign (+) next to the script name to view a list of parameters and values 
that are required for the script to run successfully, complete all parameters (fields 
marked with an asterisk (*) are required). 

8. By clicking the appropriate button at the bottom of the pop-up you perform one of the 
following actions: 

• Run Unattended – click this button if you have scheduled the sync to occur in 
the future. This allows CAIRS to run the sync at the scheduled time. If there is no 
schedule in place, the sync runs immediately. 

• Cancel – click this button to cancel the sync and close the pop-up. 

9. As the Sync is progressing, you will see a small popup in the lower right hand corner 
of your main monitor.  This box displays the progress of the sync, there are a few 
statuses you should pay close attention to: 

• Not Executed – this status means that the sync is in the process of executing, 
CAIRS is still trying to contact CES to start the process.   

• Script In Progress – this means that WOPR has connected to the switch and it is 
in the process of running the script to get sync your data 

• Script Failed –  if the script failed it is no big deal, check all your parameters and 
try to run the sync again, if it continues to fail please contact our technical 
support team 

• Script Cancelled – you have requested that the sync be cancelled, once you 
submit the request to cancel the script/sync should be completed in 10 seconds 

• Sync in Progress – this is good! CAIRS is communicating with your switch and 
bringing back the information to compare to the CAIRS database.  Don’t be 
alarmed this could take a while to complete.   
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• Sync Failed – don’t panic! Check your parameters, script association and 
connections and try the sync again.  If it fails again please contact our technical 
support team. 

• Sync Cancelled – you have requested that the sync be cancelled, once you 
submit the request to cancel the script/sync should be completed in 10 seconds 

• Setup Not Complete – there are a few more steps in the setup that not to be 
completed before the sync can run.  Please check all your properties and make 
sure that they scripts are associated to the switch and try the sync again. 

• Waiting for Compare – the comparison process has not started yet, please make 
sure that the CES process has been enabled  

• Cancellation Requested – if you have requested to cancel the script or sync this 
status appears, it will be brief as the cancellation takes less than 10 seconds.    

• Completed – You are successful!! The sync ran properly and now you can view 
the Sync Results.   

10. Once the sync is complete, you can view the report by clicking the Sync Results 
button within the Report ribbon group.  

Sync from a File 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the name 
of the sync project. 

5. The General-Import screen opens. Within the Synchronize ribbon group, click the 
Sync From File button. 

6. The Open box opens allowing you to browse to and select the file to synchronize. 
Once you find the file, double click the file name. 

7. A message box opens verifying that you really want to continue with the sync. 
Please be aware the sync may take significant time to complete. Click Yes to 
continue or No to cancel the operation.  

8. As your sync progresses, you will see a small popup in the lower right hand of your 
main monitor.  This box displays the progress of the sync,  

9. Once your sync is complete, you can view the report by clicking the Sync Results 
button within the Report ribbon group.  

ReSync from an Existing Report 

1. Click the System Admin menu. 
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2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the name 
of the sync project. 

5. The General-Import screen opens. Within the Synchronize ribbon group, click the 
Resync From Existing Report button 

6. A message box opens verifying that you really want to continue with the sync. Click 
Yes to continue or No to cancel the operation. Please be aware the sync may take 
significant time to complete.  

7. Once your sync is complete, you can view the report by clicking the Sync Results 
button within the Report ribbon group.  

Sync Reports 

Once you perform a switch sync, CAIRS creates a report for all data synced between the 
switch and the CAIRS database. Each report displays three pieces of information:   

• Out of Sync – displays a list of out of sync records, that are either not in the 
switch database or not in the CAIRS database. 

• Not In Switch – displays a list of the records that are in your CAIRS database 
that are not in your switch database.  

• Unable to Sync – displays a list of records CAIRS was unable to sync from 
either database. 

• In Sync – displays a list of the records found in both databases. 

You can modified the records within the report and then perform a sync directly from the 
report.  

Viewing a Report 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to schedule. 

5. The General-Import screen opens. Within the Report ribbon group, click the Sync 
Results button. 

6. The Sync results display. There are four tabs of information: 

• Out of Sync – displays a list of out of sync records, meaning they are either not 
in the switch database or not in the CAIRS database. 
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• Not In Switch – displays a list of the records that are in your CAIRS database 
that are not in your switch database.  

• Unable to Sync – displays a list of records that CAIRS was unable to sync from 
either database. 

• In Sync – displays a list of the records appearing the same in both databases. 

7. To view all the records within a pane, click the Show All link in the pane header.  

8. CAIRS allows only 500 records to display in a batch. To view more or less than 500 
records, click in the textbox next to Max Records to Send in Batch and type-in a 
new number. 

9. By clicking the appropriate icon in the toolbar along the top of the window, you can 
export the information seen on your screen in either an Excel or PDF format.  

10. Once you have the file exported, you can save or print the information. 

11. To exit, click Close. 

Out of Sync 

You may have records that are out of sync, meaning that they are in your switch database 
but they are not in CAIRS.  These records are going to always be placed in the Out of Sync 
tab so you can determine what you want to do with them. Whether you want to sync the 
records into your CAIRS database or leave them out.  For each record, each field is going 
to be represented in two columns, the first column displays the information from the switch 
the second column displays the information from the CAIRS database.  The first three 
columns of the report are the most important: 

• Processing State – if a record appears in this report the state is always going to 
say ‘Waiting Evaluation’, this lets you know the ball is in your court 

• Record State – this column is always going to state ‘Not in CAIRS’ these records 
reside in your switch but not in CAIRS 

• Status – this column is going to give the reason why record did not sync, this 
could be anything from a duplicate record to telephone number not is switch. 

There are a few choices you have when dealing with the records.  At the top of the pane 
are two buttons: 

• Sync Out of Sync Records – after you have resolved any discrepancies or issues 
with the records you can try to sync the entire report again.   

• Sync Single Number or Port – this allows you to sync individual records within 
the report.  After you have resolved the discrepancy, click on the row to highlight 
and then click the button.   

EWSD Switch Sync 
The four EWSD switch syncs are: 
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• Set Device Syncs – compares the set device data in your CAIRS database to the 
switch data.  

• Port Syncs – compares the port numbers in your CAIRS database to the switch 
data. 

• Feature Key Map (FKM) Syncs (for EWSD switches) – compares the features key 
maps for the sets in the CAIRS database to the data in the switch. 

• Hunt Group Syncs – compares the hunt group data in your CAIRS database to the 
switch data.  

Sync Schedules 

Switch syncs can be set up to run at a set time by creating a sync schedule. Existing sync 
schedules can also be modified or deleted. 

Creating a Sync Schedule 

Switch syncs can be scheduled to run automatically on a daily, weekly, or monthly basis.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync. 

4. The Switch Sync list opens to the right, displaying switch name and types. Double 
click the switch name to synchronize.  

5. The Switch Sync – [Switch Recurrence] window opens. The top pane displays two 
columns: the Sync Type and the Next Date Time column. This pane displays the 
four available sync types. 

6. Click the sync type you want to schedule. 

7. Once you have highlighted the sync type, type the sync start time in the 
Appointment time box. Use the arrow keys to increase or decrease the time.  

8. Within the Recurrence pattern pane, select how often to perform the sync. There 
are three choices: 

• Daily – you can schedule the sync to occur every day, every 1 -7 days, or every 
weekday. 

• Weekly – you can schedule the sync to occur every week, every other week, etc. 
You will also provide the day of the week to perform the sync. 

• Monthly – you can schedule the sync on a monthly basis and choose within that 
month when you want the sync performed. For example, you can schedule the 
sync on the 1st of every month (or every other month, etc.) or; you can schedule 
the sync on the 3rd Saturday of every month (or every other month, etc.). 

9. Within the Range of recurrence pane, enter the Start date using the drop-down 
calendar. From the calendar, select the date to start the switch sync. To change the 
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year, click the current year to access a set of up and down arrows. Click the 
appropriate arrow to select the year. To change the month, click the right or left 
arrow. Once at the appropriate month, click the number to select the date. The date 
populates in the box 

10. To save this schedule, go to the Schedule ribbon group, and click the Save 
Schedule button. 

11. The top pane will display the date and the time of your scheduled sync in the Next 
Date Time column. 

12. To exit, click Close. 

Viewing Sync Schedules 

You can view existing sync schedules. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign next to Data Sync Center to expand the 
menu items.  

3. Click EWSD Switch Sync. 

4. The Switch Sync list opens to the right displaying the switch names. Double click a 
switch name. 

5. The Switch Sync – [Switch Recurrence] window opens. The top pane displays two 
columns: Sync Type and Next Date Time. This table displays all scheduled syncs 
including their date and times. 

6. To view the sync schedule in more detail, click a sync type. Its start time, recurrence, 
and date range displays below. 

7. To exit, click Close. 

Modifying a Sync Schedule 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign next to Data Sync Center to expand the 
menu items.  

3. Click on EWSD Switch Sync. 

4. The Switch Sync list opens to the right displaying switch names. Double click a 
switch name. 

5. The Switch Sync – [Switch Recurrence] window opens. The top pane displays two 
columns: the Sync Type and the Next Date Time columns. This table displays all 
scheduled syncs along with the date and the time. 

6. Click the sync schedule to modify. Its start time, recurrence, and date range displays 
below. 

7. Modify fields as necessary.  
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8. To save changes, go to the Schedule ribbon group and click the Save Schedule 
button. 

9. To exit, click Close. 

Deleting a Sync Schedule 

You can delete the synch schedule if you no longer need a scheduled sync. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign next to Data Sync Center to expand the 
menu items.  

3. Click EWSD Switch Sync. 

4. The Switch Sync list opens to the right displaying switch names. Double click a 
switch name. 

5. The Switch Sync – [Switch Recurrence] window opens. The top pane displays two 
columns: the Sync Type and the Next Date Time columns. This table displays all 
scheduled syncs, along with their date and time. 

6. Click on the sync schedule to delete. Its start time, recurrence, and date range 
displays below. 

7. Go to the Schedule ribbon group and click the Delete Schedule button. 

8. The scheduled date and time is removed from the Next Date Time column indicating 
the schedule has been deleted. 

9. To exit, click Close. 

EWSD Switch Sync Logs 

CAIRS keeps a record of all syncs and sync details in a log. The sync status, sync date and 
time, the person who performed the sync, and the total number of out-of-sync records are 
displayed in the log. 

Viewing Sync Log 

The Sync Logs display the types of syncs performed, the date and time of the syncs, and 
the results of those syncs (the number of out-of-sync records). 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project. 

5. The Switch Sync – [Switch Recurrence] window opens. Within the Sync Log ribbon 
group, click the Sync Log button.   
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6. The Sync Details pane opens displaying the details of all syncs. CAIRS displays the 
following information in the sync log: 

• Sync Type – displays the performed sync type.  

• Sync Status – displays the sync status: completed or failed. 

• Sync Details – displays a brief sync description.  

• Notification Message – displays messages received during the sync. 

• Error Message – displays error messages received during the sync. 

• Sync Parameters – displays the sync parameters. For example, if the sync was 
run on a range of numbers or the entire switch database. 

• Date & Time – displays the sync date and time. 

• Records Out of Sync – displays how many records were out of sync. 

7. To exit, click Close. 

Clearing the Sync Log 

Clearing the sync log removes all log information.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list double click the project 
to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Within the Sync Log ribbon 
group, click the Sync Log button. 

6. The Sync Details pane opens displaying the details of all syncs. Within the list, 
highlight the sync you want to clear. 

! Be aware there is no undo button so once you click delete the log is gone.  

7. Within the Sync Log ribbon group, click the Delete Sync Log button.  

8. To exit, click Close. 

Set Device Sync 

To compare the set device data in your CAIRS database to the set device data in your 
switch you can perform a Set Device sync. The purpose of the sync is to see if the CAIRS 
database correctly reflects the switch database.  

Set Device syncs also check for the Line Class Code, Call Pickup and Intercom Group 
features. (Note: Multiline Hunt Group synchronization is done through the Hunt Group 
Syncs.) 
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Run Set Device syncs anytime manually or schedule them at set time(s). (Please refer to 
the ‘Creating a Sync Schedule’ section to setup a Set Device sync schedule.)  

Performing a Set Device Sync 

To run a Set Device Sync manually, complete the following steps: 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Within the Set Device Sync 
ribbon group, click the Get Switch Set Device button.  

6. To send the script to the switch, click Yes to the message. CAIRS performs the set 
device sync. 

Viewing Set Device Sync Results 

After performing the Set Device sync, you can see what records are in-sync (in CAIRS and 
the switch) and which ones are out-of-sync (missing in CAIRS or in the switch). 

Skip steps #1 through #5 if you have just completed a manual sync and/or you are already 
in the Switch Sync window.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens.  

6. To view in-sync set device data (data in the CAIRS database and the switch), within 
the Set Device Sync ribbon group, click the In Sync button.  

7. To view out-of-sync set device data (data in the CAIRS database but not in the 
switch database or data within the switch but not in the CAIRS database), within the 
Set Device Sync ribbon group, click the Out of Sync button. The Sync Details pane 
opens displaying the out-of-sync data.  

8. To view the out-of-sync port numbers (numbers missing in CAIRS), click the upper 
portion of the Out of Sync button within the Port Sync ribbon group   

9. The Sync Details pane opens displaying the out-of-sync data. To resolve the out-of-
sync port numbers, refer to the ‘Resolving Ports Sync Discrepancies’ section. 

10. To exit, click Close.  
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Resolving Set Device Sync Discrepancies 

CAIRS offers an import function that resolves out-of-sync set device records by bringing the 
switch records into the CAIRS database.  

To minimize errors and speed up the import process, resolve all analog sets first followed 
by all main listed numbers of digital sets (#1 button). Lastly, resolve any other appearances 
of those main digital sets.  

Skip steps #1 through #5 if you have just completed a manual Set Device Sync and/or you 
are already in the Switch Sync window.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. 

6. To view and resolve the out-of-sync set device records (data within the CAIRS 
database, but not in the switch, or data within the switch but not in the CAIRS 
database), click the upper portion of the Out of Sync button within the Set Device 
Sync ribbon group.  

7. The Sync Details pane opens displaying the out-of-sync data.  

8. To resolve all discrepancies at once and import all out-of-sync set devices into 
CAIRS, click the lower portion of the Out of Sync button to access a dropdown list. 
From the list select Import All 

9. To resolve an individual record, double-click a record to review. The Switch Sync 
window opens displaying two panes.  

• CAIRS Data pane – displays the set device details if the record is in the CAIRS 
database and not in the switch. 

• Switch Data pane – displays the set device details if the record is in the switch 
database and not in CAIRS. 

10. If the information within the CAIRS pane is populated, the set exists within the 
CAIRS database and not in the switch. You can delete the set from CAIRS by 
clicking the Delete button within the Switch Sync Import pop-up. Be aware there is 
no undo button so once you click Delete the set is gone.  

11. If the information within the switch pane is populated, the set exists within the switch 
but not in the CAIRS database. You can import the individual sets by clicking the 
Import button within the Switch Sync Import pop-up.  

12. You can import all records appearing in the switch database but not in the CAIRS 
database by clicking the lower portion of the Out of Sync button within the Set 
Device Sync ribbon group. From the dropdown list, select Import All.  
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13. A pop-up message appears stating the sync process may take at least 1 second per 
record. Also, the import sync from the switch to the CAIRS database only works for 
sets already assigned in the database and with identical port types. Click O to 
continue.  

14. Once the import is complete, another message pop-up appears stating the process 
is complete.  

15. Click OK to continue.  

Port Sync 

Initially a port sync goes to the switch and brings all port numbers (EQN for EWSD) from 
the switch into the CAIRS database. Subsequent syncs compare the port numbers in the 
CAIRS database with the ones in the switch. If CAIRS is missing any port numbers, those 
numbers show up as ‘out-of- sync’ numbers. Those ‘out-of-sync’ port numbers can then be 
imported into the CAIRS database.  

Performing a Port Sync 

Run a Port Sync automatically  by setting up a Sync Schedule. (Please refer to the 
‘Creating a Sync Schedule’ section.)  To run a Port Sync manually, complete the following 
steps: 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Within the Port Sync ribbon 
group, click the Get Switch Ports button.  

6. To send the script to the switch click Yes to the message. CAIRS then executes the 
port sync. 

Viewing Ports Sync Results 

After a port sync, you can view all ‘in-sync’ (records in both CAIRS and in the switch) and 
‘out-of-sync’ port numbers (records that are missing in CAIRS but are in the switch). 

Skip steps #1 through #5 if you have just completed a manual sync and/or you are already 
in the Switch Sync window. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 
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4. The Switch Sync Project list opens to the right. Within the list double click the project 
to view. 

5. The Switch Sync – [Switch Recurrence] window opens. 

6. To view the in-sync port data (data in the CAIRS database and in the switch), click 
the In Sync button within the Port Sync ribbon group. The Sync Details pane opens 
displaying the set device records. 

7. To view out-of-sync port data (data in the CAIRS but not in the switch database or 
data within the switch but not in the CAIRS database), click the upper portion of the 
Out of Sync button within the Port Sync ribbon group. The Sync Details pane 
opens displaying the out-of-sync data.  

8. To resolve the out-of-sync port numbers, refer to the ‘Resolving Ports Sync 
Discrepancies’ section. 

9. To exit, click Close.  

Resolving Port Sync Discrepancies 

To resolve out-of-sync port number records, CAIRS offers an import function that brings the 
switch port numbers into the CAIRS database.  

Skip steps #1 through #5 if you have just completed a manual sync and/or you are already 
in the Switch Sync window. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list double click the project 
to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Double click the sync project 

6. To view and resolve the out-of-sync port data (data within the CAIRS database, but 
not the switch, or data within the switch but not in the CAIRS database), click the 
upper portion of the Out of Sync button within the Set Device Sync ribbon group.  

7. The Sync Details pane displays all port numbers in the switch and not in the CAIRS 
database.  

8. To resolve all discrepancies at once and import all out-of-sync ports into CAIRS, 
click the lower portion of the Out of Sync button to access a dropdown list. From the 
list, select Import All.   

9. To resolve an individual record, double-click a record to review. The Switch Sync 
window opens displaying two panes.  

• CAIRS Data pane – displays the port number details if the record is in the 
CAIRS database and not in the switch. 
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• Switch Data pane – displays the port number details if the record is in the switch 
and not in CAIRS. 

10. If the information within the CAIRS Data pane is populated, the port exists within the 
CAIRS database and not in the switch. You can delete the set from CAIRS by 
clicking the Delete button within the Switch Sync Import pop-up. There is no undo 
button so once you click Delete the set is gone.  

11. If the information within the switch pane is populated, the port exists within the 
switch but not in the CAIRS database. Import the individual ports by clicking the 
Import button within the Switch Sync Import pop-up.  

12. To exit, click Close.  

Feature Key Map Sync for EWSD only 

Feature Key Map syncs bring the Feature Key Maps (FKM) pre-programmed into the 
EWSD switches by the switch technicians into the CAIRS database. The initial sync brings 
in all FKM’s and the subsequent syncs checks for FKM’s not within the CAIRS database. 
We classify the missing FKM’s as ‘out of sync’ since they are on the switch but not in the 
CAIRS database. CAIRS offers you the option to view the ‘out of sync’ data and import it 
into you CAIRS database synchronizing the two databases. (Note: If you want to add 
additional Feature Key Maps into the switch, you must add those directly into the switch. 
Please refer to your switch technicians as CAIRS only imports what is already in the 
switch.) 

Performing a Feature Key Map Sync 

You can get the switch Feature Key Map (FKM) for EWSD switch types by performing a 
FKM sync. A FKM sync can be run automatically by setting up a Sync Schedule (refer to 
the ‘Creating a Sync Schedule’ section) or run manually. To run a FKM Sync manually, 
complete the following steps: 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Within the FKM Sync ribbon 
group, click the Get Switch FKM button.  

6. Click Yes to the Send Script to Switch message. CAIRS executes the FKM sync. 

Viewing FKM Sync Results 

After a FKM sync, you can view all ‘in-sync’ FKMs (records in both CAIRS and the switch) 
and ‘out-of-sync’ (records missing in CAIRS but in the switch). 
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Skip steps #1 through #5 if you have just completed a manual sync and/or you are already 
in the Switch Sync window. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens.  

6. To view the in-sync FKM data (data in the CAIRS database and the switch), click the 
In Sync button within the FKM Sync ribbon group. The Sync Details pane opens 
displaying the set device records. 

7. To view the out-of-sync FKM data (data in CAIRS but not in the switch database or 
data within the switch but not in the CAIRS database), click the upper portion of the 
Out of Sync button within the Port Sync ribbon group. The Sync Details pane 
opens displaying the out-of-sync data.  

8. To resolve these discrepancies refer to the ‘Resolving FKM Sync Discrepancies’ 
section. 

9. To exit, click Close.  

Resolving FKM Sync Discrepancies 

To resolve out-of-sync FKM data, CAIRS offers an import function that brings in the FKMs 
from the switch into the CAIRS database.  

Skip steps #1 through #5 if you have just completed a manual sync and/or you are already 
in the Switch Sync window. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click on EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Double click the sync project 

6. To view the out-of-sync data (data in the switch but not in CAIRS), within the FKM 
Sync ribbon group, click the Out of Sync button.  

7. The Sync Details pane opens displaying the out-of-sync FKM data.  

8. To resolve all discrepancies at once and import all out-of-sync ports into CAIRS, 
click the lower portion of the Out of Sync button (within the FKM Sync ribbon 
group) to access a dropdown list. From the list, select Import All.   
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9. To resolve individual records one by one, double-click a record to review. 

The Switch Sync window opens displaying two panes: 

• CAIRS Data pane – displays the FKM details if the record is in the CAIRS 
database and not in the switch. 

• Switch Data pane – displays the FKM details if the record is in the switch and 
not in CAIRS. 

10. If the information within the CAIRS pane is populated, the FKM exists within the 
CAIRS database and not in the switch. You can delete the set from CAIRS by 
clicking the Delete button within the Switch Sync Import pop-up. There is no undo 
button so once you click delete the set is gone.  

11. If the information within the switch pane is populated, the FKM exists within the 
switch but not in the CAIRS database. You can import the individual FKM by clicking 
the Import button within the Switch Sync Import pop-up.  

12. To exit, click Close.  

Hunt Group Sync 

Hunt Group syncs check the Multiline Hunt Group records in the CAIRS database against 
the switch. After a Hunt Group sync, CAIRS displays any discrepancies. An import function 
brings any missing data into CAIRS.. 

Performing a Hunt Group Sync 

Run a Hunt Group Sync automatically by setting up a Sync Schedule. (Please refer to the 
‘Creating a Sync Schedule’ section.)  To run a Set Device Sync manually, complete the 
following steps: 

1. Click the System Admin menu. 

2. In the Navigation pane, click on the plus sign (+) next to Data Sync Center to 
expand the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click on the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Within the Hunt Group 
Sync ribbon group, click the Get Switch Hunt Group button.  

6. Click Yes to the Send Script message. CAIRS executes the Hunt Group sync. 

Viewing Hunt Group Sync Results 

After performing a Hunt Group sync, you can see if the sync was successful and if any data 
is out of sync. 

Skip steps #1 through #5 if you have just completed a manual sync and/or you are already 
in the Switch Sync window.  



Data Sync Center 

CAIRS User Guide 791 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Double click the sync 
project. 

6. Click the upper portion of the Out of Sync button within the Port Sync ribbon group   

7. To view the in-sync Hunt Group data (data in CAIRS but not the switch database or 
data within the switch but not in the CAIRS database), click the In Sync button 
within the Hunt Group Sync ribbon group. The Sync Details pane opens displaying 
the out-of-sync data.  

8. To view the out-of-sync Hunt Group data (data in CAIRS but not the switch database 
or data within the switch but not in the CAIRS database), click the upper portion of 
the Out of Sync button within the Port Sync ribbon group.  

9. The Sync Details pane opens displaying the out-of-sync data.  

10. To resolve the out-of-sync port numbers, refer to the ‘Resolving Ports Sync 
Discrepancies’ section. 

11. To exit, click Close.  

Resolving Hunt Group Sync Discrepancies 

To resolve out-of-sync Hunt Group data, CAIRS offers an import function that brings in the 
hunt group records from the switch into the CAIRS database.  

Skip steps #1 through #5 if you have just completed a manual Hunt Group Sync and/or you 
are already in the Switch Sync window.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click EWSD Switch Sync Project. 

4. The Switch Sync Project list opens to the right. Within the list, double click the 
project to view. 

5. The Switch Sync – [Switch Recurrence] window opens. Double click the sync project 

6. To view and resolve the out-of-sync Hunt Group data (data within the CAIRS 
database, but not the switch, or data within the switch but not the CAIRS database), 
click the upper portion of the Out of Sync button within the Hunt Group Sync 
ribbon group.  

7. The Sync Details pane opens displaying the out-of-sync data.  
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8. To resolve all discrepancies at once and import all out-of-sync set devices into 
CAIRS, click the lower portion of the Out of Sync button to access a dropdown list. 
From the list select Import All. 

9. To resolve an individual record, double-click a record to review. The Switch Sync 
window opens displaying two panes.  

• CAIRS Data pane – displays the multiline hunt group details if the record is in 
the CAIRS database and not in the switch. 

• Switch Data pane – displays the multiline hunt group details if the record is in 
the switch and not in cair.net. 

10. If the information populates within the CAIRS pane, the group exists within the 
CAIRS database and not the switch. You can delete the group from CAIRS by 
clicking the Delete button within the Switch Sync Import pop-up. There is no undo 
button so once you click Delete the information is gone.  

11. If the information populates within the switch pane, the group exists within the switch 
but not the CAIRS database. You can import the individual groups by clicking the 
Import button within the Switch Sync Import pop-up.  

12. To exit, click Close. 

411 Interface 
The 411 Interface allows you to export directory information from the CAIRS database to 
send to another program.  This is a two-step process, first you create the template, this 
defines file format, path, file name, etc. The second step is to create the actual file that you 
send to the other program.   

There are two views available for sorting the 411 Interface list, Simple and Format 411.  
The Simple list is the default and displays the interfaces in alphabetical order.  The Format 
411 list, sorts the list based on the file type that you are creating whether, Fixed Width, Tab 
or XML.   

Creating a 411 Interface Template 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 411 Interface. 

4. Within the Actions pane, click the Add New Interface 411 link. 

5. The General-411 Interface window opens. Within the window, complete the following 
fields, required fields are marked with an asterisk:   

• Template Name * – type-in the template name. 

• Format 411 * - click the drop-down arrow to access a format list. From the list, 
select one of the following file formats: 
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o Fixed Width 

o Tab 

o XML 

o CSV 

• Path * - type-in the path of where you want to save, whether on a network drive 
or locally 

• Field Name – type-in the name of the file, if you leave this field blank CAIRS 
automatically names the file with date generated.  

• Use Phone Book – click the box to insert a checkmark to indicate that the 
directory information for the interface will come from the Phone Book and not 
Configured Items 

• Show Header – click the box to insert a checkmark to indicate that the file 
generated contains a header 

• Run On Schedule – check mark the box to indicate you want the interface to run 
on the schedule you set within Service Manager. Leave the field blank to indicate 
you will run the interface manually. 

6. At this point, you should save your progress, within the Actions ribbon group click 
Save to save your changes and continue working with the template. 

7. Next, you can determine what sites to include in the interface. Within the Show 
ribbon group, click the Sites button. The window displays two panes of information; 
the top pane displays the sites associated to the interface. The lower pane displays 
a list of all the sites within your database, the following read-only information is 
available for each site:     

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a 
>. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

8. To add a site to the interface, find the site within the Available Sites pane, and 
double click on the record. The site name now appears within the upper pane.  

9. You can associate all sites to the interface by clicking the lower portion of the sites 
button and selecting Select All Sites.  Alternatively, you can unselect all sites by 
clicking the lower portion of the sites button and selecting Unselect All Sites.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the account. For example, if you associate a parent and want all the children 
associated you must associate all children site as well.  
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10. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the interface, or click Save & Close (to save and exit) to return to the 
411 Interface list. 

 

Column Mapping 

Within Column Mapping you can takes fields from the CAIRS database and associate a 
custom field name.  For example, in CAIRS the field is called Directory Building Name, 
however in your 411 system it is called Common Building Name.  Within Column Mapping, 
you can have CAIRS change the field name when the interface is completed.   

