Step by Step Instructions for Finding Diagrams
within EBMS

Here are some tips to effectively pull diagrams from EBMS.
See screenshots below.
When looking for diagrams:

e From your home screen click on "Find Documents" (screenshot 1).

e Once you have clicked on this blue button, click the "Clear" button (next to Search) to
clear all filters. (screenshot 2)

e The best way to find the diagram is by entering the six digit event number which you
can find on the top left corner of your Work Order/Change Order page. (see third
screenshot) six digit number next to the event name. Keep in mind that this is different
to your "Order Number". (screenshot 3)

e You can also enter the Event Name within the "Event" box. (screenshot 4)

e Another option is to type Diagrams within the "Description" box as well as entering the
date within the "Start Date - Event/Job" box.

After your diagram PDF description pops up, right click on it, hover over "View" and then click
on "View Document". From here you can open the diagram and print it.
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