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 411 Interface. 

4. The list of existing template populates to the right, within the list, click on the 
template to modify.  

5. Within the Show ribbon group, click on the Column Mapping button.  Within the 
window complete the following fields, required fields are marked with an asterisk: 

• Sort Index * - this is the position of the where the field appears in the file, a sort 
position of 1 means the field will  be listed first. Type-in the numeric sort position 

• Table Name * - click the field to access a dropdown arrow, click the arrow to 
access a list of the following tables that are in your CAIRS database: 

o Configured  Directory Line 

o Number Plan Main 

o Number Plan Listing – Directory Number 

o Set Device 

o Subscriber  

o Building  

o Connectivity 

o Switch – Specific Class of Service 

o Class of Service Name 

o Organization Path 

o Directory Line Multiple Listing 

o Listing Subscriber 

Once you select the table, the field name column displays only the fields that 
pertain to the table.  For example, if you select the Subscriber Main table, the 
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field names will pertain to only the information for a subscriber, such as first 
name, last name, rank, grade, etc.   

• Field Name * - click the field to access a dropdown arrow, click the arrow to 
access a list of the fields that pertain to the table selected.  

• Custom Name – type-in the custom field name, for example, if the CAIRS field 
name is connection, you can use this field to change the name to cable when the 
file generates. 

6. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the interface, or click Save & Close (to save and exit) to return to the 
411 Interface list. 

Creating Files 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 411 Interface. 

4. The list of existing template populates to the right, within the list, click on the 
template to use to create your 411 files.   

5. Within the Interface ribbon group, click the Create Files button. 

6. A textbox displays indicating the interface is complete. Click the Ok button. 

7. CAIRS creates a file to the location indicated in the Path field in the General 
Settings.  Depending on your format type selected the file extension changes for 
example, if you chose Tab the file extension is .asc.   

Deleting an Interface 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 411 Interface. 

4. In the 411 Interface list, click the interface you want to delete. 

5. There are two ways to delete a interface: 

• Within the list, highlight the interface name. In the Actions pane, click the Delete 
Interface411 link. 

• Double click the interface name within the list. The 411 Interface window opens. 
Within the Actions ribbon group, click the Delete button. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the interface. Click Yes to continue or No to cancel the operation. 
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911 Interface 
From the 911 Interface, you create a template that gathers directory information from the 
CAIRS database to send to another 911 program. This is a two-step process, first you 
create the template, this defines file format, extension length, etc. If you are creating a 
NENA file, the second step requires you to map or associate the fields within the NENA file 
to field within CAIRS.  

Creating a 911 Interface Template 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 911 Interface. 

4. Within the Actions pane, click the Add New Interface 911 link. 

5. The General-911 Interface window opens. There are two panes of information; the 
top pane contains the general template information and the bottom pane displays 
the number plans included in the interface. 

6. Within the top pane, configure the following fields. Required fields are indicated by 
an asterisk: 

• Template Name* – type-in the template name.  

• Format 911* – click the drop-down arrow to access a format list. From the list, 
select one of the following file formats: 

o NENA   

o UCID 

o XML 

o CSV 

! Depending on the format that you choose, the fields may be different.  For the purposes 

of this document, we will define all fields.   

• Path* – double-click the field to access the Browse For Folder pop-up. Within the 
pop-up, browse to the location you. want to create the files. 

• File Name – you are creating a file to send to another system, this will be the 
name of the file.  

• Extension Length*– from the drop-down list select the extension length, 3 to 10 
digits. 

• Last Date Time – populates with the date and time of the last 911 file created. 

• NENA Format – when you select the NENA format, this field auto-populates to 
the NENA 2 format.   
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• Initialize or Change – type-in I for initial, meaning you are creating a brand new 
file to send or type-in C for change meaning you only want to send the changes 
made within the database to the 911 system.  

• Email Address – if CAIRS has the capability to email notification, when a 911 
interface creates the file this email address will receive a notification 

• Company Name – type-in the company name. 

• State – type-in your state code. 

• Extract Date – this field populates with the current date. 

• Country ID – type-in your country id. 

• Cycle Counter – type-in the cycle counter. 

• Modify Termination – check mark the field to indicate you want to modify the 
termination. 

• No Header Footer –check mark the field to indicate the created file will not have 
a header or footer. 

• Include All Number – checkmark the field to indicate that all numbers are 
included in the interface 

• Include Duplicate Number – checkmark the field to indicate that duplicate 
numbers are included in the interface 

• Run on Schedule – check mark the box to indicate you want the interface to run 
on the schedule you set within Service Manager. Leave the field blank to indicate 
you will run the interface manually. 

7. The lower pane displays a list of the Number Plans within your database.  This pane 
allows you to select which number plans to include in the interface file.  To include a 
number plan, click on the box in the Include column.   

! The numbers, if any, within the Interface 911 Prefix column append to each number 

transferred in the interface. For example, if you have an extension length of 7 and the prefix 
of 702, each number transferred starts with the 702and then the 7-digit number. This allows 
you to send more digits through the interface than what you track within your CAIRS 
database. You add the 911 Prefix within the Number Plan.   

8. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the interface, or click Save & Close (to save and exit) to return to the 
911 Interface list. 

NENA Column Mapping 

Once you have created the basic information for the interface, you can connect the fields 
together. This means that you are associating the fields within NENA to the field within 
CAIRS. There are ten columns of information: 

• NENA Field – displays the field name within the NENA field 
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• NENA Size – displays the maximum character limit for the NENA field 

• Default Mapping – displays the default CAIRS field that is associated with the 
NENA field 

• Custom Mapping Table and Custom Mapping Field – for fields that do not appear 
in the default mapping, you can use these two columns to pull fields from different 
tables within your database.  Once you select the table, the associated fields 
populate with the mapping field column allowing you to select any field that appears 
in that table. 

• Cisco Custom Mapping Table and Custom Mapping Field – these columns pull 
fields from the tables that are specific to a Cisco Call Manager 

• AS5300 Custom Mapping Table and Custom Mapping Field – these columns pull 
fields from the tables that are specific to a Avaya AS5300 switch 

• Custom Value – displays the static field value, for example, you may want to pre-
define your state id for all numbers included in the file.  Within this field, you would 
type-in your state abbreviation.   

! You cannot have a value in both the custom mapping field and the custom value. If you 

try to enter information into the custom value field, it will delete your selection in the custom 
mapping table and field columns and vice versa.   

Modifying the Field Mapping 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 911 Interface. The list of existing template populates to the right, within the list, 
click on the template to modify.  

4. Within the Show ribbon group, click on the Column Mapping button.  

5. The screen changes to display the five columns listed above. You will notice that we 
have pre-determined some fields for you.  However, you can change those values at 
any time.   

6. In the list, find the field to modify, within the Column Mapping Table column click on 
the field to access a dropdown list. From the list select the appropriate table, for 
example, if you were mapping Building Name you would select Building. There are 
several different tables to choose from, each having its own set of custom fields, you 
may have to try a few selections before you find the appropriate table/field 
combination.  

7. Next, you select the field to associate. Within the Column Mapping Field column, 
click on the field to access a dropdown list, from the list select the CAIRS field name.  
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8. Continue mapping fields together. Once complete, within the Actions ribbon group, 
click Save (to save and stay) to continue adding information for the interface, or click 
Save & Close (to save and exit) to return to the 911 Interface list. 

CSV Column Mapping 

Once you have created the basic information for the interface, you can connect the fields 
together. This means that you are associating the fields within your CSV file to the field 
within CAIRS. There are nine columns of information: 

• CSV Field – displays the field name within the NENA field 

• CSV Size – displays the maximum character limit, most fields are defaulted to 60 
characters 

• Custom Mapping Table and Custom Mapping Field – you can use these two 
columns to pull fields from different tables within your database.  Once you select 
the table, the associated fields populate with the mapping field column allowing you 
to select any field that appears in that table. 

• Cisco Custom Mapping Table and Custom Mapping Field – these columns pull 
fields from the tables that are specific to a Cisco Call Manager 

• AS5300 Custom Mapping Table and Custom Mapping Field – these columns pull 
fields from the tables that are specific to a Avaya AS5300 switch 

• Custom Value – displays the static field value, for example, you may want to pre-
define your state id for all numbers included in the file.  Within this field, you would 
type-in your state abbreviation.   

! You cannot have a value in both the custom mapping field and the custom value. If you 

try to enter information into the custom value field, it will delete your selection in the custom 
mapping table and field columns and vice versa.   

Modifying the Field Mapping 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 911 Interface. The list of existing template populates to the right, within the list, 
click on the template to modify.  

4. Within the Show ribbon group, click on the Column Mapping button.  

5. The screen changes to display the nine columns listed above.   

6. There are 21 miscellaneous fields that you will need to map for information to appear 
within the interface files.  For each field select the Custom Mapping Table first.  This 
will populate the fields within the dropdown for the Custom Mapping Field column.   

7. Within the Custom Mapping Field column, select the field that you want to appear in 
the interface file.  There are several different tables to choose from, each having its 
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own set of custom fields, you may have to try a few selections before you find the 
appropriate table/field combination.  

8. Please note that if you do not put anything in each field, a column will still appear in 
the interface file.  If you do not want the field to appear select ‘NONE’ in both 
columns.   

9. Once complete, within the Actions ribbon group, click Save (to save and stay) to 
continue adding information for the interface, or click Save & Close (to save and exit) 
to return to the 911 Interface list. 

Creating Files 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 911 Interface. 

4. In the 911 Interface list, double click the interface to modify. The General-911 
Interface window opens.  

5. Within the Interface ribbon group, click the Create Files button. 

6. A textbox displays indicating the interface is complete. Click the Ok button. 

7. CAIRS creates a file to the location indicated in the Path field in the General 
Settings.  Depending on your format type, selected the file extension changes for 
example, if you chose UCID the file extension is .INX.   

Deleting an Interface 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Data Sync Center to expand 
the menu items.  

3. Click 911 Interface. 

4. In the 911 Interface list, click the interface you want to delete. 

5. There are two ways to delete a interface: 

• Within the list, highlight the interface name. In the Actions pane click the Delete 
Interface911 link. 

• Double click the interface name within the list. The 911 Interface window opens. 
Within the Actions ribbon group, click the Delete button. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the interface. Click Yes to continue or No to cancel the operation. 
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Import External Data 
These tools are used during the initial installation of CAIRS by Unique Communications 
installers and database experts to import customer data into the CAIRS database. Please 
contact Unique Communication Solutions technical support for further details.  
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Work Flow Setup 

Within Work Flow Setup, your CAIRS administrator customizes each workflow to mirror the 
actual way you do business. There are two parts to each workflow: work centers and time 
frames. Each workflow contains one or more work centers and each work center is 
responsible for completing fields within a Data Component. When fields are required to be 
completed in a time sequence, work centers are placed into Time Frames. The Time Frame 
allows one work center to complete its fields before sending the work order onto the next 
time frame.  

The CAIRS administrator defines each step in a work order including where each step fits 
into the required time sequence (Time Frame) and how many time frames each work order 
requires. The CAIRS administrator works hand-in-hand with a Unique Communications 
representative to design your sites work centers and work flows.  

Work Center 

Work Center defines each stop a workflow needs to make to be completed. A work center 
can be an individual, an organization, an outside recourse, etc. Some Work Flows require 
only one Work Center, while others require several Work Centers.  

When more than one Work Center is required, there may be a required sequential order for 
the workflow. This requires the use of multiple Time Frames in the CAIRS software. The 
Time Frames sequence the workflow follows is established when the Work Flow is 
established.  

When creating a new work or trouble ticket you need to select the work order required for 
that specific order type. This allows the CAIRS software to recognize all the required steps 
for all Work Centers involved to complete the order. 

Adding a Work Center 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus. 

3. Click Work Center. 

4. There are two ways to add a work center: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Work Center. 

• Within the Actions pane, click the Add New Work Center link. 
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5. The Work Center window opens. In the Work Center Name field, type-in the new 
name. 

6. Within the Actions ribbon group, click on the Save (to save and stay) button, click on 
the Save & Close (to save and exit) button, or click on the Save & New (to save and 
refresh the screen) button to continue adding in additional work centers. 

Deleting a Work Center 

Before deleting a work center, please ensure all work orders containing the work center are 
closed.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus.  

3. Click Work Center. 

4. The Work Center list opens to the right. Within the list, highlight the work center to 
delete. There are two ways to delete a work center: 

• Within the tool bar directly above the Navigation pane, click the red X. 

• Double click the work center name within the list. The Work Center window 
opens. Within the Actions ribbon group, click the Delete button.  

5. Once you click on Delete, a message box appears verifying that you really want to 
delete the work center, click Yes to continue or No to cancel the operation. 

Work Order Custom Fields 

Custom Fields allow you to add necessary information, measures of progress, specific 
details, etc. to work orders. 

Adding a Work Order Custom Field 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus.  

3. Click Work Flow Custom Fields. 

4. There are two ways to add a custom field: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list select Work Flow Custom Fields. 

• Within the Actions pane, click the Add New Work Flow Custom link. 

5. With either option, the General - Custom Fields window opens. Complete the 
following fields for the custom field: 

• Group Name – click on the dropdown arrow to access a list and from the list, 
select the group name the custom field will belong to. 



Work Flow Setup 

804 CAIRS User Guide 

• Field Name – type-in the custom field’s new name. 

• Field Type – click the dropdown arrow to access a list from the list, select 
whether the field is a Yes/No, Text, Entry Date, or Drop Down. 

! If you selected the Dropdown field type, a lower pane becomes available to allow you to 

create the dropdown values.  Within the lower pane, complete the following information to 
populate the dropdown list: 

Data Value * - type-in the information that will appear in the list 

Data Description * - type-in a description of the data value 

Sort Order * - this determines the position the field appears within the list, each new field is 
numbered sequentially.  To change the order, click on the field you want to appear at the 
top of the list and type a 1 in the field.  If two fields are numbered the same, they appear in 
the list as they appear within this pane.   

6. Within the Actions ribbon group, click the Save (to save and stay) button, click on 
the Save & Close (to save and exit) button, or click on the Save & New (to save and 
refresh the screen) button to continue adding in custom fields. 

Deleting a Work Order Custom Field 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus.  

3. Click Work Flow Custom Fields.  

4. The Work Flow Custom Field list opens to the right. Within the list, highlight the 
custom field to delete. There are two ways to delete a custom field: 

• Within the Actions pane, click the Delete Work Flow Custom Field link. 

• Within the tool bar directly above the Navigation pane, click the red X. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the custom field. Click Yes to continue or No to cancel the operation. 

Work Flow 

Please note that if you make any changes to a work flow and want to see them appear, you 
must logout and log back in to see the changes within Orders/Troubles.   

Adding a New Work Flow 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus. 

3. Click Work Flows. 
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4. There are two ways to add a work flow: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Work Flows. 

• Within the Actions pane, click the Add Work Flow link. 

5. The General – Work Flow window opens. There are 5 information panes: 

• Work Flow Information – allows you to enter in basic workflow information, for 
example, whether it is for trouble tickets, workflow name, etc. 

• Custom Fields – lists the custom field(s) created within your database. 
Associate these fields to any portion of the workflow. 

• Work Centers – lists the work centers created within your database. 

• Work Templates – create and associate templates with various workflows. For 
example, you can create a template for a new telephone install that includes the 
Subscriber and Set Device components. You can then use the template for 
workflows at different sites within your database. 

• Work Flow Setup – within this pane you create the actual workflow by dragging 
and dropping information from the other panes.  

6. In the Work Flow Information pane, complete the following fields (required fields 
are marked with an asterisk (*): 

• Work Flow Name* – type-in the workflow name. The name should be as specific 
as possible, for example, Add Analog Set. 

• Disabled – this field remains empty until you click the field to insert a checkmark 
indicating the workflow is disabled and cannot be used throughout the system. 

• Is Trouble Work Flow – this field remains empty until you click the field to insert 
a checkmark indicating the workflow is for Trouble Tickets use only. 

• Days to Completion* – type-in the number of days required for a user to 
complete this work order.  

!  The only difference between a work flow for a work order and a trouble ticket, is checking 

the above box.  This separates your work flow, so when you access work orders you will 
only see the work flows that are indicated as work orders.  Alternately, when you access 
trouble tickets, you will only see the work flows indicated as trouble tickets.   

 

7. Within the Actions ribbon group, click the Save button. This saves your changes 
and leaves you on the General – Work Flow window. 

8. The next step is to add a Work Center into the Work Flow. Within the Work Centers 
pane, click on the record selector box next to the name to highlight the work center, 
while holding down the button on your mouse, drag and drop the work center into 
the Work Flow Setup pane.  
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9. Once you have added the work center at least one work center, a 1 populates within 
the time frame field and a new time frame position is created within the grid.  

10. Click on the plus sign (+) next to the timeframe to view the work center you just 
added.  

! A timeframe provides a sequence of work center completion. For instance, if you have 3 

time frames, the work centers in time frame 1 need to be completed before the work flow 
can be sent to time frame 2, and so on.  

11. At this point, you can continue to drag and drop work centers. If you want to add a 
work center to time frame 2,  click on the record selector box next to the name to 
highlight the work center, while holding down the button on your mouse, drag and 
drop the work center to directly below the solid gray line. Once you add the work 
center, a 2 populates in the field and a new frame position is created within the grid.  

12. For each work center, there is the Optional Step column, this field remains empty 
until you click on the field to insert a checkmark in the box. A checkmark indicates 
the work center is optional and does not need a user to complete any fields before 
sending the work order to the next work center.  

13. At this point it is a good idea to save your progress, within the Actions ribbon group, 
click the Save button to save your changes and allow you to continue working with 
the workflow.  

14. Next to each Work Center Name is a plus sign (+), click on the plus to start to add 
your data components. A data component is  Defines what you are adding, moving 
or changing for this work flow,  There are seven data components: 

• Set Device – manipulates analog or digital set device information 

• Circuit – manipulates circuit information 

• Subscriber – manipulates subscriber information 

• Account – manipulates both official and/or unofficial account information 

• Cell Phone – manipulates cell phone information 

• Auth Code – manipulates authorization code information 

• General – allows you to perform general tasks that do not apply to any other 
data component.  

! It is possible for one work order to contain all the data components; however, it is less 

confusing if you assign only the components relevant to the work flow you’re designing. For 
example, if you are creating a circuit installation workflow, the circuit, billing account, and 
physical work completed components should be the only components assigned to a work 
center. 

15. To add a data component to a work center, click the dropdown arrow within the data 
component field to access a list and from the list, select one of the above 
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components. Once you click the arrow, a new row becomes available allowing you 
to add more components.  

16. For each data component, there is the Required column, this field remains empty 
until you click on the field to insert a checkmark in the box. A checkmark indicates 
the user must complete the required data component fields before sending the work 
order to the next work center.  

17. Continue to add data components by clicking the dropdown arrow in the new row.  

18. Again, it is a good idea to save your progress, within the Actions ribbon group, click 
the Save button to save your changes and allow you to continue working with the 
work flow.  

19. Next, you can add custom fields to each work center. There are two ways to add 
custom fields to a work center: 

• Within the Custom Field pane click on the record selector box next to the name 
to highlight the Custom Field, while holding down the button on your mouse, drag 
and drop it into the correct position within the Work Flow Setup pane. 

• (Recommended) Click the dropdown arrow in the Field Name column and select 
the custom field. Once selected the field appears in the column and a new blank 
line appears allowing you to add multiple fields. 

20. Next to each Custom Field, there is the Required column that remains empty until 
you click the field to insert a checkmark in the box. A checkmark indicates that the 
user must complete the field before sending the work order to the next work center.  

21. Once you have added your work centers, data components and custom field, you 
have completed the work flow. Within the Actions ribbon group, click Save (to save 
and stay) or click Save & Close (to save and exit). 

22. Within the Work Flows list, your new work order appears, to view the complete click 
the each plus sign (+) next to the name.  

Disabling a Work Flow 

CAIRS requires that you disable a work order before deleting it. This ensures all open work 
orders are closed before you delete the workflow from your database.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus. 

3. Click Work Flows. 

4. Within the Work Flow list, click the name of the work flow to disable. 

5. There are two ways to disable a work flow: 

• Within the Actions pane, click the Disable Work Flow link. A message appears 
verifying that you really want to disable the workflow. Click Yes to continue or No 
to cancel. 
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• Double click the Work Flow within the list. The Work Flow window opens. Within 
the Work Flow Information pane, checkmark the box in the Disabled field. 

6. Within the Actions ribbon group, click the Save & Close button to return to the 
Work Flow list.  

7. A message appears verifying that you really want to disable the workflow. Click Yes 
to the message. 

Enable a Work Flow 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus. 

3. Click the Disabled Work Flow list. 

4. Within the Work Flow list, click the name of the workflow to enable. 

5. There are two ways to enable a work flow: 

• Within the Actions Pane, click the Enable Work Flow link. 

• Double click the Work Flow within the list. The Work Flow window opens. From 
within the Work Flow Information pane, uncheck the box in the Disabled field. 

6. The workflow is removed from this list and returned to the active workflows.  

Viewing Existing Work Flows 

When you click on System Admin→ Work Flow Setup→ Work Flows, a list of existing 
workflows appears on the right hand side of the main menu. By clicking the plus sign (+) 
next to the workflow name the time frames within the work order appear. You can go one-
step further by clicking the plus sign (+) next to the time frame to see the work centers 
within that time frame. The last step is clicking the plus sign (+) next to the work center 
name and displaying the data component assigned to the work center.  

Email Templates 

The work order system can email subscribers updates during the work order process.  In 
order for this to happen, you will have to have credentials to access the SMTP server.  You 
will also need to make sure you setup your Email Setting within System Settings → Email 
Settings. 

For each action that occurs during the work order process an email can be sent to the TCO 
and/or subscriber.  We have created pre-defined templates that are sent when a work order 
is approved or rejected or moved to a new center, etc.  The following templates are 
created: 

• Work Order Approval – this email is sent to Subscribers when their work order has been 
approved by a TCO, Resource Manager and/or Commanding Officer 
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• Portal Registration Authorized – after a subscriber has registered on the portal, they 
need to be authorized within CAIRS, once that action is complete they will receive this 
email 

• New Work Order from Portal – this email will be sent to CAIRS users once a new work 
order has been added through Subscriber Portal 

• Pending Work Orders – this email will be sent if a work order is received from the portal 
that is missing information. 

• Work Order Rejected – if your work order is rejected by a TCO, Resource Manager or 
Commanding Officer, you will receive this email 

• Work Order – Order Status – if the status of your work order changes during the 
process, you will receive this email 

• Work Center Change Notification – as the work order moves along the work flow, 
subscribers will receive this email when the work order enters a new work center 

• Work Order Assigned to You – if someone sends a work directly to a CAIRS user, the 
user will receive this email 

Enabling & Disabling a Template 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus. 

3. Click on Email Template 

4. Double click the Template within the list. The template window opens.  

5. In the lower portion of the window, click on the checkbox next to Enable this 
notification.  

6. To Disable the notification, click on the box to remove the checkmark.   

7. Click on the Save and Close button to continue working with the template or click on 
the Save button to close the window and return to the list.   

Modifying a Template 

You can modify the text of each of the above templates.  When you access a template, 
there are two pane the left-hand pane is the text of the email that will be sent to the 
subscriber.  The pane to the right, displays a list of variables that can be associated to the 
template.  These variables can be used to pull information from the work order and place it 
in the email text.  For example, if you use the variable _UserFirstName_ CAIRS will replace 
that text with the first name of the subscriber/TCO associated to the work order.   

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Work Flow Setup to access 
the sub-menus. 

3. Click Email Template 
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4. Within the list, click on the template to modify.  A popup opens with the message 
details. 

5. The top line is the Subject field, this is the action that is associated to the work order 
for example, Work Order Aprroved.  To change the field, click on the field and type in 
th new information. 

6. The body of the email is in the main pane, to change the text click into the pane and 
type the new information.   

7. The variables that can be associated to the email are to the right.  To place a 
variable into the email text, place your cursor when the variable should be place and 
click on the field within the Variables pane.  The variable text will be placed into the 
body of the email. 

8. When you have finished modifying the email template, click on the Save button to 
return to the list.   

 

 

System Settings 

Within System Settings, your CAIRS administrator defines how CAIRS operates in certain 
situations. Administrators also define the universal characteristics of how users view 
information within the database. For example, the administrator defines the site levels, 
meaning that they determine the hierarchal relationship of your sites (Country, State, etc.) 

Settings 
Use System Settings to configure how your CAIRS operates. When you install CAIRS, a 
Unique Communication Representative and your CAIRS administrators determine these 
settings. There are four columns of information for each setting: 

1. Setting Name* – the setting name. 

2. Category* – the portion of the software this setting is for or the software name. For 
example, Billing, Orders/Trouble, Subscriber Portal, etc. 
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3. Setting Value* – displays the actual setting, for example, True, False, etc.  If you 
are using the True or False setting, make sure the capitalize the word or it will not 
accept the setting.   

4. Description* – displays a brief setting description. 

The following settings are available (the list below is sorted by category, to match this list 
click on the Category column header once): 

Category – Activity Log 

The Activity Log setting determine whether you if you are going to keep track of all the 
changes that occur within your database.  If you choose to keep track you will need to set 
all the settings.  If you choose to not keep track, you can ignore these settings.   

• Activity Log Directory Path – displays the path to the location of your activity log.  

• Disable All Activity Logging – determines whether you want to create the log. A 
value of False indicates that you want to create the activity log. A value of True 
indicates that you do not want to create the activity log. 

• Log New Record Field Details – determines whether you want to see the field data 
for changed or new information, when set to true, the Activity Log → Detailed List 
displays an Old Value column and a New Value column.  If set to False, those 
columns do not appear.   

• Max Activity Log Size MB – displays the log file’s maximum size in megabytes. 
After reaching the maximum size, the file archives to a location designated by 
CAIRS. Once archived, you no longer see the records within your active database. 

• Max Days to Keep Activity Log – displays the maximum number of days to keep 
the activity log within the database. Once the allotted days have passed, CAIRS 
saves the file and creates a new log.   

• Min Days to Keep Activity Log – displays the minimum number of days to keep the 
activity log active within the CAIRS database 

Category – Billing 

These settings deal with all things needed to generate a bill for unofficial and/or official 
accounts.  If you choose not to run official or unofficial bills, you can ignore these settings.   

• Allow Negative Funding Amounts for Official – a value of True allows you to 
enter in a negative amount in the Amount Submitted when applying funds.  This is 
helpful if you have made any clerical errors on funding entries.  If set to False, only 
positive amounts can be entered into the amount submitted.  

• Auto Fill Install Date for new Assigned Equipment and Services – a value of 
True will automatically populate the install date of all newly installed equipment 
and/or service.  A value of False requires the user to enter in the install date.   

• Auto set Delete Date to Installed Date for One-time charges on 
Equipment/Services – a value of True indicates that when you add an 
equipment/service with a one-time charge the delete auto-populates with the same 
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date as the installed date. A value of False indicates that you must enter a date in 
the Delete Date field.  

• Bill Distribution Folder for SP – If the “Distribute Bills Folder’ setting is set to True, 
you need to enter the name of the folder that Subscriber Portal will look for to access 
your bills.  This is only the folder name.  

• Bill Distribution Folder Path from CES – this is the complete path of where CES 
will distribute the bills to, this is the combination of both the ‘Bill Distribution Folder 
for SP’ and the Bill Distribution Folder Path from SP’ settings.   

• Bill Distribution Folder Path from SP – this is the path to the folder name where 
Subscriber Portal will look for your bills, this works with the folder you listed in the 
‘Bill Distribution Folder for SP’ setting, do not include the name of the folder. This 
setting is designed for an enterprise system to allow for CAIRS to support multiple 
sites within Subscriber Portal.   

• Bill Official Calls from Prior Fiscal Years – determines if call records from the previous fiscal year 
will be included in the current years bills.  If set to true, the call are included; if set to false, the calls 
are not included.    

• Distribute Bills to Email – If set to true then CES distributes bills via email, each 
account assigned an email address gets a bill, if set to false no emails are sent. 

• Distribute Bills to Folder – determines if you want to send bills generated to a 
folder you designate in another setting (Bill Distribution Folder Path). If set to True 
then CES delivers the bills to the folder.  

• Distribute Bills to Printer – determines whether you want to send the bill generated 
to a printer. If set to True then CES delivers the bills to the designated printer. This 
setting is useful if you want to print and mail the bills to your customers.  

• Enable Automatic Official Billing – determines whether you want CAIRS to 
generate your bills automatically based on your billing cycle, a value of True turns 
this on for official billing.  

• Enable Automatic Unofficial Billing – determines whether you want CAIRS to 
generate your bills automatically based on your billing cycle, a value of True turns 
this on for unofficial billing.  

The next three settings determine how you want CAIRS to fill your organization 
information; you must set one of the three to true and the other two to false.   

• Fill Organization from Call Accounts – this setting determines where the 
organization information comes from for call records.  If set to True the organization 
information associated within the Accounts for Calls tab is the one used to update 
the call records.  If set to False, the organization associated within the Accounts for 
Equipment and Services is used.   

• Fill Organization from Equipment and Service Accounts – this setting 
determines where the organization information comes from for call records.  If set to 
True the organization information associated within the Accounts for Equipment and 
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Services tab is used to update the call records.  If set to False, the organization 
associated within the Accounts for Calls is used.   

• Filter Organizations By Account – this setting determines whether you want to 
filter the organization dropdown box by account number, this means that if you 
select an account (anywhere in the system), the orgs within the list are only those 
associated to the account. A true setting filters the list while a false displays the 
entire list of orgs.  

• First Official Billing Date – this is the start billing date for all of your official 
accounts, any charges occurring before this date are not billed. 

• First Unofficial Billing Date - this is the start billing date for all of your unofficial 
accounts, any charges occurring before this date are not billed. 

• Log All Unbilled Account in Billing Cycle – determines whether the accounts that 
did not generate a bill during the cycle are placed into a log for your review.  A value 
of true generates a log with the accounts that have not bill and a value of false does 
not generate a log.  The log can be viewed after you run the bill in Accounts – 
Official/Unofficial – Run Bill Requests, double click on any bill to open the General – 
Billing Cycle window. In the lower right hand corner is the Unbilled pane, any 
account that are unbilled appear there.   

• Months to Keep Official Bill Files  – this setting works in conjunction with the 
Distribute Bills to Folder setting, if that setting is set to true, then this setting 
determines how many months to keep the official bill files before deleting. This 
defaults to 60 months.  

• Months to Keep Unofficial Bill Files  – this setting works in conjunction with the 
Distribute Bills to Folder setting, if that setting is set to true, then this setting 
determines how many months to keep the unofficial bill files before deleting. This 
defaults to 60 months. 

• Official Billing System – there are two billing systems that you can choose from: 
Classic or Dynamic.  The Classic is the current billing system and the setting default, 
where all billing cycles are run progressively from month to month. Meaning you 
must run April’s bill before you can run May’s bill and so on.  The Dynamic billing 
system allows for billing periods to be run together, amongst several other 
advantages, to learn more please see the chapter on Dynamic Billing.  There is also 
a Hybrid setting, this allows for you to transition from the classic to the dynamic 
seamlessly.    

• Operator Assisted Call Text – allows you to determine the Call Type that you want 
to use for operator assisted calls. This defaults to ‘Operator Assisted’. 

• Precision for Minutes Summary in Billing Reports – determines that number of 
decimal places for the minutes and seconds in your billing reports.  The setting can 
have a value of 0 to 4, the corresponding settings are: 

o 0 – displays minutes only, no second value (1) 

o 1 – displays the minutes and rounds the seconds to a tenth of a second (1:4) 
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o 2 – displays the minutes and rounds the seconds to a hundredth of a second  

o 3 – displays the minutes and rounds the seconds to a thousandth of a second 

o 4 – displays the minutes and rounds the seconds to a ten-thousandth of a 
second 

• Reset Official Bill Balance Every Bill – determines if you want to carry any 
balances forward for each billing cycle. If set to True, for each new billing cycle the 
account balance is set to $0.00. If set to false, any unpaid balances carry to the next 
cycle.  

• Reset Official Bill Balance Every Fiscal Year – determines if you want to carry 
any balances forward for each new Fiscal year. If set to True, for each new fiscal 
year the account balance is set to $0.00. If set to false, any unpaid balances carry to 
the new fiscal year. 

• Return Top Phone Number for Account – when you are viewing an account, there 
is a yellow status bar directly below the ribbon; this bar contains important account 
information, including a number field.  This setting determines whether the number 
field is present in the status bar.  If set to True, the first telephone found relating to 
the account populates the field, this may slow down the loading of the complete 
account details.  If set to False, the telephone field is removed from the status bar, 
this may load the account details quicker.   

• Update Call Records from Directory Line – as a default, CAIRS updates the call 
records through the account number. If this setting is set to True, then CAIRS 
updates the call record information through Set Management. If there are multiple 
listings, the primary number is used for billing the call records.  

• Use Funded Program – if set to true the new funded program will become available 
for use within CAIRS and Subscriber Portal.  Please do not turn this setting on 
without consulting with a Unique Representative first.   

• Validate New Equipment to Account – determines whether CAIRS will validate the 
account prior to saving when new equipment or services are added.  When a user 
adds equipment or services, CAIRS will verify that the account that is associated to 
the record has the appropriate charge type associated.  If the charge type is not 
associated the user will not be able to save the record.   

Category – Call Records 

• Archive Bulk Size – allows you to determine the number of call records that you 
want to copy when archiving or restoring. The default is set to 10,000 calls in each 
file. You can increase or decrease the value by entering a different number. 

• Billing Interval – indicates your billing interval; every second, every 6 seconds or 
every minute. This defaults to 0 meaning that every second is billed.   

• Current Currency Symbol – displays the currency symbol you are using for all 
billing, for example the $ sign. 
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• Days Till Expiration Warning – this setting determines the number of days before 
you receive an expiration warning for foreign currency. The default is 355 days, 
meaning that you must update the exchange rate every 355 days.  

• Do Not Round to Two Decimals - if you are using the re-pricing option, CAIRS 
automatically rounds the call price to two decimal points.  This defaults to false 
which rounds the call pricing to 2 decimals ($10.55).  Set this to True to round to 4 
decimals places ($10.3405).   

• Foreign Currency Expiration Warning – this setting works in conjunction with the 
‘Days Till Expiration Warning’, if set to true than the administrator receives the 
warning, if set to false no warning is given.  

• Foreign Currency Symbol – displays the foreign currency symbol if you are billing 
in a foreign currency 

• Round First Minute – determines whether to round the first minute of billing up, if 
set to true, if the call is 30 seconds long the customer is charged for the full minute. 
If set to false, the customer is charged for 30 seconds. This defaults to false. 

• Round to Next Period – determines whether to round up to the next whole number, 
if set to false, if a call was 3 min 15 sec long, the customer would be billed for 4 min. 
If set to false, the customer is charged for exactly 3 min 15 sec.  

• Unit Value – displays the number of units for each value. For example, 100 units 
(cents) in $1 or 100 pence in 1 pound. 

• Update Auth Code Calls by Extension if Missing - in the event that an 
authorization code does not exist within your database, you can use this setting to 
have the calling extension billed for the call.  This defaults to False meaning that the 
call record will not be billed to any number until you create the authorization code 
and run the CES process to Change Call Ownership.  However, if you set this to 
True, CAIRS will automatically bills the calling extension for the call record.   

• Update Missing Billing Subscriber From Directory Line – ideally call records are 
updated with the subscriber information associated to authorization codes, if you do 
not use authorization codes the update comes from the billing account number. If 
there is no subscriber information on either one of those, CAIRS uses the subscriber 
information related to the directory line (aka configured set). If this is set to true, 
CAIRS tries the authorization code then the billing account then the configured set 
for the subscriber information. If set to false, CAIRS tries, only the authorization code 
and billing account for subscriber information, if there is no subscriber within either of 
those then the field is left blank for the call record.  

• Use Primary Billing Site in Number Plan for Call Record Update – allows you to 
bill two matching numbers in different number plans to different accounts.  When 
your calls are brought into your active calls, they go through a matching process that 
associates important information such as site, account number, organization, etc.  If 
this setting is set to True, the matching process looks first at the site associated to 
the call record and matches that up with the Primary Billing Site within the Number 
Plan, thus determining the proper extension to associate with the call record.   
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• Use Site Specific Unit Interval Settings – determines whether you use site-
specific call pricing, databases that have multiple sites associated use this setting.  If 
set to true, each site contains a Call Pricing Group, Unit Value, Billing Interval, 
Round to First Period and Round to Next Period fields that will now be used for call 
pricing.  If there is no Call Pricing Group associated with the site, CAIRS will use the 
default Call Pricing Group.  If this setting is set to false all calls are priced based on 
the default call pricing groups.   

• Use Foreign Currency – when set to True, all billing is in the foreign currency 
determined within your rate tables. 

Category – Configured Items 

• Clear Buttons when Changing Set Type – if you need to change the set type for a 
digital set device and don’t want to have to clear all the button data first, set this to 
true and CAIRS will automatically clear the buttons except for the primary listed 
number.  This is useful for sites that use the switch syncs.   

• Default Published Option – this setting determines the default publishing option 
when you are a creating a new configured set.  Enter one the following numbers to 
choose your option: 

• 0 – Published (if you do not change this setting, it will default to 0 meaning all 
new sets are published) 

• 1 -  Non-Published 

• 2 - Classified 

• 3 - Temporary 

• 4 - Alternate 

• Group Terminals By Room – a value of true indicates that the terminal for a 
building are grouped together based on room number, a value of false displays the 
list based on the order in which they were added to the building 

• SL100 and CS2100 Call Pickup Group Use Link LEN – a value of True indicates 
that when you delete the Pilot number of a Call Pickup Group, CAIRS automatically 
takes the lowest LEN in the group and makes that the Pilot for the Call Pickup 
Group.  If set to False, when you delete the Pilot the next position in the Call Pickup 
Groups is made the Pilot.   

Category – Dropdown 

• Exclude Organization Path from Organization Name – determines whether the 
organization name and path appear within one or separate columns. A value of True 
separates the organization name and path into two separate columns, while a value 
of False combines the organization name and path within the same column. 

• Exclude Site Path from Site Name – If True then the Site Path when you access 
the site dropdown list there will be two columns, the first with the site name and the 
second with the complete path to the site.  If set to False, the site name appears first 
followed by ~~ and then the path.   
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• Include Account Number in Organization Dropdown – determines if the account 
numbers associated with an organization appears in the Organization dropdown. If 
set to true, the account numbers appear in the dropdown, if set to false the account 
number do not appear in the dropdown.   

• Include Misc Fields In Organization Drop-down – determines whether 
miscellaneous organization fields are included next to the organization name and 
path in the organization dropdown. A value of true displays all misc fields within the 
dropdown, while a value of False hides these columns. 

• Include Organization Code with name in Organization Dropdown – determines 
whether the code and the name appear in the organization dropdown list.  If set to 
true then the code appears before the name followed by a dash (-) and then the 
organization name, in the first column of the dropdown.  If you have not associated a 
code to the organization, a dash will appear before the organization name.  If set to 
false then just the organization path appears in the dropdown in the first column of 
the dropdown.   

Category – Export 

• Default PDF to Landscape – determines the orientation of your export in PDF 
format.  If set to True then the PDF format defaults to a landscape orientation, if set 
to False (the default) the orientation remains as portrait. 

• PDF Landscape Width – If you have set the Default PDF to Landscape setting to 
true, this setting is required to determine the width of the columns on the page. This 
number references the column width of each item in the header, the higher the 
number the smaller the column width.  If you choose a small number, your 
information may appear on two rows. This defaults to 150.  

• PDF Portrait Width - If you have, set the Default PDF to Landscape setting to 
False, this setting is determines the width of the columns on the page when using 
the portrait setting. This number references the column width of each item in the 
header, the higher the number the smaller the column width.  If you choose a small 
number, your information may appear on two rows.  This defaults to 100. 

• Prompt for PDF Page Orientation –when set to True the user is prompted to select 
whether they want to print the report in portrait or landscape.  If set the False, no 
prompt is given and the default setting is used.   

Category – Facilities 

• Prevent Duplicate Binding Posts in Terminal – determines if you can have 
binding posts with the same number appear in a terminal. This setting defaults to 
False meaning that you cannot have binding posts with the same number in a 
terminal.   

• Show Nearest Building Button in Facilities – when set to True a Nearest Building 
button displays in Facilities to show the building closet based on the latitude, 
longitude and elevation coordinates.  The default is set to False meaning the button 
will not display.   
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Category – Form Layout 

• Default Form Layout to Admin Layout – determines whether the default form 
layout for all users will be the administrator’s layout. A value of true changes all form 
layouts to the administrators.  A value of False allows each user, based on 
permissions, to customize their form layout.  

• Require Permissions for Form Layout – determines whether you want to allow 
your users the ability to customize form layouts. A value of false allows any user to 
change the layout; a value of true requires permissions.   

Category – Solr 

• Use Internal Importer – CAIRS uses Solr to search for information within your 
database, there are two way that Solr can access the data either through its own 
Data Import Handler or through HTTP.  This setting determines which method Solr 
uses to pull the data, a value of False means it will use the Data Import Handler.  A 
value of True means that will use HTTP.  The default is True.   

Category – Startup 

• Check for Software Updates – determines whether to check for software updates 
when starting the software. A value of False does not check for updates whereas a 
value of True checks. 

• Disable Toll Ticket Notifications at startup – determines whether you are notified 
of toll ticket statuses when you first start CAIRS.  A value of true allows the 
notifications to appear.   

• Disable Trouble Ticket Notifications at startup – determines whether you are 
notified of trouble ticket status when you first start CAIRS.   A value of true allows 
notifications to appear. 

• Disable Work Order Notifications at startup - determines whether you are notified 
of work order status when you first start CAIRS.   A value of true allows notifications 
to appear. 

• Display Warning Message – when set to True the user must accept the DOD 
warning message before they can access CAIRS, if set to False the warning 
message does not appear. 

• Instance Count – displays the maximum number of CAIRS client instances a single 
user can open. The default is 5, meaning you can have 5 instances of CAIRS open 
at the same time on the same computer. 

• Software Update Service URL – displays the software update site URL location. 
This is the location of where CAIRS will look for a new version of software.   

Category – Subscriber Portal 

• Default Subscriber Portal Password – when a subscriber forgets their password to 
Subscriber Portal, you can have a default password setup or you can have CAIRS 
randomly generate a password.  If you type in a password here, when a subscriber 
need a reset you the Reset Password button and this is the password.    
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• SP Web Site URL – displays the URL to your Subscriber Portal 

Category - Switch 

• Days to Keep Switch Sync Log – determines the number of days to keep the 
Switch Sync Log on file. After the allotted days the log is deleted.  

• Enable RAX and CXGRP on site – if set to true then a RAX and CXGRP are added 
to the General – Sites window and you associate each one.  This is specific to the 
EWSD.   

• Max Days To Store UCE Events – determines the maximum number of days to 
keep the acknowledged UCE events. This defaults to 30.  

• Max Idle Minutes for SMA Sessions – displays the maximum number of minutes a 
SMA session can remain open while inactive. Once those minutes have passed, the 
session automatically ends.  

• Switch API Location – determines your Switch API location.  

• Sync Options On Features 

• Use Wopr – uses WOPR (Work Order Processing Real-Time) when set to true. 

Category - System 

• Alarm and Traffic System URL – displays the Alarm and Traffic System URL.  

• Allow SQL Command Window – If set to true then a menu option will be added to 
System Settings that allows for running of SQL from within your client.  This is an 
advance function, so as a default it is set to False.   

• Alternate User File Location – this setting allows you to change the location of the 
folder that saves all your user configurations, as a default we save the file in the 
c:\Users\Username\Documents\CAIRS.  If your network restricts access to that 
location, put the alternate location here.   

• Always Reset Search – a value of False tells the system to use the previous search 
parameters when refreshing a menu list or navigating back to a menu.  A value of 
True tells the system to remove any search parameters when refreshing a menu list.   

• Always Show Database Utilities Menu – this setting determines whether the 
Database Utilities menu is visible under System Admin.  A value of True shows the 
menu option and a value of False means the menu is not shown.  Keep in mind that 
the tools within the Database Utilities menu are powerful and could damage your 
database if not used properly.  Do not perform any function with the menu option 
unless directed by a Unique Communication’s Representative.   

• CAIRS CEDC Domain – displays the domain name where the CEDC is installed. 

• Client Web Service Timeout (in Minutes) – this setting determine how long a 
CAIRS client waits for a response from the CEDC before returning an error.  This 
setting is set to a minimum value of 10 minutes.  
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• Maximum File Attachment Size in MB – displays the maximum file attachment 
size allowed within your system. This defaults to 2.9 mb.  If you allow file 
attachments within Subscriber Portal you need to increase this amount in connection 
with the MaxRequestLength in the web.config file to allow for large attachments.   

• MoraleMinder System Path – displays MoraleMinder’s installation path.  

• Remember Form Size – when you resize a form CAIRS can remember the size so 
your wont have to resize anymore.  Set this to True to have CAIRS remember your 
form size.  This defaults to True.   

• Save Column Sort Order – When set to True, the sort order the user has chosen 
remains in place for future searches.  If set to False the sort order returns to the 
default. 

• Security Type – there are three different options within Security you can choose 
either Windows, Certificate or Mixed.   With Window authentication, CAIRS will use 
your windows credentials to login.  With Certificate, CAIRS will use your CAC 
credentials to login.  Mixed allows for all types of authentication.  To learn more 
about the different security types please see the section of Security.  To change the 
security type, type in the appropriate type.   

• Server to Client Messaging – When a new order is created or changes are made 
to an existing work order, emails can be sent to users.  The emails contain a link that 
when clicked can open the order within CAIRS.  If this is set to True then CAIRS will 
open the order, if set to False CAIRS will not open the order.   

• Use Public Organizations - when set to True, a new menu option appears within 
Directory/Organization called Public Organizations.  The true value also allows you 
to generate bills for the organizations for any charges incurred.  A value of False 
leaves the menu option hidden.  

• Vendor Media Import Menu Option – There are four options available for VMI they 
are Standard, Advance, Basic and All.  To learn more about each of these options 
please see Vendor Media Imports.  The default setting is Standard.   

Category – Toll Tickets 

• Control Number Mask – determines the mask of the toll ticket control number, this 
default to T=TTCN-;D=yyyy;T=-;D=MM;T=-;I_M=00000;T=-;I_N=000.  Your control 
number will look like TTCN-2015-09-00000-356465730241718240 

• Use Toll Ticket Option – a value of true indicates that you will use the control ticket 
option in available in Directory/Organizations.  If set to False, the menu item is 
disabled.   

• VIP Control Number Mask - determines the mask of the toll ticket control number 
for VIP’s, the default is T=VIP-TTCN-;D=yyyy;T=-;D=MM;T=-;I_M=00000;T=-
;I_N=000.  Your control number will look like VIP-TTCN-2015-09-00000-
356465730241718240 

Category – Work Order 
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• Don’t Close General Orders Until Sub-Orders are Closed – determines whether 
you can close the general work order before all sub-orders are closed.  A value of 
True prevents you from setting a close date on the general work order until all the 
related sub-orders are closed.  A value of False allows you to close the general work 
order, even if sub-orders are still open.   

Changing a Setting 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) System Setting to access the sub-
menus 

3. Click Settings. 

4. The list of the system settings displays to the right, within the list double click the 
setting to change. 

5. Click the Setting Value and type in the new value.  

6. If the value is true or false, you must capitalize the first letter for CAIRS to recognize 
it.  

7. Within the Actions ribbon group, click the Save & Close button to return to the 
settings list.  

Manage File Attachment Types 

Within System Settings, you can determine what types of files your users can attach to 
records within your database.  These file types are restricted to size based on the 
Maximum File Attachment Size in MB System Setting.   

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) System Setting to access the sub-
menus 

3. Click Settings. 

4. There are two ways to manage your file types: 

• Within the toolbar directly above the Navigation pane, click the Manage 
Attachment File Types button. 

• Within the Actions pane, click the Manage Attachment File Types link. 

5. Within either option, the Manage Attachment File Types window opens.  Within the 
window, there are two columns: Extension and Description. 

6. Click on the row with an asterisk (*) to add a new file type, within the Extension 
column type-in the allowed file attachment extension (the extension is anything after 
the period, for example, if the file name is picture.png, the extension is png).  

7. Once you start typing the file extension, a new row appears at the top of the list 
allowing you to add multiple types at one time.   
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8. To delete a file type, right-click the record selector box next to the Extension to 
access a popup menu, from the menu select Delete.  A message box appears 
verifying that you really want to delete the file type, click Yes to continue or No to 
cancel the operation.   

Once selected, CAIRS draws a line through the type allowing you to delete multiple 
items at once. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the file types, or click Save & Close (to save and exit) to return to System 
Settings.   

Manage Default Account for Calls 

During a call record update, there may be extensions that do not exist within your CAIRS 
database or that do not have an account assigned.  By choosing an account here, the call 
records that could not update are assigned to the default account.  To assign the default 
account, click on the ‘Manage Default Account for Calls’ link either in the Actions pane or in 
the toolbar.  The Update Setting popup opens, click on the dropdown arrow in the Default 
Account Number field.  From the dropdown, select the account number that will be used for 
all call records that do not have a previously assigned account. Click on the Update button.   

Manage Default Account for Discrepancies 

When you are importing invoice through Vendor Media Imports, there may be times when 
you have a discrepancies between your invoice and the details files within CAIRS.  Any 
cost discrepancy can be transferred to this default account.  This account can also be used 
for the Funded Program, when an account has a negative balance any charges for that 
account can be transferred to this account for billing.  To assign the default account, click 
on the ‘Manage Default Account for Discrepancies’ link in either in the Actions pane or in 
the toolbar.  The Update Setting popup opens, click on the dropdown arrow in the Default 
Account Number field.  From the dropdown, select the account number. Click on the 
Update button.   

Site Levels 
Site Levels defines your site’s hierarchal relationship and name basis. For example, 
Country, State, County, and City; Division, Brigade, Regiment, and Squadron; 1, 2, 3, and 
so on. Site Levels must be determined before a user can enter sites into your database. 
When a user enters a site into the database, they determine the level where it belongs.  

Adding a Site Level 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click Site 
Levels. 

3. There are three ways to add a Site Level: 
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• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Site Levels. 

• Within the toolbar directly above the Navigation pane, click the Add Level 
button. 

• Within the Actions pane, click the Add Level link. 

4. With either option, the General-Site Level window opens and the Level Number field 
automatically populates with the next number in sequence. 

5. Type-in the level name. 

6. Within the Actions ribbon group, click Save & Close (to save and exit). 

Modifying a Site Level Name 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click Site 
Levels. 

3. The Site Levels list opens and displays all existing site levels. Double-click a Site 
Level name. 

4. The Site Level window opens. Click the Level Name field and type-in the new name.  

5. Click Save & Close. 

Deleting a Site Level 

Two scenarios will prevent you from deleting a site level. First, if the site level is associated 
to any record within your database, you must move the records to another site level. 
Second, the level must be at the bottom of the hierarchy, you cannot delete level 2 without 
first deleting level 3.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting. Click Site 
Levels. 

3. The Site Levels list opens to the right.  

4. Within the list, highlight the level to delete. There are three ways to delete a level: 

• Within the tool bar directly above the Navigation pane, click the red X. 

• Within the Actions pane, click the Delete Site Level link.  

• Double click the level name within the list. The Site Level window opens. Within 
the Actions ribbon group, click the Delete button.  

5. Once you click Delete, a message box appears verifying that you really want to 
delete the site level. Click Yes within the box to continue or No to cancel the 
operation. 
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6. If the site level is associated to a record or is not at the bottom of the hierarchy a 
warning message appears, this means that you still have assignments that need to 
be reassigned.  

Organization Levels 
Organization Levels define your associated organization’s hierarchal relationship and 
naming conventions for example, Org, Sub-Org, Department and Unit; Division, Wing, 
Group and Squadron; 1, 2, 3 and so on. The organizational levels must first be determined 
before adding organizational records into CAIRS. Organization levels must be determined 
before users can enter information into the organizational tree. When users enter an 
organization into the database, they determine the level where it belongs.   

Adding an Organization Level 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click 
Organization Levels. 

3. There are three ways to add an Organization Level: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Org Levels. 

• Within the toolbar directly above the Navigation pane, click the Add Level 
button. 

• Within the Actions pane, click the Add Level link. 

4. The General – Org Level window opens.  

5. Type-in the level name. The level appears at the bottom of the list. At this time, there 
is no way to add a level within the list, CAIRS only allows you to add it at the bottom 
of the list.  

6. Click Save & Close (to save and exit). 

Deleting an Organization Level 

Two scenarios will prevent you from deleting an org level. First, if the org level is associated 
to any record within your database, you must move the records to another level. Second, 
the level must be at the bottom of the hierarchy, you cannot delete level 2 without first 
deleting level 3.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click 
Organization Levels. 

3. The Organization Levels list opens to the right.  

4. Within the list, highlight the level to delete. There are three ways to delete a level: 
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• Within the tool bar directly above the Navigation pane, click the red X. 

• Within the Actions pane, click the Delete Org Level link.  

• Double click the level name within the list. The Org Level window opens. Within 
the Actions ribbon group, click the Delete button.  

5. Once you click Delete, a message box appears verifying that you really want to 
organization level, click Yes within the box to continue or No to cancel the operation. 

6. If the site level is associated to a record or is not at the bottom of the hierarchy a 
warning message appears, this means that you still have assignments that need to 
be reassigned 

Email Settings 
Email Settings allow Administrators to setup emailing capabilities in CAIRS. When the 
correct settings are entered into the required fields, CAIRS can send email notifications for 
Work Orders, Trouble Tickets, Subscriber Portal Requests, and auto generated Bills. 

! An SMTP server is required in order for CAIRS to send email notifications. 

To allow CAIRS to authenticate and access the SMTP server, the following fields must be 
completed: 

• Domain Name – displays the name of the Fully Qualified Domain name (FQDN) or 
IP address of the SMTP server. 

• Enable Email – a value of true allows CAIRS to send emails, a value of false 
prevents CAIRS from sending emails,   

• Server Port – the port the SMTP server uses to send email. Typically port 25. 

• SMTP_Admin_Address – email address CAIRS email notifications originate from. 

• SMTP_Admin_Name – name from which CAIRS email notifications originate.  

• Use_SSL– set to True if the SMTP server requires SSL authentication. 

• User_AUTH_Required – set to True if the SMTP server requires a Username and 
Password. 

• User_Name – the SMTP Authentication Username. 

User_Password – the SMTP Authentication password. This password is encrypted and 
securely stored in the CAIRS system. 

Once you defined the above settings, within the lower portion of the screen you can test the 
settings. Within the textbox, type-in an email address and click the Test button. If the user 
receives the email your settings are correct.  
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Auto Number Setup 
Within Auto Number Setup, administrators define how CAIRS numbers work orders, trouble 
tickets, authorizations etc. There are seven columns of information for each numbering 
setup: 

1. Component* – defines the component: work order, trouble ticket, official or unofficial 
account, authorization code, etc. 

2. Mask – defines the mask that will be used, whether the numbering will be date 
based or random. 

3. Enabled* – defines whether you will use the auto-numbering feature within CAIRS. 

4. Current Increment – The current counter used to hold the value for the most 
recently used number. For example if the work orders auto number schema is ‘Two 
digit day, two digit month, two digit year, three digit number incrementing by day 
(010109001)’  and there have been 3 work orders today, the current increment 
would be 3. When there is another work order that day the increment would be 4. 

5. Last Increment Update – This date is the last date the current increment was 
updated. This lets the system know if it needs to set the current increment back to 
zero or keep it going. For example if the Trouble Ticket auto number schema is ‘Two 
digit day, two digit month, two digit year, six digit number incrementing by month 
(010109000001)’  and the Last Increment Date was the last day of December 2010 
and today is January 1st 2011 the system would set the Current Increment to 0 
because it is a new month. 

6. Reset Increment Value – this determines what the first number will  be when the 
auto-number schema is reset 

7. Use Fiscal Year – defines whether the auto-number resets on the start of your fiscal 
year or the regular year 

Once each auto-number component is defined, when you access the component the word 
“Auto” appears in the field. After you complete the required fields for the component and 
click the ‘Save’ or ‘Save & Close’ button CAIRS generates the number based on your 
selections.   You can overwrite the auto number by deleting the word auto and typing in the 
appropriate information.   

Adding a New Auto-Number Schema 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings, click Auto 
Number Setup. 

3. There are two ways to start to add a new auto-number scheme 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Auto Number Setup. 

• Within the Actions pane, click the Add New Auto Number Schema link. 
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4. With either option, the General – Auto Number window opens.  There are 3 panes of 
information: 

• Mask Properties – within this pane you will determine how the auto number setup 
will work 

• Mask Elements – when you add an element to the schema it will appear in this 
pane 

• Example – this pane displays an example of what your auto number setup will 
look like when used. 

5. Within the Mask Properties, complete the following fields for the auto number setup: 

• Component * – click the dropdown arrow to access a list of the components that 
are available for auto numbering, the following options are available: 

• Work Orders  

• Trouble Tickets 

• Official Accounts 

• Unofficial Accounts 

• Auth Code 

• Payment Deposit Number 

• Portal Work Order 

• Portal Trouble Ticket 

• Default Mask 

• Toll Ticket Control Number 

• VIP Toll Ticket Control 
Number 

• Toll Ticket ID Number 

• General Task 

• Mask – as you add mask parts, this field will populate with the mask of the auto 
number 

• Enabled – this defaults to a null value which means that it is not being used, click 
on the box to enter a checkmark to enable the auto numbering 

• Current Increment – this determines the numerical increase for each new number 
used 

• Last Increment Update – displays the last increment value that was used 

• Reset Increment Value * – determines what the first number will be when you 
reset the auto numbering sequence 

• Use Fiscal Year – when checked the auto numbering scheme will reset every 
fiscal as determined by the year set in Accounting (the start date can be January 
1st, October 1st, or a date that you determine).  When left unchecked, the auto 
number reset will occur as determined by your selection in the ‘Add Incrementing 
Mask Part’ ribbon group. 

6. Once you have completed the fields, you can start to add elements into the mask. 
Within the Add Standard Mask Parts you will need to determine what elements to 
add.  We will discuss each one in detail 
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7. Add Date Part – when selected a popup opens allowing you to select which date you 
want in the mask, to select an option click the radio button next to your option.  You 
have the following options available 

• 2 Digit year. Set the Use Fiscal Year as checked to use the fiscal year start date 
from the official billing fiscal year start date 

• 4 Digit year. Set the Use Fiscal Year as checked to use the fiscal year start date 
from the official billing fiscal year start date 

• 2 Digit Month 

• 2 Digit day of the month 

• Day of the week abbreviation 

• Full day of the week name 

• 2 digit hour using a 12 hour clock 

• 2 digit hour using a 24 hour clock 

• 2 digit minute 

• Month name abbreviation 

• Full month name 

• 2 digit second 

• AM/PM designator 

• Milliseconds 

• Advanced – Input a mask using a custom data and time format string 

8. Add Julian Date – if none of the above date options work you can simply add the 
Julian to the mask, click on this button to add it to the elements pane 

9. Add a Random Number – when selected a popup opens allowing you to choose 
the number of digits your number will be, you have the option of 2 through 9 digits. 
Please keep in mind this a randomly generated number it does not reset and 
duplicate numbers have appeared so use this wisely. Actually, it is a good idea to 
not use this, you should use the Incrementing Mask Part instead!   

10. Add Text – when select a popup opens allowing you to enter in text that will be a 
part of the mask, once entered click on the OK button to add the part to the elements 
pane 

11. Add Organization Name – when selected the Organization Name will appear in the 
mask 

12. After you have made your selections, you will notice that each element you have 
chosen appears in the Mask Elements pane.  There are a couple of actions you 
have for each element, next to each element is and up and down arrow. When you 
click on either one, it will move the element up or down in the order of the mask.  On 
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the right hand side, is an ‘X’ when you click on it the element is removed from the 
mask.   

13. The Example pane, you will see what your auto-number schema will look like when 
used for the component. 

14. You aren’t done yet! The last thing you need to determine is when your increment 
will reset, within the ‘Add Incrementing Mask Part’ ribbon group you must choose 
ONE of the following options: 

• Add Calendar Year Reset Increment – when selected a popup opens allowing 
you to select choose a 2 through 9 digit number that will reset every calendar 
year.   

• Add Daily Reset Increment - when selected a popup opens allowing you to select 
choose a 2 through 9 digit number that will reset every day. 

• Add Monthly Reset Increment - when selected a popup opens allowing you to 
select choose a 2 through 9 digit number that will reset every month. 

• Add Fiscal Year Reset Increment - when selected a popup opens allowing you to 
select choose a 2 through 9 digit number that will reset every Fiscal year.  Your 
fiscal year is determined within Accounts – Official Accounts – Billing Cycle Plan.   

Once you have made your selection, you will notice that the ribbon group is greyed 
out, to make a different selection remove the part from the Mask Elements pane.   

15. One last step, within the Actions ribbon group, click on the Save button to continue 
working or click on the Save & Close button to return to the Auto Number Setup list.   

Deleting an Auto Number Setup 

You can delete an auto-number, however it is a good idea to simply Disable it so it can be 
used again the future.  To disable an auto number schema, open the record by double 
clicking on the record from the Auto Number Setup list.  When the record opens, within the 
Mask Properties pane, remove the checkmark from the Enabled field. Click on the Save & 
Close button, the setup still appears in the list however it is no longer enabled. 

To delete, you can simply highlight the setup with the list and click on the Delete Auto 
Number Schema link within the Actions pane.  You are asked if you really want to delete 
the setup, click yes to continue or no to cancel the operation.   

Field Customization 
Field Customization allows your site to use its own terminology to define components, 
locations, or other information within the CAIRS software.  

There are two ways that you can customize your fields. First, you can access Field 
Customization within System Admin → System Settings. With this option, a list of all the 
tables within CAIRS appears, you can know find the table and make the appropriate 
modifications.  
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The second alternative allows you to access a small pop-up box for any list and make 
changes to a field name everywhere in the software or only in the current view. When you 
access this option, you can rename the field for yourself, your profile or for every user. To 
learn more about this option, please see User Interface →  Navigating the Main Form → 
Modifying the List Line Display → Renaming Fields.  

Within this section, we will cover how to customizing your fields within System Admin.  

Customizing Field Names 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click Field 
Customization. 

3. The Field Customization list appears, displaying the names of all the database 
tables. Double click the table name. 

4. The Field Customization window opens displaying the selected table’s field names. 
The following columns of information display with read only columns italicized: 

• Original Field Name* – displays the default field name. This is a read only field. 

• Custom Field Name – type-in the new field name. If this field appears in multiple 
tables’ CAIRS automatically changes each instance of this field. 

• Mask – type-in the mask for the field. A mask defines allowable character types 
within the field. For instance, if you entered in a group of pound (#) signs as the 
mask, only numbers would be allowed in the field.  

• Minimum Length – type-in the minimum number of characters allowed in the 
field. 

• Maximum Length – type-in the maximum number of characters allowed in the 
field. 

• Data Type – displays the type of data. This is a read only field. 

• Is Drop Down – click on the field to insert a checkmark in the box indicating this 
field will have a drop-down box associated within it. 

• Is Currency – click the field to insert a checkmark in the box indicating this field 
is for currency. 

• Required By Admin – click the field to insert a checkmark in the box indicating 
that your CAIRS administrator requires the field. 

• Required by System – if this field is a system requirement, the box contains a 
checkmark; these fields are required to maintain a consistent and relational 
database. 

• Custom Field Help – type-in a brief statement that appears when the customer 
scrolls over the field name. 

5. Within the Actions ribbon group, click Save (to save and stay), or Save & Close (to 
save and exit). 
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Adding a Drop-Down List to a Field  

For a field to have a custom drop-down list it must be a text only field and require no more 
than 255 characters.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click Field 
Customization. 

3. The Field Customization list appears, displaying the names of all database tables. 
Double click the table name. 

4. The Field Customization window opens displaying the selected table’s field names. 
Click a field name to add a drop-down list. 

5. In the Is Drop-down column, click the box to check mark it. 

6. Within the Show ribbon group, click the Field Dropdown button. 

7. Click the top line marked with an asterisk (*) and type the first value for the drop-
down list. Tab over to the Notes column and enter any necessary information. 
Notice that when you start typing in the field, CAIRS automatically creates a new 
field above the one you are currently working in.  

8. Within the Actions ribbon group, click Save (to save and stay), or click Save & 
Close (to save and exit). 

Suggested Indexes 

This is used by Unique Communication’s Representatives to troubleshoot the performance 
of your system.  This has no value until SQL Queries are run against your database.   

Software Information 

Within software information you can view information regarding CAIRS, it associated 
components, computer information, database information, just to name a few. In the event 
that you have to contact our technical support department, they will ask you several 
questions about this page. The information is read-only.  
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Subscriber Portal Settings 

This menu option allows you to build the Configuration Packages available on Subscriber 
Portal.  A Configuration Package is the equipment, services and related inventory 
associated to a work order submitted via Subscriber Portal.   

In addition, you can determine the settings for your Subscriber Portal, for example, 
password requirements, URL, Phone Book, etc.  

Configuration Packages 
A Configuration Package allows administrators to create a set of management rules for 
how equipment, services, and other pieces of information apply to Subscriber Portal 
submitted work orders. As an administrator, you can limit each configuration package to a 
site, organization, or subscriber type. You also determine whether the configuration 
package requires resource or manager approval.  

When creating a configuration package, you determine the following: 

• Is this for a Set Device, Cell Phone, Circuit, etc.? 

• If this is a set device, what template or set type is used? 

• Is this for a New Service, Change in Service or Delete Service? 

• Is this for one site or all database sites? 

• Is this for one organization or all within the database? 

• Does this package require resource or funding approval? 

• Does this package require manager approval? 

• Are there equipment/features required with the set device or circuit? 

• Is there a service required with the set device or circuit? 

• What fields does the customer need to complete before submitting the package? 

Once you have determined the answers to these, you are ready to create your 
configuration package. Once created, the package becomes available in Subscriber 
Portal and accessible for customers to complete and send into CAIRS.  

Once a customer submits a package, a CAIRS user can view the submitted packages 
within Orders/Troubles→ Projects/Portal Requests. The CAIRS user accepts the package 
and sends it into the proper work order flow within the CAIRS database. When the work 
order is complete, the submitting customer receives a completion notification. 
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The process to create a Configuration Package is identical for all components. Therefore, 
we will cover only how to create a Configuration Package for a Set Device.  

Managing Package Categories 

Adding a Package Category 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Click Configuration Packages. 

4. There are two ways to manage your package categories:  

• Within the toolbar directly above the Navigation pane, click the Manage 
Package Categories button.  

• Within the Action pane, click the Manage Package Categories link.  

5. With either option, the Manage Package Categories window opens. In the Manage 
Package Categories list pane, click the top row, marked with an asterisk (*) to add 
a new record.  

6. Type the new category name. 

7. To add another type, click the Save button and repeat steps 4 and 5, as necessary. 

8. Within the Actions ribbon group, click the Save (to save and stay) button or click the 
Save & Close (to save and exit) button. 

Deleting a Package Category 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Click Configuration Packages. 

4. There are two ways to manage your package categories:  

• Within the toolbar directly above the Navigation pane, click the Manage 
Package Categories button.  

• Within the Action pane, click the Manage Package Categories link.  

5. With either option, the Manage Package Categories window opens.   

6. There are two ways to select the category to delete: 

• Right-click the record selector box (located just left of the name) and from the 
pop-up box, click Delete. 

• Highlight the name in the list and within the Actions ribbon group click the 
Delete button. 
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7. Once you click Delete, a message box displays verifying that you really want to 
delete the category. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, CAIRS draws a line through the category allowing you to delete 
multiple items at once.  

9. If you do not want to delete the category, right-click and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the item. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click the Save (to save and stay) button or click the 
Save & Close (to save and exit) button. 

Creating a Configuration Package 

Keep in mind when creating the package; you are creating something a customer (and, not 
necessarily a CAIRS user) can see. It is recommended you use terminology the layperson 
can understand. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. From the list click on the package type that you want to create.   

5. In the Actions pane, click the Add New Configuration Package link. 

6. The General – Configuration Package window opens. Enter the following package 
information (required fields are indicted with an asterisk): 

• Package Name* – type the package name, the name displayed on Subscriber 
Portal. The name should be general enough for the layperson to understand the 
purpose of the work order.  

• Package Type* – this field auto-populates with the package type selected from 
the main menu, either Set Device or Circuit. 

• Package Action* – from the drop-down box, select one of the following: 

• New Service 



Subscriber Portal Settings 

CAIRS User Guide 835 

• Change Existing Service 

• Disconnect Service 

• Configuration Package Category – click the drop-down arrow to access a list 
and from the list select the package category 

• WorkFlow Name* – click the drop-down arrow to access a list and from the list, 
select the name of the work flow within CAIRS that once submitted, this 
configuration package will associate with. 

• Is Private – click the field to insert a checkmark to indicate the package is visible 
only within CAIRS and not within Subscriber Portal. 

• Limit By Site – click the field to insert a checkmark limiting visibility to only those 
sites selected within the Sites Ribbon group. 

• Limit By Organization – click the field to insert a checkmark limiting visibility to 
only those Organizations selected within the Organizations Ribbon group. 

• Limit By Subscriber Type*– click the drop-down arrow to access a list. From 
the list, select Official or Unofficial. This limits the package to either official or 
unofficial subscribers. 

• Required Resource Approval – click the field to insert a checkmark indicating 
the Configuration Package needs the approval of a Resource Manager before 
submitting into CAIRS. 

• Requires TCO Approval – click the field to insert a checkmark indicating the 
Configuration Package needs TCO approval before submission into CAIRS. 

• Description – type a Configuration Package description. 

• Sort Order – this determines what position on the portal this configuration 
package appears.  A value of 1 indicates the highest position.   

7. If the Configuration Package you are creating is a Set Device Package, the lower 
pane displays the field Template Name. Click the field to access a drop-down list 
and from the list, select the type of phone to associate with this configuration 
package.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the package, or click Save & Close (to save and exit) to return to the 
configuration package list. 

Deleting a Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 
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• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, highlight the package you want 
to delete. There are two ways to delete a package: 

• Within the toolbar directly above the Navigation pane, click the red X. 

• Double-click the package name within the list. The Configuration Package 
window opens. Within the Actions ribbon group, click the Delete button.  

6. Once you click Delete, a message box displays verifying that you really want to 
package. Click Yes within the box to continue or No to cancel the operation. 

Configuration Packages - Sites 

Adding Site Access to a Configuration Package 

Configuration Packages can be configured to only allow specific sites access. In order for 
this to work properly, you must check mark the Limit by Site field on the General screen 
granting site access on an non- inheritance, individual basis. Therefore, if you want the 
package to be available at several sites, place a check mark by each site name.  

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 
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4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Sites button. The window displays two 
panes of information; the top pane displays the sites associated to the package. The 
lower pane displays a list of all the sites within your database, the following read-
only information is available for each site:  

• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a 
>. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

! You can search for a site within the Search All Sites pane by typing in the name or 

portion of the name within the Search text box, and then click the magnifying glass. Any 
record with the search characteristics displays within the pane.  

7. To add a site to the package, find the site within the list, and double-click the record, 
the site name now displays within the upper pane.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the account. For example, if you associate a parent and want all the children 
associated you must associate all children site as well.  

8. Within the Actions ribbon group, click Save (to save and stay) to continue working 
with the package, or click Save & Close (to save and exit) to return to the 
Configuration Package list. 

Deleting Site Access from a Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 
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• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Sites button.  

7. Within the top pane, right-click on the site name to access a pop-up menu, from the 
menu select Delete.  

8. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

9. Once selected, CAIRS draws a line through the site; allowing you to delete multiple 
items at once.  

10. If you do not want to delete the site, right-click the record to access a pop-up menu, 
and click Undelete. 

11. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

12. Within the Actions ribbon group, click Save (to save and stay) or click Save & Close 
(to save and exit). 

Configuration Packages - Organizations 

A package can be limited to allow only certain organizations access. To allow only certain 
organizations access, click the Limit by Organization checkbox from the General screen. 
When granting access in the Organization Tree, lower levels inherit the access when you 
select a higher-level, so you will want to be sure to click the checkbox next to each lower 
level that should have package access.  

Adding Organization Access to the Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 
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3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Organizations button. The screen display 
two panes of information; the top pane displays the organization associated to the 
package. The lower pane displays the complete list of organizations currently 
established within your database.  

7. Within the Search Organization (lower pane), there are 6 columns of information: 

• Organization Name – displays the lowest level of the organization tree. 

• Organization Path – displays the complete path to the organization name. Each 
level is separated by >. 

• Account Number – displays the account number associated to the organization 
name. 

• TCO – displays the TCO Group associated to the organization  

• Organization Code – displays the organization code 

• Organization Abbreviation – displays the organization abbreviation 

8. To add an organization to a package, find the name within the list and double-click 
the row. The organization name displays in the Selected Organizations pane. The 
lowest level of the organization is listed first, after the two ~~ the complete path to 
the organization is displayed, each level is separated by a >. 

! You can search for an organization within the Search Organization pane by typing in the 

name or portion of the name within the Search text box, once entered click the magnifying 
glass. Any record with the search characteristics displays within the pane.  
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9. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the package, or click Save & Close (to save and exit) to return to the 
configuration package list. 

Deleting Organization Access from a Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Organizations button.  

7. Within the Selected Organizations pane, right-click the Organization to delete. A 
small pop-up menu opens. Click Delete.  

8. Once you click Delete, a message box displays verifying that you really want to 
delete the Organization. Click Yes within the box to continue or No to cancel the 
operation. 

Once selected, CAIRS draws a line through the name allowing you to delete multiple 
items at once.  

9. If you do not want to delete the Organization, right-click the record to access a pop-
up menu, and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
undelete the selection. Click Yes within the box to continue or No to cancel the 
operation. 

11. Within the Actions ribbon group, click Save (to save and stay) r click Save & Close 
(to save and exit). 
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Configuration Packages – Related Inventory 

Adding equipment and services to a configuration package allows the customer to view the 
requested work order’s requirements and costs.   

Adding Related Inventory to a Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Related Inventory button. 

7. This window is broken into two categories; Equipment (top pane) and Services 
(bottom pane). Anything added in this window is associated with the configuration 
package.  

8. In the Equipment pane, click the field marked with an asterisk (*) to enter a new 
piece of equipment for the package. Use the drop-down lists or type the appropriate 
information into each of the following columns (required fields are marked with an 
asterisk (*)): 

• Equipment Type* – click the drop-down arrow to access a list, from the list 
select the equipment type. For example, set devices, circuit type, telephone type, 
etc.  

• Equipment Name* – click the drop-down arrow to access a list, from the list 
select the equipment name.  
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• Part Name* – click on the drop-down arrow to access a list, from the list select 
the equipment part name.  

• Site – click the drop-down arrow to access a list and from the list, select the site. 
The site drop-down list displays the bottom-most site first. After the ~~ is the 
complete path to the site. In the example below, we selected the Henderson site, 
which is a child to Las Vegas. Each site level is separated by a >. 

• Serial Number* – click on the drop-down arrow to access a list, from the list 
select the equipment’s serial number. 

• Quantity – this field auto-populates with a pre-determined quantity amount. To 
change, click the field and type the new information.  

• Sort Position – indicates the position the equipment displays within the list.  

• One Time Cost – this field auto-populates with the equipment’s one-time charge. 

• Recurring Cost – this field auto-populates with the equipment’s recurring 
charge. 

9. Follow the same procedure outlined above to enter in a Service.  

10. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the package, or click Save & Close (to save and exit) to return to the 
configuration package list. 

Deleting Related Inventory from a Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 
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5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Related Inventory button. 

7. Within either the Equipment or Services pane, right-click on the selector box next 
to the name, a small pop-up menu opens, within the box click Delete. 

8. Once you click on Delete, a message box displays verifying that you really want to 
delete the equipment or service. Click Yes to continue or No to cancel the operation. 

9. Once you click Yes, CAIRS places a solid line through the entire row. To complete 
the process and remove the equipment/service you must save before exiting.   

10. Within the Actions ribbon group, click Save (to save and stay) to continue modifying 
the package, or click Save & Close (to save and exit) to return to the configuration 
package list. 

Configuration Packages - Related Fields 

Adding Related Fields to a Configuration Package 

Administrators can add fields to this ribbon group and require the Subscriber to complete 
them before submitting the package into CAIRS. 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Related Fields button. 
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7. Within this ribbon group, you add fields the Subscriber must complete before 
submitting the Configuration package into CAIRS. There are two panes of 
information; the left-hand pane displays any workflow custom fields that may need to 
be completed. The right-hand pane allows you to add your own custom fields, to add 
a field click the row marked with an asterisk (*) and complete the following fields 
(required fields are marked with an asterisk (*)): 

• Sort Position – indicates the order the Subscriber completes the fields. Click the 
field to enter a number starting with zero (0). Assign each added field the next 
number.  

• Display Name* – click on the drop-down arrow to access a list. From the list, 
select the field type: Location, Related Directory Line Data, Related Work 
Order Fields or Custom Field. 

• Field Name* – click on the drop-down arrow to access a list from the list select 
the name of the field the subscriber needs to complete. The fields change based 
on the information you selected in the Display Name column. 

• Custom Field Name – type the field name as it will appear on the Subscriber 
Portal page. For instance, if the CAIRS field name is Termination, you may want 
to change it to Building. 

• Availability* – click the drop-down arrow to access a list and from the list, select 
when the field becomes available to the subscriber.  The following options are 
available: 

• At Creation – select this option to have the field display the moment the 
order is created, then throughout the entire work order process. 

• For Review – this field displays after the creation of the work order and 
displays the status of the review process. 

• After Close – this field displays when the work order is completed. 

• Not Available – this field’s purpose is still in development. 

• Textbox Lines – this numeric value determines the amount of lines within the 
textbox used to enter in the information. The larger the number the bigger the 
textbox, it is best to start with a lower number and increase as needed.   

• Required Field – a checkmark in the field indicates that this is a required field, 
click the box to remove the checkmark to make the field optional.   

8. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the package, or click Save & Close (to save and exit) to return to the 
configuration package list. 

Deleting Related Fields from a Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 
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3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 

• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the Related Fields button. 

7. Within the list of fields, right-click the name to access a pop-up menu, click Delete.  

8. Once you click Delete, a message box displays verifying that you really want to 
delete the field. Click Yes to continue or No to cancel the operation. 

9. Once selected, CAIRS draws a line through the site; allowing you to delete multiple 
fields at once.  

10. If you do not want to delete the field, right-click the record, and click Undelete. 

11. Once you select Undelete, a message box displays verifying that you really want to 
keep the field. Click Yes within the box to continue or No to cancel the operation. 

12. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the package, or click Save & Close (to save and exit) to return to the 
configuration package list. 

Configuration Packages - History 

Viewing the History of a Configuration Package 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Subscriber Portal to access 
the submenu 

3. Again, click the plus sign (+) next to Configuration Packages to access a submenu 
of the different configuration packages you can create, the following options are 
available: 
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• Set Device Package 

• Circuit Package 

• Cell Phone Package 

• Authorization Code Package 

• General Task Package 

4. Within the list, click the package type. Depending on the amount of package you 
have within your database, the list may not readily populate. To populate the list, 
perform one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

5. The Configuration Package list opens. Within the list, double-click the package to 
open the General – Configuration Package window.  

6. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the set: 

• Action Name* – describes the completed action. For example, Add New 
Configuration Package, Update Configuration Package, etc.   

• Custom Field Name – displays the field name of the modified information 

• Old Value – displays the old information 

• New Value – displays the new information 

• User Name -  displays the username of the person who completed the changes 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 

• Work Order Number – displays the work order number for the order completed 
to make the changes, if applicable. 

7. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the configuration package, to view more detail double click on the 
record.  

A window opens with a more detailed description of the action.   

8. Within the Action ribbon group, click the Close button to return to the package 
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Subscriber Portal General Settings 

Subscriber Portal Security 

This section allows you to manage what information a subscriber sees within their portal. 
As an administrator, you determine the column visibility and order of what the subscriber 
sees within the portal.  For example, if you have two sets of subscribers, one that uses 
authorization codes and one that does not, this allows you to create two profiles.  One 
profile that has authorization codes visible and another that does not.   

There is a three-step process.  First, you need to create the different profiles for each 
subscriber type, you can have as many as you want or just one.  Second, you need to 
associate each subscriber to the correct profile.  Finally, you need to determine the column 
visibility and order within the portal.   

Step One: Profile 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Security to access the sub-
menus. 

3. Click Profiles.  

4. There are two ways to add a new profile: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Profile. 

• Within the Actions pane, click the Add New Profile link. 

5. With either option, the General-Profile window opens. The only field you need to add 
is the Profile Name, all other settings are determined within the portal.    

6. Enter in the following information for the profile (required fields are marked with an 
asterisk (*): 

• Profile Name* – type-in the alphanumeric profile name, we recommend keeping 
profile names easy to identify when adding a user, for example Subscriber – 
Auth, Subscriber – No Auth, etc. 

7. Within the Actions ribbon group, click the Save & Close (to save and exit) button to 
continue to step two. 

Step Two: Profile Association 

When you are associating profiles to subscribers, there are two ways.  First, you can 
associate all subscribers to the same profile to you can create a few different profiles and 
associated each one individually.   

The following steps walk you through both.   

1. From the main menu, click System Admin. 
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2. Within the Navigation pane, click Subscriber Portal Settings then Subscriber Portal 
Security. 

3. There are two ways to manage your Subscriber Security: 

• From within the Menu toolbar, click the Manage Subscriber Security button. 

• Within the Actions pane, click the Manage Subscriber Security link.  

4. With either option, the Subscriber Security pop-up opens, there are four columns of 
information: 

• Last and First Name – display the subscribers first and last name 

• User Name – displays the username the subscriber uses when logging into 
Subscriber Portal 

• Profile Name – this is the name of the profile that you created within the System 
Admin – Security – Profiles 

5. Find the subscriber that you want to associate to a profile, if you can readily find the 
subscriber, you can perform a search.  To search for a specific subscriber perform 
one of the following actions: 

• Within the search box, type any portion of the record and click the magnifying 
glass 

• Click the Show All button 

6. Once the list populates, within the Profile Name field, click the dropdown arrow to 
access a list of the all profiles, within the list select the appropriate profile for the 
subscriber.   

7. To associate all subscribers to the same profiles, associate one subscriber to the 
profile, then click the selector box next to the last name to highlight the complete 
row. Within the Edit ribbon group, click the ‘Replace All With Current Profile’ button. 
You are asked to confirm that you are replacing all subscribers with the profile, 
within the message box click yes to continue or no to cancel the operation.   

8. When you are done associating, click the Save button to return to the Subscriber 
Security list. 

Step Three:  Column Visibility 

Within Subscriber Portal, you determine what columns each profile can see.  The ability to 
change column visibility is only available to system administrators.  After you login as an 
administrator, throughout Subscriber Portal, there are Customize Grid links. When you click 
on the link a list of the fields for the appropriate section appear along with the field position 
and a visibility checkbox.    

At the top of the list, select the Profile that you want to effect by clicking the dropdown 
arrow and selecting the profile name.  As a default, every field is visible, to remove the field 
click on the box to remove the checkmark.   

In addition, you can adjust the position by clicking the Up or Down links to the right of the 
field name.  Once you complete making your changes, click on the Save button.   
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Call Record Settings 

Within Call Record Settings, you are creating the structure that you can use to re-price your 
call records. Ideally, as UCE collects and formats the calls, they are priced with the UCE 
Rate Tables. However, calls may need to be re-priced once they are within the CAIRS 
active call database. The Call Pricing Groups combines the rates types, zones, rate groups, 
dial codes and call types together to form how the call is priced.  

The following options are available within Call Record Settings: 

• Call Pricing Group – ties all of the below information into one group to allow the 
call to be re-priced properly. 

• Call Types – determines the call types that are allows from your switches. 

• Dial Codes Group – determines the various dial codes including area codes, 
country codes, etc. 

• Rate Group – determines the period and cost for each rate type. 

• Zone Group – determines the times for each rate type. For example, you can 
one rate for calls made between the hours of 7:00 am to 7:00 pm and another 
rate for calls made between 7:01 and 11:59, and so on. 

• Rate Type – ties the zone and the rate together. 

• Digits to Add – allows you to add digits to the beginning of call record 
extensions 

• Call Record General Settings – manage call record general settings. 

• Import UCE Data – allows you to import your DSS or UPT files into CAIRS  

Within this document, the order of the menu options does not match the order within the 
software. This is because when you are creating your Call Pricing Groups, you need to 
start with the basics and work your way up. Therefore, we will start at the bottom of the list 
and work our way up.  

Rate Type 
A rate type is the basic building block for the call-pricing group. You are creating a rate type 
that eventually ties a zone group and the rate group together. For example, you can have 
three rate types; day, evening and night.  
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Adding a Rate Type 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings 

3. Click Rate Type. 

4. There are three ways to add a rate type: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Rate Type. 

• Within the toolbar directly above the Navigation pane, click on the Add Rate 
Type button. 

• Within the Actions pane, click the Add Rate Type link. 

5. With either option, the General – Rate Type window opens. 

6. Within the Rate Type field, type in the name of the type. When naming a rate type 
keep in mind that when you assign it to a zone, you are attaching hours. You might 
want to think about naming it daytime, evening, nighttime, etc.  

7. Within the Actions ribbon group, click on the Save (to save and stay) button, click 
the Save & Close (to save and exit) button, or click the Save & New (to save and 
refresh the screen) button to continue adding in additional rate types. 

Deleting a Rate Type 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Rate Type. 

4. The list of existing rate types populates to the right, click on the rate type to highlight. 
There are three ways to delete a rate type: 

• Within the tool bar directly above the Navigation pane, click the red ‘X’. 

• Within the toolbar directly above the Navigation pane, click on the Delete Rate 
Type button 

• Within the Actions pane, click the Delete Rate Type link. 

5. With either option, a warning message appears verifying that you really want to 
delete the rate type. In addition, if the rate type is associated to a rate or zone, the 
associate will also be deleted.  

6. Once you click yes within the message box, the rate type is removed from the 
system.  
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Zone Groups 
A zone group determines the times the rate type is available. For example, in the same 
example as above, the zone times determine what time of day the rate type day starts and 
ends. Please keep mind that when creating your zone times, you cannot have overlapping 
times.  

Adding a Zone Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click on the plus sign (+) next Call Record Settings. 

3. Click Zone Group. 

4. There are three ways to add a zone group: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Zone Group. 

• Within the toolbar directly above the Navigation pane, click the Add Zone 
Group button. 

• Within the Actions pane, click the Add Zone Group link. 

5. With either option, the General-Zone Group window opens. There are two panes of 
information, the top pane allows you to name the zone group, and the lower pane 
allows you create the time structure. 

6. Within the top pane, click the field next to Zone Group and type in the name. This is 
a required field; you must enter something in this field.  

7. Within the lower pane, complete the following fields, all fields are required: 

• Rate Type – click the dropdown arrow to access a list of the existing rate types 
and from the list select the rate type. 

! When determining the times, click on the portion of the time (hour, minutes or AM/PM) to 

insert your cursor and then click on the up and down arrows. Alternatively, click on the 
portion of the time and type-in the new information.  

• Start Time – the field defaults to 12:00 AM, click on the field to access a set of 
up and down arrow, click the appropriate arrow until you have reached the start 
time for the rate. If the time requires a PM, click to place your cursor within the 
AM and click on either arrow. The AM turns to PM and vice versa.  

! Remember, when you entering in the times, you cannot overlap. We have designed 

CAIRS to stop a rate at 00:59 and start a new rate at 00:00.  

• End Time – the field defaults to 11:59 PM, click on the field to access a set of up 
and down arrow, click on the appropriate arrow until you have reached the start 
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time for the rate. If the time requires a PM, click to place your cursor within the 
AM and click on either arrow. The AM turns to PM and vice versa.  

• Monday – Sunday – for each day the rate applies, click on the appropriate box 
to insert a checkmark. The day can appear in multiple rate types, just as long as 
there is no overlapping!  

8. Within the Actions ribbon group, click the Save (to save and stay) button, click the 
Save & Close (to save and exit) button, or click on the Save & New (to save and 
refresh the screen) button to continue adding in additional Zone Groups. 

Deleting a Zone Time 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Zone Group. The list of existing rate types populates to the right, double click 
the zone group. 

4. The General-Zone Group window opens.  

5. Within the Zone Times pane, right click the record selector box next to the rate to 
access a pop-up menu. From the menu, select Delete.  

6. A message box appears verifying that you really want to delete the time, within the 
box click Yes to continue or No to cancel the operation.  

7. Within the Actions ribbon group, click the Save (to save and stay) button or click the 
Save & Close (to save and exit) to return to the Zone Group list.  

Deleing a Zone Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Zone Group. The list of existing rate types populates to the right, click the 
zone to highlight. There are three ways to delete a zone: 

• Within the tool bar directly above the Navigation pane, click the red ‘X’. 

• Within the toolbar directly above the Navigation pane, click on the Delete Zone 
Group button. 

• Within the Actions pane, click the Delete Rate Type link. 

4. With either option, a warning message appears verifying that you really want to 
delete the rate type. In addition, if the zone is associated to a call pricing groups or 
dial codes, the associate will also be deleted.  

5. Once you click yes within the message box, the zone type is removed from the 
system.  
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Rate Groups 
A rate group allows you to determine how much each period of time costs for each rate 
type which already includes the zone group.  

Adding a Rate Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Rate Group. 

4. There are three ways to add a rate group: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Rate Group. 

• Within the toolbar directly above the Navigation pane, click on the Add Rate 
Group button. 

• Within the Actions pane, click the Add Rate Group link. 

5. With either option, the General-Rate Group window opens. There are two panes of 
information, the top pane allows you to name the rate group, and the lower pane 
allows you create the cost of each time period. 

6. Within the top pane, click on the field and type-in the name of the rate group. 

7. Within the lower pane, complete the following fields, all fields are required: 

• Rate Type – click the dropdown arrow to access a list of the existing rate types 
and from the list select the rate type. 

• First Period – type in the number of seconds for the first time period of billing. 
For example, the first 60 seconds of a call may cost more or less than the rest of 
the call.  

• First Cost – type-in the cost for the first period of billing. 

• Other Period – type-in the number of seconds for the other periods,  for 
example, for each 180 seconds of a call you charge a different rate. 

• Other Cost – type in the cost for the other period. 

8. Within the Actions ribbon group, click the Save (to save and stay) button, click the 
Save & Close (to save and exit) button, or click the Save & New (to save and 
refresh the screen) button to continue adding in additional Rate Groups. 

Deleting a Rate Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 
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3. Click Rate Group. The list of existing rate groups populates to the right. Click the 
rate group to highlight. There are three ways to delete a rate group: 

• Within the tool bar directly above the Navigation pane, click the red ‘X’. 

• Within the toolbar directly above the Navigation pane, click the Delete Rate 
Group button. 

• Within the Actions pane, click the Delete Rate Group link. 

4. With either option, a warning message appears verifying that you really want to 
delete the rate group. In addition, if the group is associated to a call-pricing group or 
dial codes, the associate will also be deleted.  

5. Once you click yes within the message box, the rate group is removed from the 
system.  

Dial Code Groups 
Within dial codes, you are entering the various codes used when making calls. These can 
include country codes, area codes, DSN codes, etc. You can place each code into a group 
allows for correct billing, for example, CONUS vs OCONUS.  

Adding a Dial Code Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Dial Code Groups. 

4. There are three ways to add a group: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Dial Code Group. 

• Within the toolbar directly above the Navigation pane, click on the Add Dial 
Code Group button. 

• Within the Actions pane, click the Add Dial Code Group link. 

5. With either option, the General-Dial Code Group window opens. There are two 
panes of information, the top pane allows you to name the dial codes group, and the 
lower pane allows you to enter the specific codes. 

6. Within the top pane, click the field next to Dial Codes Group and type in the name. 
This is a required field and you must enter something in this field.  

7. Within the lower pane, click the top row, marked with an asterisk (*) to add a new 
record, complete the following fields (required fields are marked with an asterisk (*): 

• Code* – enter the numeric six digit dial code; this is the code that matches the 
call record to the call pricing group. For example, you would enter 702 for call 
made to Nevada. When the call records is matched, it matches from the most 
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specific to the least specific, for example, if I have a 7022 and a 702 code, my 
7022160266 number matches on the 7022 dial code first.  

• Country – type-in the country name, if applicable. 

• State – type-in the state name, if applicable. 

• Abbv* – type-in the two-digit abbreviation for the dial code, for example, the 
abbreviation of Nevada would be NV. 

• City – type-in the name of the city the code applies to, if applicable. 

8. Once you click the row marked with an asterisk to enter the code, a new row 
appears at the top of the list to allow you to add multiple items at one time. 

9. Within the Actions ribbon group, click the Save (to save and stay) button. Click the 
Save & Close (to save and exit) button, or click on the Save & New (to save and 
refresh the screen) button to continue adding in dial codes. 

Deleting a Dial Code Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Dial Code Groups. The list of existing groups populates to the right. Click the 
dial codes group to highlight. There are three ways to delete a group: 

• Within the tool bar directly above the Navigation pane, click the red ‘X’. 

• Within the toolbar directly above the Navigation pane, click on the Delete Dial 
Codes Group button. 

• Within the Actions pane, click the Delete Dial Codes Group link. 

4. With either option, a warning message appears verifying that you really want to 
delete the rate group. In addition, if the group is associated to a call pricing the 
associate will also be deleted.  

5. Once you click yes within the message box, the dial codes group is removed from 
the system.  

Call Types 
Within call types, you define which calls that you allow your customers to make through you 
switch(s).  

Adding a Call Type 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Call Types. 
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4. There are three ways to add a type: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Call Types. 

• Within the toolbar directly above the Navigation pane, click the Add Call Types 
button. 

• Within the Actions pane, click the Add Call Types link. 

5. With either option, the General-Call Types window opens. Within the top pane 
complete the following fields (required fields are marked with an asterisk (*): 

• Call Type* – type in the name of the call type, for example, INTNL, LDist, Local, 
Inhouse, etc. 

• Type of Service Name – click on the dropdown arrow to access a list and from 
the list, select the type of service name associated to the call type. 

• Do Not Bill – this field determines whether the call type is included in billing, the 
field defaults to no checkmark, meaning that the call type will be included in the 
bill.  Click the field to insert a checkmark to indicate that the call type will not be 
included in the bill.   

! For the next section to make sense, you need to add a Call Pricing Group into the 

database. Please refer to Call Pricing Group → Add a Call Pricing Group for more detail. 

6. Within the lower portion complete the following fields (required fields are marked 
with an asterisk (*): 

• Call Pricing Group* – click the dropdown arrow to access a list, and from the 
list, select the Call Pricing Group. 

! In the event that the call record does not match any dial code group, the call will be 

priced using this pricing.  

• First Period – type in the number of seconds for the first time period of billing. 
For example, the first 60 seconds of a call may cost more or less than the rest of 
the call.  

• First Cost – type-in the cost for the first period of billing. 

• Other Period – type-in the number of seconds for the other periods,  for 
example, for each 180 seconds of a call you charge a different rate. 

• Other Cost – type in the cost for the other period. 

• Grace Time – the information in this field does not apply to re-pricing your calls, 
we will use this field in the future when UCE is integrated into CAIRS. 

• Adjustment – the information in this field does not apply to re-pricing your calls, 
we will use this field in the future when UCE is integrated into CAIRS. 
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• Dial Codes Group – click the dropdown arrow to access a list and from the list, 
select the dial code group associated with the call type. 

• Use Zone Billing – this field works in conjunction with Dial Code Groups. Click 
the field to insert a checkmark indicating you want to use zone billing, which in 
turn prices your calls based on the dial code group. If a call record does not 
match any code within the dial code group, the default pricing goes into effect.  

7. Within the Actions ribbon group, click the Save (to save and stay) button. Click the 
Save & Close (to save and exit) button, or click the Save & New (to save and 
refresh the screen) button to continue adding in call types. 

Deleting a Call Type 

1. Click the System Admin menu. 

2. In the Navigation pane, click on the plus sign (+) next Call Record Settings. 

3. Click Call Types. The list of existing call types populates to the right. Click the call 
type to highlight. There are three ways to delete a type: 

• Within the tool bar directly above the Navigation pane, click the red ‘X’. 

• Within the toolbar directly above the Navigation pane, click the Delete Call 
Types button. 

• Within the Actions pane, click the Delete Call Types link. 

4. With either option, a warning message appears verifying that you really want to 
delete the type. In addition, if the group is associated to a call pricing group the 
associate will also be deleted.  

Call Pricing Group 
Finally, the section where we pull it all together, within Call Pricing Group you are 
associating the dial codes with a Rate Group and Zone Group. In addition, if you are using 
foreign currency, you can enter in an exchange rate.  

Once you have added the call pricing group, you can associate the dial codes to the rate 
and zone groups. Often times, a site only needs one call pricing group to associate all the 
dial codes to the appropriate rates and zones.  

Adding a Call Pricing Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Call Pricing Group. 

4. There are three ways to add a group: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Call Pricing Group. 
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• Within the toolbar directly above the Navigation pane, click the Add Call Pricing 
Group button. 

• Within the Actions pane, click the Add Call Pricing Group link. 

5. With either option the General – Call Pricing Group window opens. There are two 
panes of information, the top pane allows you to name the group whereas the 
bottom pane allows you to assign an exchange rate. 

6. Within the top pane, click the field next to Call Pricing Group and type-in the name 
of the group. This is a required field. 

7. Within the lower pane, click the row marked with an asterisk (*) to add a new record, 
complete the following fields (required fields are marked with an asterisk (*): 

• Conversion Rate – click the field to access a dropdown arrow, then click on the 
dropdown arrow to access a calendar, from the calendar select the effective date 
of the exchange rate. The calendar defaults to today’s date to change the date, 
to change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Conversion Rate* – type-in the multiplier of the conversion rate. The exchange 
rate is a multiplier to the dollar, for example, if the yen is worth twice the dollar, 
you would enter a 2 in the field.  

8. Within the Actions ribbon group, click the Save (to save and stay) button, click the 
Save & Close (to save and exit) button, or click on the Save & New (to save and 
refresh the screen) button to continue adding in call pricing groups. 

Adding Dial Codes to a Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click on the plus sign (+) next Call Record Settings. 

3. Click Call Pricing Group. The list of existing call pricing group populates to the 
right. Double click the record to open the General – Call Pricing Group window. 

4. Within the Show ribbon group, click on the Dial Codes Group button. The screen 
changes to display the Rate and Zone Associations. Next to each Dial Code Group 
Name click the plus sign (+) to access the codes. For each code complete the 
following information: 

• Rate Group – click the dropdown arrow to access a list and from the list, select 
the rate group. Remember that a rate group defines how much is charges for 
each period of a call, for example the first 60 seconds vs. the remaining 
increments.  

• Zone Group – click the dropdown arrow to access a list and from the list, select 
the zone group. Remember the zone group, determines the time the rates are 
available, they could be the daytime, evening or night hours.  
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5. Within the Actions ribbon group, click on the Save (to save and stay) button, click on 
the Save & Close (to save and exit) button, or click on the Save & New (to save and 
refresh the screen) button to continue adding in call pricing groups information. 

Deleting a Call Pricing Group 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Call Pricing Group. The list of existing call pricing group populates to the 
right. Click the group that you want to delete. There are three ways to delete a type: 

• Within the tool bar directly above the Navigation pane, click the red ‘X’. 

• Within the toolbar directly above the Navigation pane, click on the Delete Call 
Types button. 

• Within the Actions pane, click the Delete Call Types link. 

4. With either option, a warning message appears verifying that you really want to 
delete the type, within the box click Yes to continue or No to cancel the operation.  

Digits to Add 
Within Digits to Add, you can add digits to the beginning of each call record extension 
collected.  This allows different extension lengths within your CAIRS database and your call 
record data.  For example, if you call record data only collects a four digits extension and 
your CAIRS database contains seven-digit extension you can use this option to append 
each call record with the additional three digits.   

Adding Digits to Add 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Digits to Add 

4. There are two ways to manage your digits to add: 

• Within the toolbar directly above the Navigation pane, click the Add Digits to 
Add button. 

• Within the Actions pane, click the Add Digits to Add link. 

5. With either option, the General – Digits to Add window opens.  There are two panes 
of information the Digits to Add pane and the Digits to Add Details.   

6. Within the Digits to Add pane, complete the following information (required fields are 
marked within an asterisk (*)): 

• Switch Name * - click the dropdown arrow to access a list and from the list, select 
the switch name of where the call records are coming from.   
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• Disable – this field defaults to be blank, to disable the digits to add, click on the 
checkbox to insert a checkmark.  The checkmark disables the system from 
appending the call record extension with the digits.   

7. Within the Digits to Add Details pane, complete the following information (required 
fields are marked within an asterisk (*)): 

• Starting With * - enter the digits that start the call records, this is sort of a search 
parameter to tell CAIRS what records to look for.  For example, if you are 
collecting 45000 and you want to append the numbers with 21, you would enter a 
4 in this field, each call record that started with a four and is 5 digits long, CAIRS 
would append with a 21.   

• Ext Length * - type in the length of the extension as it is collected from your 
switch 

• NNX Info to Add * - type-in the digits to append to the start of the extension.   

8. Within the Actions ribbon group, click on the Save (to save and stay) button, click on 
the Save & Close (to save and exit) button, or click on the Save & New (to save and 
refresh the screen) button to continue adding information 

Deleting Digits to Add 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next Call Record Settings. 

3. Click Digits to Add. The list of existing digits to add populates to the right. Click the 
group that you want to delete. There are three ways to delete a type: 

• Within the tool bar directly above the Navigation pane, click the red ‘X’. 

• Within the toolbar directly above the Navigation pane, click on the Delete Digits 
to Add button. 

• Within the Actions pane, click the Delete Call Types link. 

4. With either option, a warning message appears verifying that you really want to 
delete the selection, within the box click Yes to continue or No to cancel the 
operation.  

 

 

 

 

Call Record General Settings 
Use these settings to configure how CAIRS deals with your call records. When you install 
CAIRS, a Unique Communication Representative and your CAIRS administrators 
determine these settings. There are four columns of information for each setting: 
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1. Setting Name* – the setting name. 

2. Category* – the category for these settings is Call Records 

3. Setting Value* – displays the actual setting, for example, true, false, etc. 

4. Description* – displays a brief setting description. 

The following settings are available: 

• Archive Bulk Size – allows you to determine the number of call records that you 
want to copy when archiving or restoring. The default is set to 10,000 calls in each 
file. You can increase or decrease the value by entering a different number. 

• Billing Interval – indicates your billing interval; every second, every 6 seconds or 
every minute. This defaults to 0 meaning that every second is billed.   

• Current Currency Symbol – displays the currency symbol you are using for all 
billing, for example the $ sign. 

• Days Till Expiration Warning – this setting determines the number of days before 
you receive an expiration warning for foreign currency. The default is 355 days, 
meaning that you must update the exchange rate every 355 days.  

• Do Not Round to Two Decimals - if you are using the re-pricing option, CAIRS 
automatically rounds the call price to two decimal points.  This defaults to false 
which rounds the call pricing to 2 decimals ($10.55).  Set this to True to round to 4 
decimals places ($10.3405).   

• Foreign Currency Expiration Warning – this setting works in conjunction with the 
‘Days Till Expiration Warning’, if set to true than the administrator receives the 
warning, if set to false no warning is given.  

• Foreign Currency Symbol – displays the foreign currency symbol if you are billing 
in a foreign currency 

• Round First Minute – determines whether to round the first minute of billing up, if 
set to true, if the call is 30 seconds long the customer is charged for the full minute. 
If set to false, the customer is charged for 30 seconds. This defaults to false. 

• Round to Next Period – determines whether to round up to the next whole number, 
if set to false, if a call was 3 min 15 sec long, the customer would be billed for 4 min. 
If set to false, the customer is charged for exactly 3 min 15 sec.  

• Unit Value – displays the number of units for each value. For example, 100 units 
(cents) in $1 or 100 pence in 1 pound. 

• Update Auth Code Calls by Extension if Missing - in the event that an 
authorization code does not exist within your database, you can use this setting to 
have the calling extension billed for the call.  This defaults to False meaning that the 
call record will not be billed to any number until you create the authorization code 
and run the CES process to Change Call Ownership.  However, if you set this to 
True, CAIRS will automatically bills the calling extension for the call record.   



Billing Settings 

CAIRS User Guide 863 

• Update Missing Billing Subscriber From Directory Line – ideally call records are 
updated with the subscriber information associated to authorization codes, if you do 
not use authorization codes the update comes from the billing account number. If 
there is no subscriber information on either one of those, CAIRS uses the subscriber 
information related to the directory line (aka configured set). If this is set to true, 
CAIRS tries the authorization code then the billing account then the configured set 
for the subscriber information. If set to false, CAIRS tries, only the authorization code 
and billing account for subscriber information, if there is no subscriber within either of 
those then the field is left blank for the call record.  

• Use Primary Billing Site in Number Plan for Call Record Update – allows you to 
bill two matching numbers in different number plans to different accounts.  When 
your calls are brought into your active calls, they go through a matching process that 
associates important information such as site, account number, organization, etc.  If 
this setting is set to True, the matching process looks first at the site associated to 
the call record and matches that up with the Primary Billing Site within the Number 
Plan, thus determining the proper extension to associate with the call record.   

• Use Site Specific Unit Interval Settings – determines whether you use site-
specific call pricing, databases that have multiple sites associated use this setting.  If 
set to true, each site contains a Call Pricing Group, Unit Value, Billing Interval, 
Round to First Period and Round to Next Period fields that will now be used for call 
pricing.  If there is no Call Pricing Group associated with the site, CAIRS will use the 
default Call Pricing Group.  If this setting is set to false all calls are priced based on 
the default call pricing groups.   

• Use Foreign Currency – when set to True, all billing is in the foreign currency 
determined within your rate tables. 

 

Billing Settings 

Within Billing Settings, you are configuring your billing reports for Official and Unofficial 
accounts in Billing Report Setup.  Within Billing General Settings, you are defining how 
CAIRS bills your one-time, recurring and call charges.   
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Billing Report Setup 
This menu option allows you to design the appearance of your bills. The following menu 
options are available within Billing Reports: 

• Official Report Setup  

• Unofficial Report Setup  

• Combined Official Report Setup  

• Combined Unofficial Report Setup 

• Billing Information 

• Mailed Bill Elements 

The first four options allow you to design the bills for the appropriate account type whether 
official or unofficial.  

When you add a Billing Report Configuration, there are a few panes of information. The 
Report General Settings pane allows you to name the report, designate your report 
separation options, and indicate whether the report is generated to the Subscriber Portal. 
The second pane contains the element relating to the header rows of the report. These 
element types maybe lines, dates, etc. 

The Report Body Sections allows you to create what information you want to see within the 
report. For example, if you want to see a report for call charges and one-time charges or a 
report for all charges. For each element type, you can determine the page location as well 
as font, font size and style.  

In addition to determining the element types, you also place single fields from the account 
into the report. For example, if you want the account number to appear in the report, you 
would select Account Number from the Element Data Fields column. When you select an 
element data field, the element type auto-populates with Data Field Value.  

Important Considerations: 

We will cover the process once within the manual, as the process to create a configuration 
for official accounts is the same as the process for unofficial accounts.  

When working within the Report Header Rows pane and the Report Body Sections pane, 
the information you select works from the top of the page down.  

The Report Preview pane will show a preview of the report every time you add a new 
element. Also, a new pdf window opens with the newly added element. 

When you select a field from the Element Data Fields column, it is a good idea to enter in 
text, for example, if you select account number from the list and enter in nothing in the text 
field, only the account number prints on the report. However, if you type-in Account Number 
in the text field, the text Account Number appears before the actual number.  

The Element Data Field is used to place single values into the report. 

The Element Type is used to place large amount of data into the report.  
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Creating a New Billing Report Configuration 

1. Click the System Admin menu. 

2. In the Navigation pane, click Billing Settings.  

3. Click Billing Report Setup.  

4. Select either Official Report Setup or Unofficial Report Setup. 

5. Within the Actions pane, click either Add New Official Report Setup (when creating 
an Official Report) or Add New Unofficial Report Setup (when creating an 
Unofficial Report). 

The General – Alternate Billing Report Setup window opens. 

6. Within the Report General Settings pane complete the following information 
(required fields are marked with an asterisk (*)): 

• Report Name* – within the field type-in the name of the report, this should be as 
specific as possible so the user knows what the report will generate 

• Report Separation Option* – click on the dropdown arrow to access a list, from 
the list select whether to separate the report based on of the following options: 

o Entire Account  – when you generate the report, the entire account is 
contained within one report  

o By Number – each telephone number associated to the account creates a 
new report. 

• Generate For Portal – click on the field to insert a checkmark in the field, this 
indicates that the report generates to your Subscriber Portal. Leave the field 
blank to generate the bill to email or mail.  

7. At this point, it is a good idea to save your progress, within the Actions ribbon group 
click on the Save button.  

Report Header – Element Types 

8. The next step is to build the header of your report, within the Report Header Rows 
pane you can start to add elements into the report. To start adding in items, click on 
the row marked with an asterisk (*), this row is always used to add new items. There 
are two different ways to proceed 

9. First, you can select an Element Type; these are items like page numbering, text, 
etc. To add an Element Type, click on the dropdown arrow to access the following 
list, make the appropriate selection: 

• Data Field Value – when you select Data Field Value, you must also select a 
option within the Element Data Field. This allows the report to pull information 
from the account to place into the report. For example, the account number, 
previous balance, etc. Please remember that you are still working in the header 
of your report, so you may want to add only basic elements and information.  

• Date and Time Generated – inserts the date and time of when you generated the 
report 
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• Empty Row – inserts an empty row 

• Horizontal Line – inserts a horizontal line 

• Page Numbering – inserts that page numbers 

• Text Only – when you select Text Only, you can type the text into the Text 
column or you can click on the Text Editor tab at the bottom of the Report 
Preview pane to type-in or edit the text.  

10. If you selected the Data Field Value in the Element Type column you must make a 
selection within the Element Data Field, there are several selections available. 
Please keep in mind when making a selection that the information that will display is 
a single piece of information, there will be no details.  

11. If you selected Text in the Element Type column, you must type-in the text within the 
column. If there is, a large amount of text to type-in you can click on the Text Editor 
tab, located at the bottom of the Report Preview pane, and type-in the complete text.  

12. Once you have completed the first three columns, it is time to determine how you 
want the element to appear, complete the following information: 

• Text And Data Output Option – click on the dropdown arrow to access a list of 
the following options: 

o Text Space Data – this options place a space after the text and then starts the 
next column of information 

o Text Tab Data – this option places a tab after the text, this allows the report to 
be formatted more evenly 

o Keep with Next Text – this option keeps the text and data information 
together, if selected, multiple items will print on one line, for example, if you 
have 3 data field value, they will appear on the same row 

o Left Justify Text Right Justify Data – this options left justifies the text and right 
justifies the data, for example, if you have the text of Account Number, the 
text ‘Account Number’ is justified to the left and the actual number is justified 
to the right.  

o Center – this options centers the information on the page 

o Right Justify – this options justifies the information to the right hand side of 
the page 

! If you have multiple Data Field Values group together, you can decide whether to place 

them on the same line. If you select either the Text Space or Text Tab Data, each new data 
field appears on its own line. If you select Keep with Next Text for each of the values listed 
together, then they appear on the same line.  

• Font Name, Size, and Style – click on the row to highlight. Within the Report 
Header Actions ribbon group, click on the Change Font button to access the Font 
pop-up opens. Make any necessary changes to the font, style or size, when 
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complete click on the OK button. The names of your selections appear in the 
fields. Alternatively, you can type in the font name and size into the fields. Within 
the Font Style field, click on the dropdown arrow to access a list, from the list 
select one of the following:  Regular, Bold, Italic, Underline, Strikeout.  

13. Within the Begin Include Date and End Include Date, you can determine what date 
ranges you want to include within the report. Click on the dropdown arrow to access 
a calendar, from the calendar select the first date to include in the report and/or the 
last date to include within the report. To change the month and year click the right or 
left arrow, and once at the appropriate month and year, click the number to select 
the date. The date populates in the box. 

14. You can also select a specific billing cycle to include in the report, within the Include 
On Billing Cycle field, click on the dropdown arrow to access a list of the billing 
cycles setup within your database, from the list select the cycle to include in the 
report.  

15. Continue adding Element Types and/or Element Data Fields into the header of your 
report. When you are finished, click on the Save button within the Actions ribbon 
group.  

Report Header – Element Data Fields 

16. As stated earlier, the Element Data Field takes bits of information from the account 
to place into the report. An example would be, if you wanted the account number to 
appears somewhere within the report or the previous balance. To learn more about 
the Element Date Fields, please the next section. It is important to note that when 
make a Element Data Field selection, the field name that appears in the field does 
not print in the report, you must add your own text.  

Report Body– Element Data Fields 

17. Now that you have created the header of your report, it is time to determine what 
you want in the body. What information do you want to see within your report?  It is 
best to start entering the single value before you start adding in a large group of 
information. This is where you will use the Element Data Field to place information 
into the report. 

18. Within the Element Data Field, click on the dropdown arrow to access a list of the 
items that you can place into your report. These elements are fields from the 
account that contain a single value, for example, the account number, previous 
balance, etc. When you select the data field, Element Type auto-populates with Data 
Field Type. Below is a list of the values within the dropdown, if special 
circumstances are needed they are indicated next to the value:   

o Account Number 

o Account Previous Balance 

o Bill Cycle Period No Fiscal Year 

o Bill Cycle Period With Fiscal Year 

o Bill End Date 
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o Bill End Month and Year 

**Often times charges from Vendors arrive later than when you produce the 
bills, the following fields allow you to report on charges from previous months 
that may have arrived late.  

o Bill End Month and Year 2 Months Previous 

o Bill End Month and Year Next 2 Months 

o Bill End Month and Year Next Month 

o Bill End Month and Year Previous Month 

o Bill Start and End Date 

o Bill Start Date 

o Configured Item Name or Number – displays the telephone number, cell 
phone number, circuit name, etc  that is associated to the account 

o Configured Item Type – displays the type of item whether a circuit, telephone 
number, etc 

**The Directory fields pertain to those accounts associated to a telephone 
number or cell phone number. If these fields are placed into a report you 
should always select the report separation by number, this allows the proper 
information to appear for each new number.  

o Directory Building Name 

o Directory Directory Building Name 

o Directory Job Description 

o Directory Office Symbol 

o Directory Personnel 

o Directory Site Name 

o None 

o Organization Name – this field displays the bottom most name of the 
associated organization hierarchy. 

o Organization Path – this field displays the complete path the associated 
organization. If you want to display the organization this is, the better choose 
of the two fields.  

**If you select Report Separation by Number then you should select a total 
report based on report separation.  

o Total Call Charges By Account 

o Total Call Charges By Report Separation 

o Total Charges by Account 

o Total One Time Charges By Account 
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o Total One Time Charges By Report Separation 

o Total Payment and Adjustments By Account 

o Total Recurring Charges by Account 

o Total Recurring Charges by Report Separation 

o Total Reimbursable Call Charges By Account 

o Total Reimbursable Charges by Account 

o Total Reimbursable One Time Charges by Account 

o Total Reimbursable Recurring Charges by Account 

19. Once you have selected the element to place in the report, it is time to determine 
how you want the element to appear, complete the following information: 

• Text And Data Output Option – click on the dropdown arrow to access a list of 
the following options: 

o Text Space Data – this options place a space after the text and then starts the 
next column of information 

o Text Tab Data – this option places a tab after the text, this allows the report to 
be formatted more evenly 

o Keep with Next Text – this option keeps the text and data information 
together, if selected, multiple items will print on one line, for example, if you 
have 3 data field value, they will appear on the same row 

o Left Justify Text Right Justify Data – this options left justifies the text and right 
justifies the data, for example, if you have the text of Account Number, the 
text ‘Account Number’ is justified to the left and the actual number is justified 
to the right.  

o Center – this options centers the information on the page 

o Right Justify – this options justifies the information to the right hand side of 
the page 

! If you have multiple Data Field Values group together, you can decide whether to place 

them on the same line. If you select either the Text Space or Text Tab Data, each new data 
field appears on its own line. If you select Keep with Next Text for each of the values listed 
together, then they appear on the same line.  

• Font Name, Size, and Style – click on the row to highlight. Within the Report 
Header Actions ribbon group, click on the Change Font button to access the Font 
pop-up opens. Make any necessary changes to the font, style or size, when 
complete click on the OK button. The names of your selections appear in the 
fields. Alternatively, you can type in the font name and size into the fields. Within 
the Font Style field, click on the dropdown arrow to access a list, from the list 
select one of the following:  Regular, Bold, Italic, Underline, Strikeout.  
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20. Within the Begin Include Date and End Include Date, you can determine what date 
ranges you want to include within the report. Click on the dropdown arrow to access 
a calendar, from the calendar select the first date to include in the report and/or the 
last date to include within the report. To change the month and year click the right or 
left arrow, and once at the appropriate month and year, click the number to select 
the date. The date populates in the box. 

21. You can also select a specific billing cycle to include in the report, within the Include 
On Billing Cycle field, click on the dropdown arrow to access a list of the billing 
cycles setup within your database, from the list select the cycle to include in the 
report.  

22.  Continue adding Element Data Fields into the body of your report. When you are 
finished, click on the Save button within the Actions ribbon group.  

Report Body – Element Types 

23. The element types within the report body are a little different than those within the 
heading, these element types represent a large amount of data that you want to 
place into your report. For example, the call record detail for an account, this 
selection is going to print all the call records associated to the account for the 
specified period.  

24. Click the dropdown arrow to access a list, from the list select one of the following 
element types:   

o Call Record Detail 

o Call Record Detail Separated By Call Type 

o Call Record Summary By Call Type 

o Data Field Value 

o Empty Row 

o Horizontal Line 

o NonReimbursable Call Record Detail 

o NonReimbursable Call Record Detail Separated By Call Type 

o NonReimbursable One Time Charge Detail 

o NonReimburable Recurring Charge Detail 

o One Time Charge Detail 

o Recurring Charge Detail 

o Reimbursable Call Record Detail 

o Reimbursable Call Record Detail Separated By Call Type 

o Reimbursable Recurring Charge Detail 

o Text Only  
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25. Once you have selected the element to place in the report, it is time to determine 
how you want the element to appear, complete the following information: 

• Text And Data Output Option – click on the dropdown arrow to access a list of 
the following options: 

o Text Space Data – this options place a space after the text and then starts the 
next column of information 

o Text Tab Data – this option places a tab after the text, this allows the report to 
be formatted more evenly 

o Keep with Next Text – this option keeps the text and data information 
together, if selected, multiple items will print on one line, for example, if you 
have 3 data field value, they will appear on the same row 

o Left Justify Text Right Justify Data – this options left justifies the text and right 
justifies the data, for example, if you have the text of Account Number, the 
text ‘Account Number’ is justified to the left and the actual number is justified 
to the right.  

o Center – this options centers the information on the page 

o Right Justify – this options justifies the information to the right hand side of 
the page 

! If you have multiple Data Field Values group together, you can decide whether to place 

them on the same line. If you select either the Text Space or Text Tab Data, each new data 
field appears on its own line. If you select Keep with Next Text for each of the values listed 
together, then they appear on the same line.  

• Font Name, Size, and Style – click on the row to highlight. Within the Report 
Header Actions ribbon group, click on the Change Font button to access the Font 
pop-up opens. Make any necessary changes to the font, style or size, when 
complete click on the OK button. The names of your selections appear in the 
fields. Alternatively, you can type in the font name and size into the fields. Within 
the Font Style field, click on the dropdown arrow to access a list, from the list 
select one of the following:  Regular, Bold, Italic, Underline, Strikeout.  

26. Within the Begin Include Date and End Include Date, you can determine what date 
ranges you want to include within the report. Click on the dropdown arrow to access 
a calendar, from the calendar select the first date to include in the report and/or the 
last date to include within the report. To change the month and year click the right or 
left arrow, and once at the appropriate month and year, click the number to select 
the date. The date populates in the box. 

27. You can also select a specific billing cycle to include in the report, within the Include 
On Billing Cycle field, click on the dropdown arrow to access a list of the billing 
cycles setup within your database, from the list select the cycle to include in the 
report.  
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28. Continue adding Element Data Fields into the body of report. When you are finished, 
click on the Save & Close button within the Actions ribbon group to return to the 
Billing Report Setup list.  

Preview Actions 

As you know, when you are configuring your billing report the preview window displays any 
changes as you make them. In some situations this may get very distracting, so you can 
disable the preview window.   

Within the Preview Actions ribbon group, click the Disable Automatic Preview. This 
highlights the button and disables the preview, the last preview remains in the pane.   

Even though you have disabled the preview, you can refresh the Report Preview pane by 
clicking the Generate Preview button within the Preview Actions ribbon group.   

If you want to activate the preview pane again, simply click the Disable Automatic Preview 
button to remove the highlight.  

Deleting an Element 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting.  

3. Click on Billing Report Setup, within the right hand click on either Official Report 
Setup or Unofficial Report Setup.  

4. Before the Billing Report Setup list populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

5. Within the list, double click on the report name to access the General - Alternate 
Billing Report Setup window opens. 

6. Within either the header or body panes, click on the element that you want to delete 
to highlight your selection. Right click the record selector box (located just left of the 
element name) and from the pop-up box, click Delete. 

7. Once you click Delete, a message box appears verifying that you really want to 
delete the element. Click Yes within the box to continue or No to cancel the 
operation. 

8. Once selected, CAIRS draws a line through the category allowing you to delete 
multiple elements at once.  

9. If you do not want to delete the element, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

10. Once you select Undelete, a message box appears verifying that you really want to 
keep the element. Click Yes within the box to continue or No to cancel the operation. 
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11. Within the Actions ribbon group, click the Save (to save and stay) button or click the 
Save & Close (to save and exit) button. 

Moving an Header Element Up or Down 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting.  

3. Click on Billing Report Setup, within the right hand click on either Official Report 
Setup or Unofficial Report Setup.  

4. Before the Billing Report Setup list populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

5. Within the list, double click on the report name to access the General - Alternate 
Billing Report Setup window opens. 

6. Within the Report Header Rows pane, click on the element to move within the report, 
then click on the Move Element Up or Move Element down button within the Report 
Header Actions ribbon group.  

7. The element move within the list, until you click on the Save button, the record 
selector box contains the outline of a pencil.  

8. To finalize your moves, click on the Save button within the Actions ribbon group. 

Moving an Body Element Up or Down 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting.  

3. Click on Billing Report Setup, within the right hand click on either Official Report 
Setup or Unofficial Report Setup.  

4. Before the Billing Report Setup list populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

5. Within the list, double click on the report name to access the General - Alternate 
Billing Report Setup window opens. 

6. Within the Report Body Sections pane, click on the element to move within the 
report, then click on the Move Element Up or Move Element down button within the 
Report Body Actions ribbon group.  

7. The element move within the list, until you click on the Save button, the record 
selector box contains the outline of a pencil.  
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8. To finalize your moves, click on the Save button within the Actions ribbon group. 

Deleting a Billing Report 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting.  

3. Click on Billing Report Setup, within the right hand click on either Official Report 
Setup or Unofficial Report Setup.  

4. Before the Billing Report Setup list populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

5. Once the Alternate Billing Report Setup displays, complete one of the following 
actions to delete the report: 

• Highlight the report within the list. Within the tool bar directly above the 
Navigation pane, click the red X 

• Highlight the report within the list. Within the Actions pane, click the Delete 
Billing Report Configuration link.  

6. Once you click Delete, a message box appears verifying that you really want to 
report, click Yes within the box to continue or No to cancel the operation. 

Combined Report Setup 

The Combined Report allows you to combine two or more of your reports together into one. 
This allows you to print or view all the telephone numbers associated to an organization in 
one report. All the call records, one-time and recurring charges display on one bill.  

We will cover the process once within the manual, as the process to create a combined 
report for official accounts is the same as the process for unofficial accounts.  

Creating a Combined Report 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting.  

3. Click on Billing Report Setup, within the right hand click on either Combined Official 
Report Setup or Combined Unofficial Report Setup.  

4. Within the Actions pane, click the Add New Billing Report Configuration Main 
Combined link 

5. The General – Combined Billing Report Setup window opens. Within the Combined 
Report General Settings pane, complete the following two fields (required fields are 
marked with an asterisk (*): 
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• Report Name * - within the field type-in the name of the report, this should be as 
specific as possible so the user knows what the report will generate 

• Generate For Portal - click on the field to insert a checkmark in the field, this 
indicates that the report generates to your Subscriber Portal. Leave the field 
blank to generate the bill to email or mail.  

6. At this point, you should have your progress; within the Actions pane click the Save 
button to continue working with this report. 

7. Within the Reports to Include pane, you determine what reports you want to combine 
into one. Click the dropdown arrow to access a list, from the list select the first report 
to insert into the report.  

8. Continue to select the report to combine into one.  

9. Within the Combined Report Preview pane, a preview of what the report will look like 
appears within the pane. 

10. Once you have completed the combining process, it is time to save your report, 
within the Actions pane click the Save & Close button to return to the Billing Report 
Setup list.  

Removing a Report from a Combined Report 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting.  

3. Click on Billing Report Setup, within the right hand click on either Combined Official 
Report Setup or Combined Unofficial Report Setup.  

4. Before the Billing Report Setup list populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

5. Within the Reports to Include pane, click the report that you want to remove to 
highlight the row. Right click the record selector box (located just left of the name) 
and from the pop-up box, click Delete. 

6. Once you click Delete, a message box appears verifying that you really want to 
delete the report. Click Yes within the box to continue or No to cancel the operation. 

7. Once selected, CAIRS draws a line through the category allowing you to delete 
multiple reports at once.  

8. If you do not want to delete the report, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

9. Once you select Undelete, a message box appears verifying that you really want to 
keep the report. Click Yes within the box to continue or No to cancel the operation. 

10. Within the Actions ribbon group, click the Save (to save and stay) button or click the 
Save & Close (to save and exit) button. 
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Deleting a Combined Billing Report Setup 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting.  

3. Click on Billing Report Setup, within the right hand click on either Combined Official 
Report Setup or Combined Unofficial Report Setup.  

4. Before the Billing Report Setup list populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

5. Once the Combined Alternate Billing Report Setup list displays, complete one of the 
following actions to delete the report: 

• Highlight the report within the list. Within the tool bar directly above the 
Navigation pane, click the red X 

• Highlight the report within the list. Within the Actions pane, click the Delete 
Billing Report Configuration Main Combined link.  

6. Once you click Delete, a message box appears verifying that you really want to 
report, click Yes within the box to continue or No to cancel the operation. 

Generating a Report 

To generate the reports, you access the account through Accounting → Accounts → 
Official or Unofficial. Once you have the account open, you can click on the Sharing Tab 
and select the PDF option. A small pop-up opens to allow you to determine how to export 
the report, click the option button next to the Export report for selected bill. Another pop-up 
opens allowing you to select one of the report configurations you have created. Once you 
click the Generate Report button, the report appears on screen for you to save, print or 
email.  

Billing Information 

This information appears as the return address associated with the printed and mailed bill.  

Adding a Global Billing Information 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click 
Billing Report Setup then Billing Information.  

3. Within the Actions pane, click the Add New Billing Global Info link 

4. The Bill Setup window opens. Complete the following information: 

• Contact* – type-in the bill contact name.  

• Street* – type-in the street address. 
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• City* – type-in the city name.  

• State Province – type-in the province name.  

• Zip Postal – type-in the zip code. 

• Country Region – type in the country or the region. 

• Contact Number – type in your contact telephone number. 

• Web Site – type in the web site. 

• Bill Icon – type-in the icon description.  

• Bill Notice Title – type-in the notice title.  

• Certify Notice Text – certify the notice text to validate. 

5. Within the Actions ribbon group, click Save (to save and stay), click Save & New 
(to save and open a new record), or click Save & Close (to save and exit). 

Deleting Global Billing Information 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Settings. Click 
Billing Report Setup then Billing Information.  

3. The Bill Setup list opens to the right. Within the list, highlight the contact to delete. 
There are two ways to delete a contact: 

• Within the tool bar directly above the Navigation pane, click the red X. 

• Double click the contact within the list. The Bill Setup window opens. Within the 
Actions ribbon group, click the Delete button.  

4. Once you click Delete, a message box appears verifying you really want to delete 
the bill setup. Click Yes within the box to continue or No to cancel the operation. 

Mailed Bill Elements 

The Mailed Bill Elements allows you to customize the appearance of the bills sent to your 
customers. You create an overlay for each item you want to appear on the bill. For 
example, if you want the billing address, barcode and a logo, you will create three different 
overlays. The process of building the overlay is simple and you can play with the positions 
of each item to get it to your liking. 

When creating an overlay, you can apply several different elements to you bill. The 
following is a list of each element: 

• Billing Address – displays the billing or mailing address associated with the 
account. 

• Horizontal Line – allows you to create a solid line across your bill to divide the bill 
into parts. 

• Text – allows you to enter in your own text message. 
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• Image – allows you to place an image within your bill, commonly used to insert your 
logo. 

• Statement Balance Summary – allows you to display a brief summary of the 
account. 

• Account Bar Code – allows you to place the account code printed as a barcode. 

• Account Overdue Status – displays the current status of the account 

• Account Closed Text – allows you to enter text for a closed account 

Once you have decided which elements you want, you will need to decide where on the bill 
each item appears. The following is a list of element appearance options: 

• Page Range* – you can choose to have the element appear: 

• Within First Section – the element appears within the top section of the first 
page of the bill. This allows you to line up each element to appear in an envelope 
for mailing purposes. 

• Within Header – the element appears within the header of every page of the bill. 

• Every Page – the element appears on every page in the position you designate. 

• First Page – the element appears on the first page only. 

• Last Page – the element appears on the last page only. 

• All But First Page – the element appears on every page of the bill except the 
first page. 

• All But Last Page – the element appears on every page of the bill except the 
last page. 

Once you decide on which page(s) the element appears on, you then designate the 
elements position on the page. CAIRS measures each of the positions in pixels allowing 
the appearance of the bill to be the same on different computer monitor sizes and screen 
resolutions. The following two positions choices are available: 

• Left Position* – designate the position where the element appears on the page 
from the left margin.  

• Top Position* – designate the position where the element appears on the page 
from the top margin. 

You may have to try several different positions to get the correct page location.   

As you, add elements into the report, the report auto-saves. At the same time, the preview 
window changes to display the elements that you just added.  

Creating a New Bill Overlay 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting. Click Billing 
Report Setup then Mailed Bill Elements 



Billing Settings 

CAIRS User Guide 879 

3. There are two ways to add an Billing Report Element: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Billing Report Element. 

• Within the Actions pane, click the Globally Manage Billing Report Elements 
link. 

4. With either option, the Billing Report Elements Global Management window opens. 
Within the top pane, complete the following overlay information (required fields are 
marked with an asterisk (*): 

• Overlay Name – type-in the new overlay name, for example, Address, Barcode, 
etc. 

• Element Type* – click the dropdown arrow to access a list and from the list, 
select one of the following options: 

• Billing Address – enters the billing address associated with the account 
number. 

• Horizontal Line – depending on the position, length and thickness you 
designate, a horizontal line is drawn on the bill. Generally, you use this to 
separate bill sections.  

• Text – select to enter your own text into a portion of the bill. 

• Image – select to enter in an image, for example, a logo, map, etc. 

• Statement Balance Summary – select to display a brief summary of the bill 
charges. 

• Account Bar Code – select to display the account number printed in 
barcode. 

• Page Range* – click the field to access a dropdown list and from the list, select 
one on the following options: 

• Within First Section – the element appears in the top section of the first 
page of the bill, allowing you to line the element up with an envelope for 
mailing purposes. 

• Within Header – the element appears within the header of every page of the 
bill. 

• Every Page – the element appears on every page in the designate position. 

• First Page – the element appears on the first page only. 

• Last Page – the element appears on the last page only. 

• All But First Page – the element appears on every page of the bill except the 
first page. 

• All But Last Page – the element appears on every page of the bill except the 
last page. 
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• Left Position* – type-in a number to have CAIRS place the element that many 
pixels from left margin, start with a one in this field to gauge where on the page 
the information displays, you can always change it later.  

• Top Position* –  type-in a number to have CAIRS place the element that many 
pixels from top margin, start with a one in this field to gauge where on the page 
the information displays, you can always change it later.  

• Line Length – type-in a number to have CAIRS draw a solid line across the bill 
(try typing in 530, this should make the line go all the across the paper.). 

• Line Thickness – type-in a number representing the line thickness (start with a 1 
in this field and go up from there to gauge the thickness) 

To learn more about the Text and Font Fields please see the Adding Text to a Bill Overlay 
section. To learn more about inserting an image, please see Adding an Image to a Bill. 

• Element Inclusion Start Date – click the dropdown arrow to access a calendar, 
from the calendar select the first date to include the element within the report. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Element Inclusion End Date - click the dropdown arrow to access a calendar, 
from the calendar select the last date to include the element within the report. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

5. As you add elements into the Billing Report Elements pane, the Preview pane 
changes to displays the elements added.  

6. Within the Actions ribbon group, click the Close button to return to the Billing Report 
Elements list.  

Adding Text to a Bill Overlay 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting. Click Billing 
Report Setup then Mailed Bill Elements 

3. There are two ways to add an Billing Report Element: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Billing Report Element. 

• Within the Actions pane, click the Globally Manage Billing Report Elements 
link. 

4. With either option, the Billing Report Elements Global Management window opens. 
Within the top pane, select Text as the Element Type. 
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5. Within the Text (lower left hand corner) pane, type-in your text message as it will 
appear on the bill. 

6. Complete the following fields to position the text on the bill. 

• Page Range* – click the field to access a dropdown list and from the list 
select one on the following options: 

• Within First Section – the text appears in the top section of the first page of 
the bill. 

• Within Header – the text appears within the header of every page of the bill. 

• Every Page – the text appears on every page in the position that you 
designate. 

• First Page – the text appears on the first page only. 

• Last Page – the text appears on the last page only. 

• All But First Page – the text appears on every page of the bill except the first 
page. 

• All But Last Page – the text appears on every page of the bill except the last 
page. 

• Left Position* – type-in a number to have CAIRS place the element that 
many pixels from left margin, start with a one in this field to gauge where on 
the page the information displays, you can always change it later.  

• Top Position* –  type-in a number to have CAIRS place the element that 
many pixels from top margin, start with a one in this field to gauge where on 
the page the information displays, you can always change it later.  

• Text – you can type-in your text here or in the Text pane.  

• Font Name, Size and Style – within the Billing Report Element Actions ribbon 
group, click on the Change Font button to access the Font pop-up opens. Make 
any necessary changes to the font, style or size, when complete click on the OK 
button. The names of your selections appear in the fields. Alternatively, you can 
type in the font name and size into the fields. Within the Font Style field, type-in 
one of the following styles:  Regular, Bold, Italic, Underline, Strikeout.  

• Element Inclusion Start Date – click the dropdown arrow to access a calendar, 
from the calendar select the first date to include the element within the report. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Element Inclusion End Date - click the dropdown arrow to access a calendar, 
from the calendar select the last date to include the element within the report. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 
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7. Within the Actions ribbon group, click the Close button to return to the Billing Report 
Elements list.  

Adding an Image to a Bill 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting. Click Billing 
Report Setup then Mailed Bill Elements 

3. There are two ways to add an Billing Report Element: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Billing Report Element. 

• Within the Actions pane, click the Globally Manage Billing Report Elements 
link. 

4. With either option, the Billing Report Elements Global Management window opens. 
Within the top pane, select Image as the Element Type. 

5. Within the Image Attachment ribbon group, click the Attach Image button. 

6. The Select the image file to attach window opens. Browse to the location of the file 
and once found, highlight the file name. Click the Open button. 

7. The image appears in the pane on the lower right hand corner. 

8. Complete the following fields to position the image on the bill: 

• Page Range – click the field to access a dropdown list and from the list select 
one on the following options: 

• Within First Section – the image appears in the top section of the first bill 
page.  

• Within Header – the image appears within the header of every bill page.  

• Every Page – the image appears on every page in the designated position.  

• First Page – the image appears on the first page only. 

• Last Page – the image appears on the last page only. 

• All But First Page – the image appears on every page of the bill except the 
first page. 

• All But Last Page – the image appears on every page of the bill except the 
last page. 

• Left Position – type-in a number to have CAIRS place the image that many 
pixels from left margin. 

• Top Position – type-in a number to have CAIRS place the image that many 
pixels from top margin. 

• Element Inclusion Start Date – click the dropdown arrow to access a calendar, 
from the calendar select the first date to include the element within the report. To 
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change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Element Inclusion End Date - click the dropdown arrow to access a calendar, 
from the calendar select the last date to include the element within the report. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

9. Within the Actions ribbon group, click the Close button to return to the Billing Report 
Elements list.  

Deleting an Element 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to System Setting. Click Billing 
Report Setup then Mailed Bill Elements 

3. Within the Actions pane, click the Globally Manage Billing Report Elements link. 
This opens the Billing Report Elements Global Management window. 

4. Within the Billing Reports Elements pane, right click on the record selector box 
(located just left of the Overlay name) and from the pop-up box, click Delete. 

5. Once you click Delete, a message box appears verifying that you really want to 
delete the element. Click Yes within the box to continue or No to cancel the 
operation. 

6. Once selected, CAIRS draws a line through the element allowing you to delete 
multiple elements at once.  

7. If you do not want to delete the element, right-click the record to access a pop-up 
menu. From the pop-up, click Undelete. 

8. Once you select Undelete, a message box appears verifying that you really want to 
keep the element. Click Yes within the box to continue or No to cancel the operation. 

Generating a Report 

To generate the reports, you access the account through Accounting → Accounts → 
Official or Unofficial. Once you have the account open, you can click on the Sharing Tab 
and select the PDF option. A small pop-up opens to allow you to determine how to export 
the report, click the option button next to the Export mailed report for selected bill. Once 
you click OK, the report appears on screen for you to save, print, or email.  

Billing General Settings 
Use these settings to configure how CAIRS bills for your one-time, recurring and call 
charges. When you install CAIRS, a Unique Communication Representative and your 
CAIRS administrators determine these settings. There are four columns of information for 
each setting: 
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1. Setting Name* – the setting name. 

2. Category* – the category for these settings is Billing  

3. Setting Value* – displays the actual setting, for example, true, false, etc. 

4. Description* – displays a brief setting description. 

The following settings are available: 

• Allow Negative Funding Amounts for Official – a value of True allows you to 
enter in a negative amount in the Amount Submitted when applying funds.  This is 
helpful if you have made any clerical errors on funding entries.  If set to False, only 
positive amounts can be entered into the amount submitted.  

• Auto Fill Install Date for new Assigned Equipment and Services – a value of 
True will automatically populate the install date of all newly installed equipment 
and/or service.  A value of False requires the user to enter in the install date.   

• Auto set Delete Date to Installed Date for One-time charges on 
Equipment/Services – a value of True indicates that when you add an 
equipment/service with a one-time charge the delete auto-populates with the same 
date as the installed date. A value of False indicates that you must enter a date in 
the Delete Date field.  

• Bill Distribution Folder for SP – If the “Distribute Bills Folder’ setting is set to True, 
you need to enter the name of the folder that Subscriber Portal will look for to access 
your bills.  This is only the folder name.  

• Bill Distribution Folder Path from CES – this is the complete path of where CES 
will distribute the bills to, this is the combination of both the ‘Bill Distribution Folder 
for SP’ and the Bill Distribution Folder Path from SP’ settings.   

• Bill Distribution Folder Path from SP – this is the path to the folder name where 
Subscriber Portal will look for your bills, this works with the folder you listed in the 
‘Bill Distribution Folder for SP’ setting, do not include the name of the folder. This 
setting is designed for an enterprise system to allow for CAIRS to support multiple 
sites within Subscriber Portal.   

• Bill Official Calls from Prior Fiscal Years – determines if call records from the previous fiscal year 
will be included in the current years bills.  If set to true, the call are included; if set to false, the calls 
are not included.    

• Distribute Bills to Email – If set to true then CES distributes bills via email, each 
account assigned an email address gets a bill, if set to false no emails are sent. 

• Distribute Bills to Folder – determines if you want to send bills generated to a 
folder you designate in another setting (Bill Distribution Folder Path). If set to True 
then CES delivers the bills to the folder.  

• Distribute Bills to Printer – determines whether you want to send the bill generated 
to a printer. If set to True then CES delivers the bills to the designated printer. This 
setting is useful if you want to print and mail the bills to your customers.  
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• Enable Automatic Official Billing – determines whether you want CAIRS to 
generate your bills automatically based on your billing cycle, a value of True turns 
this on for official billing.  

• Enable Automatic Unofficial Billing – determines whether you want CAIRS to 
generate your bills automatically based on your billing cycle, a value of True turns 
this on for unofficial billing.  

The next three settings determine how you want CAIRS to fill your organization 
information; you must set one of the three to true and the other two to false.   

• Fill Organization from Call Accounts – this setting determines where the 
organization information comes from for call records.  If set to True the organization 
information associated within the Accounts for Calls tab is the one used to update 
the call records.  If set to False, the organization associated within the Accounts for 
Equipment and Services is used.   

• Fill Organization from Equipment and Service Accounts – this setting 
determines where the organization information comes from for call records.  If set to 
True the organization information associated within the Accounts for Equipment and 
Services tab is used to update the call records.  If set to False, the organization 
associated within the Accounts for Calls is used.   

• Filter Organizations By Account – this setting determines whether you want to 
filter the organization dropdown box by account number, this means that if you 
select an account (anywhere in the system), the orgs within the list are only those 
associated to the account. A true setting filters the list while a false displays the 
entire list of orgs.  

• First Official Billing Date – this is the start billing date for all of your official 
accounts, any charges occurring before this date are not billed. 

• First Unofficial Billing Date - this is the start billing date for all of your unofficial 
accounts, any charges occurring before this date are not billed. 

• Log All Unbilled Account in Billing Cycle – determines whether the accounts that 
did not generate a bill during the cycle are placed into a log for your review.  A value 
of true generates a log with the accounts that have not bill and a value of false does 
not generate a log.  The log can be viewed after you run the bill in Accounts – 
Official/Unofficial – Run Bill Requests, double click on any bill to open the General – 
Billing Cycle window. In the lower right hand corner is the Unbilled pane, any 
account that are unbilled appear there.   

• Months to Keep Official Bill Files  – this setting works in conjunction with the 
Distribute Bills to Folder setting, if that setting is set to true, then this setting 
determines how many months to keep the official bill files before deleting. This 
defaults to 60 months.  

• Months to Keep Unofficial Bill Files  – this setting works in conjunction with the 
Distribute Bills to Folder setting, if that setting is set to true, then this setting 
determines how many months to keep the unofficial bill files before deleting. This 
defaults to 60 months. 
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• Official Billing System – there are two billing systems that you can choose from: 
Classic or Dynamic.  The Classic is the current billing system and the setting default, 
where all billing cycles are run progressively from month to month. Meaning you 
must run April’s bill before you can run May’s bill and so on.  The Dynamic billing 
system allows for billing periods to be run together, amongst several other 
advantages, to learn more please see the chapter on Dynamic Billing.  There is also 
a Hybrid setting, this allows for you to transition from the classic to the dynamic 
seamlessly.    

• Operator Assisted Call Text – allows you to determine the Call Type that you want 
to use for operator assisted calls. This defaults to ‘Operator Assisted’. 

• Precision for Minutes Summary in Billing Reports – determines that number of 
decimal places for the minutes and seconds in your billing reports.  The setting can 
have a value of 0 to 4, the corresponding settings are: 

o 0 – displays minutes only, no second value (1) 

o 1 – displays the minutes and rounds the seconds to a tenth of a second (1:4) 

o 2 – displays the minutes and rounds the seconds to a hundredth of a second  

o 3 – displays the minutes and rounds the seconds to a thousandth of a second 

o 4 – displays the minutes and rounds the seconds to a ten-thousandth of a 
second 

• Reset Official Bill Balance Every Bill – determines if you want to carry any 
balances forward for each billing cycle. If set to True, for each new billing cycle the 
account balance is set to $0.00. If set to false, any unpaid balances carry to the next 
cycle.  

• Reset Official Bill Balance Every Fiscal Year – determines if you want to carry 
any balances forward for each new Fiscal year. If set to True, for each new fiscal 
year the account balance is set to $0.00. If set to false, any unpaid balances carry to 
the new fiscal year. 

• Return Top Phone Number for Account – when you are viewing an account, there 
is a yellow status bar directly below the ribbon; this bar contains important account 
information, including a number field.  This setting determines whether the number 
field is present in the status bar.  If set to True, the first telephone found relating to 
the account populates the field, this may slow down the loading of the complete 
account details.  If set to False, the telephone field is removed from the status bar, 
this may load the account details quicker.   

• Update Call Records from Directory Line – as a default, CAIRS updates the call 
records through the account number. If this setting is set to True, then CAIRS 
updates the call record information through Set Management. If there are multiple 
listings, the primary number is used for billing the call records.  

• Use Funded Program – if set to true the new funded program will become available 
for use within CAIRS and Subscriber Portal.  Please do not turn this setting on 
without consulting with a Unique Representative first.   
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• Validate New Equipment to Account – determines whether CAIRS will validate the 
account prior to saving when new equipment or services are added.  When a user 
adds equipment or services, CAIRS will verify that the account that is associated to 
the record has the appropriate charge type associated.  If the charge type is not 
associated the user will not be able to save the record.   

Default Accounts 

Default Accounts provides a way for charges that are not already associated to an account 
or that cannot be assigned to an account to still be billed.  There are two different default 
accounts, one for call charges and one for discrepancies.   

The Default Account for Calls will be responsible for call charges that are associated to an 
extension that is not associated to an account.  The call charges can be collected through 
UCE or can be imported through Vendor Media.   

The Default Account for Discrepancies will be responsible for the difference between the 
invoice amount and the imported charges.  These charges will only be seen when you 
import charges through Vendor Media Imports.   

If you are using the Funded Program, negative balances for accounts can also be 
transferred to the default account.  When funds become available the negative account 
balances will be transferred back to the original account.   

Default Account for Calls 

1. Click System Admin 

2. In the Navigation pane, click Billing Settings then Billing General Settings 

3. There are two ways to add an default account for calls:  

• Within the toolbar directly above the Navigation pane, click the Manage Default 
Account for Calls button. 

• Within the Actions pane, click Manage Default Account for Calls link.  

4. With either of the above options, the Update Settings popup opens.  

5. Click on the dropdown arrow in the Default Account Number textbox, this brings up a 
list of all the account numbers within your database. 

6. From the list, select the default account.  Once the account is populated in the field, 
click the Update button.   

7. As calls are processed or during the Update Call Record process the call records 
that do not have an associated account are associated to this account number.   

Changing the Account 

8. If you want to change the default account number, select a new one from the list and 
click on the Update button. 

Removing the Account 
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9. If you want to remove the default account number, select the blank space at the top 
of the list and click the Update button.   

Default Account for Discrepancies 

1. Click System Admin 

2. In the Navigation pane, click Billing Settings then Billing General Settings 

3. There are two ways to add an default account for calls:  

• Within the toolbar directly above the Navigation pane, click the Manage Default 
Account for Discrepancies button. 

• Within the Actions pane, click Manage Default Account for Calls link.  

4. With either of the above options, the Update Settings popup opens.  

5. Click on the dropdown arrow in the Default Account Number textbox, this brings up a 
list of all the account numbers within your database. 

6. From the list, select the default account.  Once the account is populated in the field, 
click the Update button.   

7. After you have imported charges through the Vendor Media Import, any 
discrepancies between the invoice and the detail files can be transferred to this 
account.   

Changing the Account 

8. If you want to change the default account number, select a new one from the list and 
click on the Update button. 

Removing the Account 

9. If you want to remove the default account number, select the blank space at the top 
of the list and click the Update button.   

 

Currency Exchange Rate 
In CAIRS you can bill either with the dollar or foreign currency.  In order to bill in a foreign 
currency and use the vendor media import, you will need to keep the exchange rate up-to-
date.  You need to change a few settings in order for you to bill in a foreign currency.  To 
access the setting go to System Admin – Call Record Settings, you will need to adjust the 
following settings: 

• Current Currency Symbol – displays the currency symbol you are using for all 
billing, for example the $ sign. 

• Days Till Expiration Warning – this setting determines the number of days before 
you receive an expiration warning for foreign currency. The default is 355 days, 
meaning that you must update the exchange rate every 355 days.  
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• Foreign Currency Expiration Warning – this setting works in conjunction with the 
‘Days Till Expiration Warning’, if set to true than the administrator receives the 
warning, if set to false no warning is given.  

• Foreign Currency Symbol – displays the foreign currency symbol if you are billing 
in a foreign currency 

• Unit Value – displays the number of units for each value. For example, 100 units 
(cents) in $1 or 100 pence in 1 pound. 

• Use Foreign Currency – when set to True, all billing is in the foreign currency 
determined within your rate tables. 

CAIRS will not be able to support the use of more than one form of currency.  For example 
if you bill some accounts in dollars and some is yen, CAIRS will not be able to differentiate 
which account need yen and which need dollar.  The currency that will be billed ans used is 
the one you designate in the System Setting → Foreign Currency Symbol.   

 

Add New Billing Currency 

1. Click System Admin 

2. In the Navigation pane, click Billing Settings and then Currency Exchange Rate. 

3. There are two ways you can start to add an exchange rate with either of the 
following methods,  

• Within the toolbar directly above the Navigation pane, click the drop-down arrow 
next to New, then select Currency Exchange Rate. 

• Within the Actions pane, click Currency Exchange Rate.  

4. With either of the above options once selected the General – Currency Exchange 
Rate window opens.  There are two panes of information the Billing Currency pane 
allows you to define the details of the rate such as symbol, culture, etc.  The 
Exchange Rate pane allows you to determine the rate and direction. 

5. Within the Billing Currency pane, complete the following fields, all fields are required 
to be completed before continuing: 

• Billing Currency * - type-in the name of the currency for example: Euro, Yen, etc 

• Currency Culture * - click on the dropdown arrow to access a menu and from the 
menu select the culture of the currency for example if you are using the Yen the 
culture would Japanese (Japan).  You can search for the culture by typing in any 
portion of the country name into the text box in the upper right hand corner of the 
dropdown.  Once selected the culture name appears in the field.   

• Currency Symbol – Once you have selected a culture this field will automatically 
populate with the corresponding symbol 

• Default Conversion Direction – click on the dropdown arrow to access a menu 
from the menu select one of the following options: 
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o To (system to foreign) – the is the default direction and will change imported 
invoices from the dollar to the foreign currency 

o To (foreign to system) – this does the opposite and will change the imported 
invoices from the foreign currency to the dollar 

6. Once you have completed the fields, it is a good idea to save your progress, within 
the Actions ribbon group click on the Save button.  

7. Within the Exchange Rate pane, complete the following fields, all fields are required 
to be completed before continuing: 

• Exchange Rate – type in the current rate of exchange to the dollar, for example 
1.25 means that $1.2500 is equal to 1,0000 Euro.  The complete exchange rate 
will appear in the Example pane so you can verify the rate.   

• Starting Date – click on the field to access drop-down arrow, once clicked a 
calendar displays. From the calendar, select the starting date for the rate. To 
change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date 
populates in the box. 

• Conversion Direction - click on the dropdown arrow to access a menu from the 
menu select one of the following options: 

o To (system to foreign) – the is the default direction and will change imported 
invoices from the dollar to the foreign currency 

o To (foreign to system) – this does the opposite and will change the imported 
invoices from the foreign currency to the dollar 

8. Once all the fields are complete you can save the exchange rate, within the Actions 
ribbon group click on the Save button to continue working or the Save & Close 
button to return to the list.   
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Service Management 

General Error Log 
General Error Log is where an administrator views certain system errors and exceptions. 
The log is designed to only collect errors Unique Communications has programmed to 
catch within the system.  

Viewing the Service Exception Log 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Service Management. Click 
General Error Log. 

3. Before the General Error Log populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The log opens to the right, displaying all errors that have occurred within your 
system. 

5. Double click any to view the Service Exception Log.  

6. A window opens displaying the following read only information: 

• Date Time – displays the exception occurrence date.  

• System – displays the menu option name where the exception occurred. 

• Action – displays the name of the action taking place when the exception 
occurred. 

• Message – displays the message received by the user when the error occurred. 

• Description – display how many times this error was received. 

• Full Exception – displays the entire message received by the user when the 
error occurred. 

7. Within the Actions ribbon group, click Close. 

Delete an Error Log 

1. Click the System Admin menu. 
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2. In the Navigation pane, click the plus sign (+) next to Service Management. Click 
General Error Log. 

3. Before the General Error Log populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The log opens to the right, displaying all errors that have occurred within your 
system, within the list, click on the log to delete.  

5. Within the Actions pane, click the Delete Log button.  

6. A warning message appears verifying that you really want to delete the log, within 
the box click Yes to continue or No to cancel the operation.  

Clear all errors 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Service Management. Click 
General Error Log. 

3. Before the General Error Log populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. The log opens to the right, displaying all errors that have occurred within your 
system.  

5. Within the Actions pane, click the Clear all errors link.   

6. A warning message appears verifying that you really want to delete the entire log, 
within the box click Yes to continue or No to cancel the operation.  

Email Error Log 
The Email Error Log lists the errors generated when CAIRS tries to authenticate or 
communicate with the SMTP server or SMTP recipient. The Email Error Log details the 
following: 

Error Date – displays the date the error occurred. 

Subject – attempted email’s subject line.  

Error Message* – error returned by SMTP server.  

Attachment Count- number of email attachments.  

To view the details of a specific error: 

1. Double click the error message. The Email Log Detail window opens. 
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2. The email error details display. 

Service Manager 
The CAIRS Enterprise Services (CES) component is a windows service, which does 
background processing for CAIRS activities such as scheduling, summarizing data for 
reports, and WOPR server data collection and maintenance. Below is a list of the threads 
available: 

• 411 Interface – Exports directory information to a 3rd party 411 system 

• 911 Interface – Exports directory information to a 3rd party 911 system 

• Ali File Transfer – transfers the updated Ali file to the desired location 

• AS5300 Switch Sync – performs the sync between your CAIRS database and 
your AS5300 switch 

• Call Record Auto Archive – automatically archives calls, these calls remain in 
your database 

• Call Record Old Archive to Flat File Migration - – when enabled this process 
automatically removes call records from your database and into a zipped tab 
delimited text file 

• Change Call Ownership – when you make a change to call ownership, this 
process starts automatically to update the call records with the new billing 
information for the proper date ranges.  This will only update call records that 
have not been billed.   

• Check UCE Status - Verifies that the data is being received from each UCE 
program 

• Cisco Switch Sync - performs the sync between your CAIRS database and your 
Cisco Call Manager switch 

• Clean Up Users Not Logged in - This process finds users within the System 
Admin --> Security --> Logged In Users list that have not been updated and 
removes the record from the list.    

• Clear Old UCE Events - UCE send info to the CAIRS db, this clears out old 
events as new ones come in 

• Create Payment Distribution - This should be removed as we have removed 
payment distribution from Accounting. 

• Custom Report Distribution – if you are using global reporting this process 
needs to be enabled to run reports 

• Data Sync - Performs any automatically scheduled Switch Data Syncs 

• Delete old activity log records - Deletes any activity log records that are older 
than age specified to keep 

• Deliver Bills - Creates the bill files specified for each account 
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• Directory Transfer Manager - Creates new Phonebook records for any new 
numbers in use on a set device 

• Dynamic Billing Manager – generates new bills for accounts if you are using 
the Dynamic Billing System 

• EWSD Data Sync - Performs any automatically scheduled EWSD Switch Data 
Syncs 

• Execute Billing - Generates the new bills for accounts 

• Find Overdue Accounts - Finds accounts in the database that are overdue 

• Fix Billed Assignment Extension Out of Sync with Call Record Extension - 
This process looks at the child extensions and updates them to include the area 
code from the parent. 

• Manage Preventive Maintenance Jobs – allows you to run PMJ on a 
schedule 

• Metadata Import Manager – in order to use global reporting, metadata needs to 
be imported into your database. This process imports the metadata when 
needed. 

• Net Tools Client – this process is for a future release 

• Reassign Accounts - When you create a Bulk Accounts Change, this process 
runs to reassign one or more accounts with a Subscriber, org, billing start date, 
etc.   

• Remove Duplicate Account Management Records - Searches Accounts for 
Equipment and Service for duplicate entries on the same record 

• Reprice Calls - Processes any Reprice Calls requests 

• Rollback Billing – this process must be enables to allow you to roll back the bills 
that you have generated for multiple accounts.  This does not effect the roll back 
process for an individual account.   

• Schedule a Recurrence Pattern for the Data Sync - This process runs data 
and switch syncs that are set on a recurrence pattern. 

• Search Engine Reindexing – reindexs SOLR search on a schedule 

• Standard Reports (In Development) – this process will email standard pre-
defined reports based on a schedule. 

• Sync Accounts with Customer Code – syncs your accounts with their 
associated customer codes 

• Toll Ticket Call Match Manager - This process matches the call records with 
the toll tickets. 

• Toll Ticket Control Numbers Creator - The process creates the toll ticket 
control numbers. 
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• Transfer Imported Cross Connects - Attaches imported cable & pair records to 
the specified set or circuit segment 

• UCE Collection Monitoring - This monitors UCE and provides a message when 
an error occurs. 

• Update Account Status - When you update an account status this process runs 
to perform the action as indicated in Status Change Configuration. 

• Update call record data - Appends the Account and Organization information to 
the call records 

• Vendor Media Import Manager - Once you have selected a file to import this 
process runs to bring the file into the database as call records, equipment 
records, etc.   

For each thread, the following information displays: 

• Service Action Name 

• Start Wait Time Sec 

• Cycle Period Sec 

• Startup Type 

• Notification Level 

• Disabled 

• Date Last Started 

• Date Last Completed 

• Last Reported Status 

• Status Last Updated Date 

• Process Current Record 

• Total Records To Process 

• Additional Process Information 

• Next Expected Run Time for Process 

You can double click on any records to view and modify the complete thread details.  There 
are three panes of information within the Service Manager Details window, they are:   

• Service Information – display basic process information such as name, startup type 
(by cycle time or manual), notification level, etc.   

• Status – this pane displays status updates on the process, for example the date last 
started and completed, total records processed, next run time, etc.   

• Pending Runtimes – if you choose to schedule a process to run at a future time, this 
pane display the expected run time of the process 
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Viewing the Service Log 

When you access a process, you can view the Service Log.  Within the Log ribbon group, 
click on the Service Log button.  The following information displays: 

• Date Time 

• System 

• Action 

• Message 

• Description 

• Full Exception 

Viewing Process History 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Service Management.  

3. Click Service Manager 

4. Within the list, find the process to view and double click on the name 

5. The Service Manager Detail window opens.    

6. Within the Show ribbon group, click the History button. The following read only 
information displays for each action performed on the process: 

• Action Name* – describes the completed action. For example, Add New Service 
Manager Runtime, Update Service Manager Configuration, etc. 

• Custom Field Name – displays the field name of the modified information 

• Old Value – displays the old information 

• New Value – displays the new information 

• User Name -  displays the username of the person who completed the changes 

• Last Name/ First Name – displays the first and last name of the user who 
completed the action. 

• Activity Date* – displays the date the action was completed. 

• Source* – lists the computer’s IP address. 

• Work Order Number – displays the work order number for the order completed 
to make the changes, if applicable. 

7. Alternatively, you can click on the lower portion of the History button to access a 
menu, from the menu select Old History. The screen changes to display a list of all 
action taken on the process, to view more detail double click on the record.  

A window opens with a more detailed description of the action.   



Service Management 

CAIRS User Guide 897 

8. Within the Action ribbon group, click the Close button to return to the Service 
Manager Detail. 

Run Process Now 

At any time you can run a CES process, double click on the process to access the Service 
Manager Details.  Within the Special Actions ribbon group, click on the Run Process Now 
button.  CES will run the current process; you will see the Monitoring CAIRS Remote 
Service Process popup.  As the process runs, the status displays within the popup.  If the 
process fails, you can click on the Error Details button within the popup to view the error 
details.  If the process completes the status displays within the Status pane.   

Scheduling a Process 

Double click on any process to open the Service Manager Detail window.  Within the 
Special Actions ribbon group, click on the Schedule Process button, the Choose Date 
popup opens.   The popup displays the current date and time to change the time, click on 
the dropdown arrow to access a calendar.  From the calendar, select the date to run the 
process. To change the month and year click the right or left arrow, and once at the 
appropriate month and year, click the number to select the date. The date populates in the 
box. To change the time, click on the hour, minute or AM/PM field and type in the new time.   

Once you have the new date and time selected, click on the OK button.  The scheduled 
time appears in the Pending Runtimes pane.   

In the Special Actions ribbon group is the Refresh Status Automatically button, click on this 
button to have CAIRS automatically refresh the screen.   

Monitor CES Processes 

You can monitor all CES processes as they work through your data to complete the specific 
action.  Within the Actions pane, click the Monitor CES Processes link, the CES Monitor 
window opens.  There are two panes of information within this window, the Remote CES 
Instances and CES Processes.   

The Remote CES Instances pane displays a list of all the CES instances and its status, 
computer name, version, last response date and time, some additional information (like IP 
address).  The following statuses are available: 

Active – An active status means you CES is running and its version number matches that 
of your CAIRS. All active statuses are marked in a solid green line.  Green is good! 

Initializing – This status is associated with a pulsing yellow line.  This means that you CES 
is working to determine whether it is Active or Offline.  This is important to monitor until it 
changes to Green or Red.   

Offline – The status is marked in a solid red line.  This means that you CES is offline.  
There are a couple of causes, first your version numbers do not match, update either CES 
or your CAIRS.  Second, the instance of CES is no longer valid, meaning you may have 
changed servers, if this happens you can delete all offline instances of CES. 
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Duplicate – This status is marked in a solid purple line.  This is status needs immediate 
attention.  This means that there are duplicate instances of CES running; this can cause 
damage to your CAIRS.  You need to stop the duplicate instance and uninstall.   

Obsolete – An obsolete status means that your CES is out-of-date.  If your CES is actively 
running, the status will remain in obsolete, you need to update you version immediately.  If 
the instance of CES is offline, the status changes to obsolete after the initiation is complete, 
you can delete this instance of CES.   

The CES process pane displays an individual status of all the different CES processes 
available.  For each process there are three-color options, they are as follows: 

Green – this means the process is completed or has not yet been initialized 

Red – this means that you have disabled the process.  You can enable the process by 
closing out of the monitor, open the process from the Service Manager list and remove the 
checkmark from the disabled field.   

Maroon – this means the process is currently running, when completed the color will 
change to green.   

To view further details of the process, you can close out of the CES Monitor and open the 
individual process through the Service Manager list.   

Activity Log Conversion Task 

This allows administrators to convert the activity log into the new format to include a few 
fields that we recently added to the history section.  Currently, CAIRS places all activity in 
an old SQL table that requires you to convert them into the new format to see a few fields 
that we recently added.  This conversion task specifically applies to the Detailed List when 
viewing the Activity Log within System Admin → Security → Activity Log.   

Add New User Activity Log Conversion 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Service Management. Click 
Activity Log Conversion Task. 

3. Within the Actions pane, click the Add New User Activity Log Conversion link. 

4. The General – User Activity Log Conversion Task window opens.   

5. Complete the following fields to start a task request (required fields are marked with 
an asterisk (*): 

• Task Name * - type-in the name of the task 

• Activity Start Date – click the field to access drop-down arrow, once clicked a 
calendar displays. From the calendar, select the activity start date. To change the 
month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box.  

• Activity End Date - click the field to access drop-down arrow, once clicked a 
calendar displays. From the calendar, select the activity end date. To change the 
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month and year click the right or left arrow, and once at the appropriate month 
and year, click the number to select the date. The date populates in the box. 

! If you want to run this conversion on a frequent basis to convert new activities to the 

updated format, leave the dates blank and insert a checkmark in the Is Recurring Task 
field.  This tells CES to complete this process every time a cycle runs. 

• Records to Process Per Iteration – type-in the number of records to process 
during the current CES cycle 

• Is Recurring Task – click the box to insert a checkmark to indicate that every 
time a CES cycle runs, this task runs.  This allows new activity to convert to the 
new format.   

• Description – type-in a description of the task if necessary  

• Status – when you first create the task, the status is pending.  Once the task 
runs, this field changes to Completed. 

6. Once you have completed the necessary information, within the Actions ribbon 
group, click the Save button to continue working with the task or the Save & Close 
button to return to the User Activity Conversion Task list.   

Delete User Activity Log Conversion 

1. Click the System Admin menu. 

2. In the Navigation pane, click the plus sign (+) next to Service Management. Click 
Activity Log Conversion Task. 

3. Before the task list populates, you must either: 

• Within the search box, type-in any portion of the record and then click the 
magnifying glass. 

• Click the Show All button. 

4. Once the list populates, find the task to delete and click to highlight.  

5. Within the Actions pane, click the Delete User Activity Log Conversion link. 

6. You are asked if you really want to delete the task, click yes to continue the 
operation or no to cancel.   

7. Once clicked you are returned to the User Activity Log Conversion Task list. 
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Number Plan 

Number Plan contains information regarding the different dialing plans or exchanges within 
your database. A number plan is a way to group or catalog all similar telephone numbers 
together. For example, a number plan may be 702-216-0000 to 702-216-5000. 

Adding a Number Plan 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. There are two ways to add a Number Plan: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Directory Number Management – NNX. 

• Within the Actions pane, click the Add New Number Plan link. 

4. With either option, the Number Plan window opens. Complete the following 
information (fields with an asterisk (*) are required): 

• Number Plan Name* – the number plan name as it should appear when viewing, 
reporting on, etc. When naming the number plan, be as specific as possible to 
ensure users can identify it in the future. 

• Number Plan Type* – click the dropdown arrow to access a list and from the list, 
select one of the following number plan types: 

• Commercial – numbers appearing outside the sites standard dialing plan but 
important for the site to track, for example, pay phones, restaurants, etc. 
These numbers appear in the directory. 

• Standard – telephone numbers used for official and unofficial business. 

• Special –telephone numbers not restricted to the standard dialing plan’s 
rules, for example 411 and 911. These have to be created as a dialing plan to 
be added within the Work Order System.  

• Primary Billing Site – click the dropdown arrow to access a list of sites from the 
list select the primary billing site.  This allows call records to be matched to the 
appropriate number plan based on site information, thus allowing the call records 
to be associated to the correct extension.  This is helpful if you have the same 
telephone number on two different sites.    

• Dial Length* – type in a number from 3 to10 indicating the length of the digits 
dialed. 
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• Country Code* – type in the country code, up to 4 numeric digits. 

• Area Code – type in the area code, up to 3 numeric digits. 

• Directory Number Mask – type in the mask for the directory numbers within this 
number plan. 

An example of a mask would be 216-####. This means every number within this number 
plan requires that 216 be dialed before the 4 digit extension. Another mask example would 
be ###-####, meaning that any seven digit combination of numbers can be used for an 
extension. 

• DSN Exchange – type in the DSN exchange, up to 3 numeric 6 digits. 

• Months Before Reuse* – type in a number to indicate the number of months 
before reissuing directory numbers within this number plan. Use a zero to reissue 
the number immediately. 

• Official – check mark the box to indicate the numbers within this number plan 
are for official use only. 

! The following fields are used, is your switch uses a different prefix than CAIRS. This is 

currently used for HiPath only. 

• CAIRS Prefix – type-in the prefix for the telephone numbers within your CAIRS 
database. 

• Switch Prefix –type-in the prefix for the telephone numbers as they appear 
within your switch database. 

• Base Digits – type-in the number of digits that follow the prefix. 

• Interface 911 Prefix – type the prefix that you want to append to all numbers 
within this dial plan when you generate a 911 file within the 911 Interface.  

5. Within the Actions ribbon group, click Save (to save and stay), click Save & Close 
(to save and exit), or click Save & New (to save and refresh the screen). 

Site Associations 

Adding a Site to a Number Plan 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Show ribbon group, click the Sites 
button. The window displays two panes of information; the top pane displays the 
sites associated to the number plan. The lower pane displays a list of all the sites 
within your database, the following read-only information is available for each site:  
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• Site Name – displays the name of the site, this is the lowest level of the site tree.  

• Site Path – displays the complete path to the site. Each level is separated by a 
>. 

• Site Level – displays the site level name or number. 

• Site Code – displays the three-digit alphanumeric site code. 

! You can search for a site within the Search All Sites pane by typing in the name or 

portion of the name within the Search text box, and then click the magnifying glass. Any 
record with the search characteristics displays within the pane.  

5. To add a site to the number plan, find the site within the list, and double-click the 
record, the site name now displays within the upper pane.  

! Be aware that sites do not inherit the associations of their parents. You must associate 

each level to the account. For example, if you associate a parent and want all the children 
associated you must associate all children site as well.  

6. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the number plan, or click Save & Close (to save and exit) to return to 
the number plan list. 

Deleting Site Access 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. Within the Show ribbon group, click the Sites button.  

5. Within the Show ribbon group, click the Sites button.  

6. Within the top pane, right-click on the site name to access a pop-up menu, from the 
menu select Delete.  

7. Once you click Delete, a message box displays verifying that you really want to 
delete the site. Click Yes within the box to continue or No to cancel the operation. 

8. Once selected, CAIRS draws a line through the site; allowing you to delete multiple 
items at once.  

9. If you do not want to delete the site, right-click the record to access a pop-up menu, 
and click Undelete. 

10. Once you select Undelete, a message box displays verifying that you really want to 
keep the site. Click Yes within the box to continue or No to cancel the operation. 

11. Within the Actions ribbon group, click Save (to save and stay) or click Save & Close 
(to save and exit). 
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12. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the number plan, or click Save & Close (to save and exit) to return to 
the number plan list. 

Switch Access 

Adding a Switch to a Number Plan 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Show ribbon group, click the Switches 
button.  

5. The details pane displays the following information for all switch records: 

• Switch Name –displays the switch name, click the plus sign (+) next to the 
switch name to view the sites the switch is associated to. 

• Selected – a check mark in the column indicates the profile has access to view 
related switch information.  

6. Find the switch name within the list, and click the box under the Selected column to 
insert a checkmark granting the profile access to the switch.  

7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the number plan, or click on Save & Close (to save and exit) to 
return to the number plan list. 

Deleting a Switch from a Number Plan 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Show ribbon group, click the Switches 
button.  

5. The details pane displays the following information for all switch records: 

• Switch Name – displays the switch name, click the plus sign (+) next to the 
switch name to view the sites the switch is associated to. 

• Selected – a check mark indicates the profile can access information relating to 
this switch. 

6. Find the switch name within the list, and click the box under either column to remove 
the checkmark to prohibit the profile from accessing the switch.  
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7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the number plan, or click on Save & Close (to save and exit) to 
return to the number plan list. 

Number Ranges 

Adding a Number Range 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Numbers ribbon group, click the Add 
Number Range button. 

5. The Add Range pop-up window opens. Complete the following fields: 

• Start Number – click the field to type-in the first number of the range. Notice the 
directory mask appears in the field to aid in entering the number correctly. 

• End Number – click the field to type-in the last number in the range. Notice the 
directory mask appears in the field to aid in entering the number correctly. 

• Number Type – click the dropdown arrow to access a list and from the list, select 
whether the numbers within this range are DID (Direct Inward Dial), Non-DID 
(Non-Direct Inward Dial) or Reserved. 

• Switch Name – click the dropdown arrow to access a list and from the list, select 
the switch associated with the number range.   

6. Within the pop-up window, click the Save button. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the number plan, or click Save & Close (to save and exit) to return to 
the number plan list. 

Modifying a Number Range 

A number range’s type and the switch it is associated to can be modified. 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Show ribbon group, click the Numbers 
button to access a drop-down. From the list, click All Numbers.  

5. A complete list of number ranges appears. For the next step, use the list as a 
reference point. 

6. Within the Numbers ribbon group, click the Modify Number Range button. 
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7. The Modify Range pop-up window opens. Complete the following fields: 

• Start Number – click the field to type-in the first number of the range. Notice the 
directory mask appears in the field to aid in entering the number correctly. 

• End Number – click the field to type-in the last number in the range. Notice the 
directory mask appears in the field to aid in entering the number correctly. 

• Number Type – click on the dropdown arrow to access a list, from the list select 
whether the numbers within this range are DID (Direct Inward Dial), Non-DID 
(Non-Direct Inward Dial) or Reserved. 

• Switch Name – click on the dropdown arrow to access a list, from the list select 
the switch associated with the number range.   

8. Within the pop-up window, click the Save button. 

9. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the number plan, or click Save & Close (to save and exit) to return to 
the number plan list. 

Deleting a Number Range 

An administrator can delete a range of numbers no longer in use. In order to delete the 
range, all assignments within the range need to be reassigned before you can delete the 
range.  

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Numbers ribbon group, click the Delete 
Number Range button. 

5. The Delete Range pop-up box opens. Complete the following fields: 

• Start Number – type the first number of the range to delete. Notice the directory 
mask appears in the field to aid in entering the number correctly. You must enter 
in a number currently within the number plan. 

• End Number – type in the last number in the range to delete. Notice the 
directory mask appears in the field to aid in entering the number correctly. You 
must enter in a number currently within the number plan. 

6. Within the pop-up window, click the Save button. 

7. Within the Actions ribbon group, click Save (to save and stay) to continue adding 
information for the number plan, or click Save & Close (to save and exit) to return to 
the number plan list. 
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 Numbers 

Viewing All Numbers within a Number Plan  

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Show ribbon group, click the lower 
portion of the Numbers button to access a drop-down. 

5. From the drop-down, click All Numbers.  

6. The All Numbers list pane opens displaying all existing number ranges within this 
number plan. Click the plus sign (+) next to a number range to view all numbers 
within the range. 

Viewing Available Number within a Number Plan 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Show ribbon group, click the lower 
portion of the Numbers button to access a drop-down box. 

5. From the drop-down, click Available Numbers.  

6. The Available Numbers pane opens displaying all number ranges within this number 
plan. Click the plus sign (+) next to a number range to view all numbers within the 
range. 

Viewing Assigned Numbers within a Number Plan 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, double click the number plan 
to open. 

4. The Number Plan window opens. Within the Show ribbon group, click the lower 
portion of the Numbers button to access a drop-down box. 

5. From the drop-down, click Assigned Numbers.  

6. The Assigned Number pane opens displaying all number s within the range 
assigned to a set. Click the plus sign (+) next to the number range to view all 
assigned numbers within the range. 
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7. When viewing the assigned number, CAIRS provides some basic directory 
information regarding the set, such as; button position, trouble priority, yearly audit 
date, etc.  

Deleting a Number Plan 

Please keep in mind that to delete a number plan, all telephone assignments must first be 
re-assigned or deleted. There are two ways to delete a number plan: 

1. Click the System Admin menu. 

2. In the Navigation pane, click Number Plan. 

3. Within the Directory Number Management-NNX list, highlight the plan to delete. 
There are two ways to delete a plan: 

• Within the tool bar directly above the Navigation pane, click the red X. 

• Highlight the plan number within the list and within the Actions pane click the 
Delete Number Plan link.  

4. Once you click Delete, a message box appears verifying that you really want to 
delete the number plan, click Yes within the box to continue or No to cancel the 
operation. 

5. If telephone numbers are still associated with this number plan, a message box will 
say, “There are Dial Plan Numbers associated with this Dial Plan it cannot be 
deleted as this time.”  Click OK to continue. 
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Custom Report Template 

  

The Custom Report Template allows you to create a customized report for printing your 
work order information. In the creating process, you first design a template, which includes 
rows, columns, borders, etc. Then you can add in fields from the work order, what this does 
is when you generate the report if you have the field Building, the building name/number 
from the work order populates in the field. You can further customize your report by adding 
in shrinking rows, leaving out spaces, etc. The process to create the template may be a 
little time consuming but well worth the payoff! 

 

Understanding the Custom Report Template Window 

Ribbon Groups 

Each ribbon group allows you to perform a set of functions relating to you template, for 
example, setting your grid lines, adding borders, copying the template, etc.   

Actions 

Within the Actions ribbon group, you can perform the following: 

• Save & Close – click this button to save the completed information and to return to 
the Custom Report Template list. 

• Delete – click this button to delete the template 

• Save – click this button to save the completed information and continue working with 
the template. 

• Save & New – click this button to save the template and to start adding a new 
template. 

• Refresh – click this button to refresh the screen and apply recently changed items. 

Grid Lines and Update Border 

The following three selections determine the lines for the border of the selected cell(s) 
within the grid in the Template Setup pane: 

• Single Line – this selection creates a single line border for the selected cell within 
the grid 
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• Double Line – this selection creates a double line border for selected cell within the 
grid 

• None – no border is created for the selected cell, or the border in place are removed 

Template Actions  

Within this ribbon group you can copy or export your template. 

Template Panes 

There are four panes of information within the Custom Report Template window, they are: 

• Template Setup 

• General Information 

• Grid Size 

• Properties – Selected Cells 

Template Setup 

This pane displays what the template looks like.  Any changes you make within the other 
panes are reflected within this pane.  

General information 

This pane allows you to define basic template information, such as template name, 
description, etc.   

Grid Size 

Within this pane, you determine the number of rows and columns within your report.  At any 
time during the creation process, you can add or delete columns.   

Properties – Selected Cells 

This pane allows you to define how the cell is used and what information will be contained 
within the cell.  

 

Creating your Report Template  

Step One: Creating the Template 

1. Click the System Admin menu. 

2. In the Navigation pane, click Custom Report Template 

3. There are two ways to add a Template: 

• Within the tool bar directly above the Navigation pane, click the dropdown arrow 
next to New. From the list, select Custom Report Template 
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• Within the Actions pane, click the Add New Custom Report Template link. 

4. With either option the General – Custom Report Template window opens.  Within the 
General Information pane, complete the following fields, required fields are marked 
within an asterisk (*): 

• Report Template Name – type-in the template name, be as specific as possible 
so when your users know what each template is designed for 

• Description – type-in a brief description of the template, your users will see both 
the template name and description when selecting  

• Page Report When Out of Space – click the box to insert a checkmark to allow 
the template to be copied to the next page  if the first page runs out of room.   

! It's important to understand that if the Page Report When Out of Space feature is utilized 

any cells containing report totals/aggregates will display on each page unless you decide 
otherwise. The totals displayed within the cell(s) will not reflect the totals/aggregates for just 
that page but for the report in its entirety.  

• Top Level Data Fill Behavior – click the dropdown arrow to access a list, from 
the list select one of the following options to indicate how CAIRS manages  

o Automatically Determine 

o Duplicate Entire Record 

o New Row Per Record 

5. At this point it is a good idea to save your progress, within the Actions ribbon group 
click the Save button to save your changes and continue working with the template 

Step Two:  Grid Size 

1. The next step is to determine the number of rows and columns within your template, 
within the Grid Size pane complete the following fields, both field are required: 

• Total Rows – type-in the total number of rows for your template  

• Total Columns – type-in the total number of columns for your template 

2. Notice that after you type a number into the field, the appropriate number of row or 
columns appear within the Template Setup pan.   

! Using the Grid Size pane, to add additional rows and columns adds the rows to the 

bottom and the columns to the right. Using the Grid Size pane to reduce the number of 
rows and columns at a later time deletes rows from the bottom and columns from the right 
including any information they contain.  

3. At this point it is a good idea to save your progress, within the Actions ribbon group 
click the Save button to save your changes and continue working with the template 
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Step Three:  Template Goodies 

1. When you highlight a cell or group of cells within the Template Setup pane, the 
Properties – Selected Cells pane becomes available.  This pane allows you to setup 
data and other properties for the cell.  You have a couple of options: 

• The cell can hold a constant value 

• The field can hold a text as well as include data from the work order or trouble 
ticket 

• The field can contain a sum of the value of previous fields.   

• You can design the appearance of the text from bold, italic or underline.   

2. The following options are available within the Properties – Selected Cells pane: 

Cell Text 

Within this field, you can type text to include within the cell.  The text can stand-alone or 
you can add information from the order/trouble or from anywhere within CAIRS to the field 
as well.   

Text that exceeds the length of the cell will overflow into the cell to the right, if that cell does 
not contain any other information.  To keep the text within the original cell, expand the 
column width.   

Data Position 

This determines where the information from the work order appears within the cell if you 
have entered text in the above field.  You have two options, before the text or after the text.   

! No delimiter is placed between the data and the cell text. If you want to separate the data 

from the cell text, place the desired delimiter before or after the text. For example, - Work 
Order Form. To use a space as a delimiter between cell text and data press the space bar 
after or before the cell text. 

Important:  It’s important to know that a cell cannot display alpha numeric information 
simultaneously. If a cell contains text and then has numerical data associated to it as 
explained in Selecting a Data Category, Using Related Table Data and Using Related Field 
Data, the numerical data is converted to text. So for example, if you have a cell with the text 
Date, and want to display the report date, the best option is to associate an adjacent cell so 
that the adjacent cell can display the date as a date instead of as text.  

Data Category 

This field determines where the information you are entering into the field comes from, what 
table in CAIRS holds the information.  The following options are available: 

o None – Use Related Table and Field – this selection requires that you use the 
Related Table Date and the Related Field Data dropdowns to populate the 
cell 
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The following selections remove the Related Table Data and Related Field Data 
fields and replace them with a dropdown specific to your selection.   

* When the data source is the same for a group of connected cells, you can save time by 

assigning properties such as a Data Category to all of the cells at once by selecting a range 
of cells and then setting the cell properties. The cells retain their assigned Data Category 
and can then be assigned additional properties as needed. 

o Report Information – this selection allows you to insert some necessary report 
information such as page numbers, date, time, etc.   

o Work Order Custom Fields – this selection pulls information from the custom 
fields associated to a work order 

o Order Information – this selection pulls information from the work order, for 
example, work order category, account number, subscriber, etc. 

o Connectivity – this selection pulls information from the facilities section of the 
component 

o Equipment and Services – this selection pulls information from the equipment 
and services section of the component, for example, equipment type, cost, 
location, etc. 

o Set Management Component – this selection pulls information from a set 
device 

o Circuit Component - this selection pulls information from a circuit 

o Segment Component -  this selection pulls information from a circuit segment 

o Non Switch Number Component – this selection pulls information from any 
component that does not require a switch, for example, a cell phone 

o Account Management - this selection pulls information from a account  

If you select None, the Related Data fields are removed and replaced with a field name 
specific to your selection or Special Data Value.   

Related Table Data & Related Field Data 

When you select None in the Data Category field these fields become available to allow 
you to associate information outside the scope of the work order.  For example, if you 
select the Subscriber Component, the entire range of fields relating to a subscriber 
becomes available within the Field Data.  The following Related Tables are available: 

o None 

o Work Order/Trouble 

o Circuit Component 

o Segment for Circuit Component 

o Configured Set Component 
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o Non-Switch Directory Component 

o Subscriber Component 

o Account Component 

o General Component 

o Notes for Order/Trouble 

* When the data source is the same for a group of connected cells, you can save time by 

assigning properties such as Related Field Data to all of the cells at once. The cells retain 
their assigned Related Field Data and can then be assigned additional properties as 
needed. 

Data Aggregate Option 

This option allows you to have a total for the cells that contain amounts.  For example, if 
you want to know the total charges for the equipment and services associated to a work 
order, you would select the Sum directly below the last equipment or service field.  The 
following options are available: 

o None 

o Group By 

o Count 

o Sum 

o  Average 

o Minimum 

o Maximum  

o Combine in Cell 

Multiply By 

Use Multiply By to multiply a cell’s contents by a specified number. For example, if a cell 
displays a total or numerical data, by entering a number a 3 in this field, CAIRS multiplies 
the contents by 3.  The Multiply By field can be used to show a percentage-based tax 
amount or fee related to a total, or for any situation in which a numeric value needs to be 
multiplied by a fixed amount. 

Font Size, Font Bold, Italic or Underline 

Use these options to further customize the look of the information that appears in the 
selected cell.   

3. As you make changes to your template, remember to click on the Save button within 
the Actions ribbon group to save your changes and continue working with the 
template.   
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Row and Column Management 

At the top of the General – Custom Report Template window is the Row/Column 
Management tab, this tab allows you to define row properties and well as add and remove 
row and/or columns.   

Row Properties 

It's important to understand that if the Page Report When Out of Space feature is utilized 
any cells containing report totals/aggregates will display on each page unless you decide 
otherwise. The totals displayed within the cell(s) will not reflect the totals/aggregates for just 
that page but for the report in its entirety.  

By utilizing the options within the Row Properties you can decide however, to keep cells 
with the previous data, include a cell(s) data on the first page only or include cell(s) data on 
the last page only. 

The following row properties are available: 

• Keep with Previous Data – This option will keep two or more rows of data together. 
If this option is not checked, then data that is on two separate rows will generate 
independently instead of staying together. First, all of the data for the first row will 
generate, and then the data for the next row will all be generated into the report. 

• Include on First Page Only – select when wanting to see report totals on the first 
page of the report versus the last.  

• Include on Last Page Only – select when wanting to see report totals on the last 
page of the report versus the first. 

• Shrinkable – this options allows the row you have selected to shrink in order to print 
all on the same page 

• Skip if No Data – this options allows the row to be skipped in the final report if there 
is no information contained within the row 

! If you don’t select either Include on First Page Only or  Include on Last Page Only, the 

report totals will be included on every page.  

Shrinkable Rows 

Currently the Custom Report Template does not include a page break preview that adjusts 
or shows where one page ends and another begins as found in many Microsoft Office 
products. Instead, you will create a shrinkable row and utilize print preview to adjust the 
reports page length.  

A shrinkable row is simply an expanded row assigned a Shrinkable property. This row is 
expanded so that its space combined with the space of the existing template cells and 
information equal the height of a printed page. Typically, this row is directly below any rows 
that populate with report data eg. inventory, or a total/aggregate row.  

This expanded row space then is reduced as each additional row of data is added to the 
report. Once this shrinkable space is used up by rows of report data, the report generates 
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an additional page and continues to add rows of data until the shrinkable space on that 
page is used up. In essence, by using a shrinkable row, you determine a fixed page height 
and subsequently determine how much room is available for data before additional pages 
generate. 

So for example, there are 30 inventory items for the report you just created. The first 
inventory item populates within the row you created to populate with the inventory 
information. The next inventory item populates below the first in a newly created row. This 
row is created at the same height as the first inventory row and takes it’s space from the 
space available within the Shrinkable row until no more Shrinkable space exists.  

! If you do not need to print, the use of a Shrinkable row isn’t necessary. If a Shrinkable 

row is not used the report will continue to create data rows until there is no more data, at 
which point the total/aggregate rows will display. The shrinkable row is also not necessary if 
it is not important that some elements of the report are duplicated on each page. The 
shrinkable row is also not necessary if the Page Report When Out of Space option is not 
used. 

To create a shrinkable row, do the following: 

1. Hover your mouse pointer over either the top or bottom border of the farthest left cell 
(the light grey cell) of the row to resize. The pointer icon changes to a single line with 
an arrow above and below. 

2. Left click and hold down the mouse button. Drag the line to increase the row height. 

3. Release the mouse button when the row is at the desired height. 

4. Click the Row/Column Management tab.  

5. Within the Row Properties ribbon group, checkmark the Shrinkable checkbox.  

6. View the effect of the row upon the page size by exporting the custom report 
template to Excel and then choosing print preview. For steps on how to complete 
these two options, see Exporting, Previewing, Printing, Copying and Deleting.  

7. Make any additional adjustments to the page size by repeating steps 1-6 as needed. 

* It can be extremely helpful to have text within a cell after the shrinkable row. This way 

when the report is previewed the text will provide an indicator of what adjustments need to 
be made to the shrinkable area to fit the report within a printable page. Adding report 
information such as a page number, date or time below the shrinkable is one such option. 
For steps on how to add report information, see Report Information. 

Grid Row Actions 

Insert Row Above Selection – within the Template Setup pane, highlight a row by clicking 
the grey block just to the left of the first cell, and click this selection to insert a row directly 
above the highlighted one.  
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Insert Row Below Selection - within the Template Setup pane, highlight a row by clicking 
the grey block just to the left of the first cell, and click this selection to insert a row directly 
below the highlighted one. 

Delete Selected Rows - within the Template Setup pane, highlight a row by clicking the 
grey block just to the left of the first cell, and click this selection to delete the entire row 

Grid Column Actions 

Insert Column Before Selection - within the Template Setup pane, highlight a column by 
clicking the grey block at the top of the column, and click this selection to insert a column 
before the highlighted one. 

Insert Column After Selection - within the Template Setup pane, highlight a column by 
clicking the grey block at the top of the column, and click this selection to insert a column 
after the highlighted one. 

Delete Selected Columns- within the Template Setup pane, highlight a column by clicking 
the grey block at the top of the column, and click this selection to delete the entire column 

Resizing Rows and Columns 

The rows and columns work similar to rows and columns in an Excel Spreadsheet.  
Currently there is no way to reset the column and rows back to the default.   

To resize a single row 

1. Hover your mouse pointer over either the top or bottom border of the farthest left cell 
(the light grey cell) of the row to resize. The pointer icon changes to a single line with 
an arrow above and below. 

2. Left click and hold down the mouse button. Drag the line to increase or decrease 
row height. 

3. Release the mouse button when the row is at the desired height. 

To resize a single column 

1. Hover your mouse pointer over either the left or the right border of the top most cell 
(the light grey cell) of the column to resize. The pointer icon changes to a single line 
with an arrow to the left and right.  

2. Left click and hold down the mouse button. Drag the line to increase or decrease 
column width. 

3. Release the mouse button when the column is at the desired width. 

To resize a multiple rows: 

1. Left click the farthest left cell (the light gray cell) within the initial row that you want to 
resize.  

2. Hold down the left mouse button and drag the pointer to the last row to resize. The 
selected rows highlight.  
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3. Hover your mouse pointer over either the top or bottom border of the farthest left cell 
(the light grey cell) of one of the selected rows. The pointer icon changes to a single 
line with an arrow above and below. 

4. Left click and hold down the mouse button. Drag the line to increase or decrease the 
selected rows height. Notice the height of all selected rows adjust simultaneously.  

5. Release the mouse button when the rows are at the desired height. 

To resize multiple columns: 

1. Left click the top most cell (the light gray cell) within the initial column that you want 
to resize.  

2. Hold down the left mouse button and drag the pointer to the last column to resize. 
The selected columns highlight.  

3. Hover your mouse pointer over either the left or right border of the top most cell (the 
light grey cell) of one of the selected columns. The pointer icon changes to a single 
line with an arrow to the left and to the right. 

4. Left click and hold down the mouse button. Drag the line to increase or decrease the 
selected columns width. Notice the width of all selected columns adjust 
simultaneously.  

5. Release the mouse button when the columns are at the desired width. 

To resize all rows: 

1. Left click the upper most left cell. All cells are selected and highlight. 

2. Hover your mouse pointer over either the top or bottom border of the farthest left cell 
(the light grey cell) of one of the selected rows. The pointer icon changes to a single 
line with an arrow above and below.  

3. Left click and hold down the mouse button. Drag the line to increase or decrease the 
height of all the rows. Notice the height of all the rows adjust simultaneously.  

4. Release the mouse button when the rows are at the desired height. 

To resize multiple columns: 

1. Left click the upper most left cell. All cells are selected and highlight. 

2. Hover your mouse pointer over either the left or right border of the top most cell (the 
light grey cell) of one of the selected columns. The pointer icon changes to a single 
line with an arrow to the left and right.  

3. Left click and hold down the mouse button. Drag the line to increase or decrease the 
width of all the columns. Notice the width of all the columns adjust simultaneously.  

4. Release the mouse button when the columns are at the desired width. 
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Borders 

You can add a border to you entire report, a single column or row, or a group of columns or 
row.  There are several options available within the Grid Lines and Update Border ribbon 
groups.   

Report Border: 

It is recommended that you do not add a border surrounding the outside of the entire report 
until the very end of the creation process. If a double line report border is added before the 
rest of the report is completed and then later a single line border is added to a cell or cells 
contributing to the report border, any double line borders on these cells will be replaced by 
a single line border. Subsequently, when the report is exported or printed the report border 
will be inconsistent, containing both double and single lines.  

To add a border to the entire report: 

1. Left click the upper most left cell. All cells are selected and highlight.  

2. Click the Custom Report Template tab. 

3. From the Grid Lines ribbon group, select the grid line type. 

4. The selected border is applied to the report. 

! Double Line borders appear as a thick single line while viewing the custom report 

template within the Custom Report Template window. To view the double line border, 
export the custom report template to Excel and then choose print preview. For steps on 
how to complete these two options, see Exporting, Previewing, Printing, Copying and 
Deleting. 

Removing a Border 

To remove a border from a cell or selected area: 

1.  Left click and hold down the mouse button within the first cell comprising the 
bordered area.  

2. Drag your mouse to select and highlight any additional cells comprising the bordered 
area. The selected cells highlight. 

3. Click the Custom Report Template tab. 

4. From the Grid Lines ribbon group, select the grid line type None.  

5. From the Grid Lines ribbon group, select the grid line type you want to remove. 

• Left – removes a left border. 

• Right – removes a right border. 

• Top – removes a top border. 

• Bottom – removes a bottom border. 

• All – removes a left, right, top and bottom border. 
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6. The selected border(s) is removed. 

Export/Copy/Delete 

Exporting a Custom Report Template to Excel 

To export a custom report template to Excel: 

1. Save your current template by clicking the Save button within the Actions ribbon 
group.  

2. Within the top menu bar, click the Excel icon.  

3. An Excel spreadsheet opens displaying the template. 

Exporting a Custom Report Template to PDF 

To export a custom report template to PDF: 

1. Save your current template by clicking the Save button within the Actions ribbon 
group.  

2. Within the top menu bar, click the PDF icon.  

3. An PDF opens displaying the template information. 

! The actual report template does not export to PDF. Only the basic template information is 

exported. To export the actual template, use the Excel export option. 

Copying a Custom Report Template 

The Copy feature allows you to create a duplicate of the custom report template. 

To create a copy of the custom template: 

1. Save your current template by clicking the Save button within the Actions ribbon 
group.  

2. Click the Custom Report Template tab.  

3. Within the Template Actions ribbon group, click the Copy button.  

4. The template is copied and the copy opens in a new window. The copied template 
has the name “Copy of  Template Name”. 

! To create multiple copies of the same template you will need to rename either the 

original template or the “Copy of Template Name” template.  

Deleting a Custom Report Template 
 

1. To delete a copy of the custom template: 
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• From the Custom Report Template window, click the Delete button within the 
Actions ribbon group.  

• From the Custom Report Template pane within the CAIRS window, click to 
highlight the template and then click the Delete button within the Menu tool bar.  

2. A pop up appears asking if your sure you want to delete the custom report template.  

3. Click Yes to delete the template or No to cancel the operation.  

XML Editor 
This feature allows you to select an XML file and edit the file before exporting or importing. 
Please contact Unique Communication Solutions technical support for further details.  
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Shortcuts 

1.  By clicking on the CTRL + F11 keys, the main form will move to the top left of the 
primary monitor.   

2.  Back and Forward Arrows - these arrows allow you to navigate between the 
areas of the software that you have accessed since you logged in. Once you close 
the software, the buttons refresh and you start from scratch upon login.   

3.   New – Click the drop-down arrow to access a list of the items that you can 
create, it does not matter where you are in the software, and however, the menu 
option you are currently in appears first in the list.  

4.  Export – Click this button to export the information contained within the 
list pane to a excel, pdf, or tab delimited file.  

5.   Print – Click this button to print the information contained within the list pane 

6.   Delete – When you highlight a record within the list pane and click this button, 
you can delete that record. This option is only available in specific menus.  

7.   Refresh – Click to refresh the information within the list. 

8.   Home – Click on the button to return to the main menu list.  

9. User Favorites – You can add your most frequently visited menu options into 
your favorites. To add a menu, navigate to the menu with the navigation pane, then 
click the User Favorites button and drag and drop the menu item into the list pane. 
You can add any level of sub-menu! 

10.  System Favorites – This is similar to user favorites, however, these favorites 
are system wide, meaning that every user (with proper access rights) can see them.  

Just to the right of the System Favorites icons is a small drop-down arrow, when you 
click the arrow an ‘Add or Remove Buttons’ option appears. This allows you to 
customize what icons you see on your toolbar! 

11. CRTL + C – allows you to copy the information within a row by clicking within the 
row, highlighting the information and pressing CTRL + C on your keyboard.   When 
at the destination, click within the row and press the CTRL + V on your keyboard to 
paste the information.   


