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1. Introduction
This user guide will instruct users on how to update Announcements and User Account information from the Energy Dashboard Application. 
1.1 Purpose
The Energy Dashboard Application User Manual is intended for End-Users.

1.2 Related Documents 
The following related documents for the Sample Application are available:
1.3 Conventions
Throughout this user manual, the following conventions are used:

Note: To specify something that should be taking into account.

Warning: To alert about something that could produce an undesirable effect.

Reference: A cross-reference to another part of the document.

1.4 Contacts
Note: Before reporting an error, please look first for a solution in the section 3 Troubleshooting in this manual. 

For getting assistance or reporting an error, please contact:

Email: DGSHELPDESK@dgs.ca.gov 
Phone number: (800) 375-HELP(4357) 

For better assistance, please have at hand the following information:

· System affected (this system).

· Page/Site affected.

· Option where problem is occurring.
· Error message or undesirable behavior.

1.5 Sections in this Manual
This manual is divided into the following sections:

1. Introduction: This section.

2. Getting Started: Instructions about how to start using the application.

3. Procedures: General Usage Instructions.
4. Troubleshooting: Recommendations for solving most common issues.

2. Getting Started
Before getting started you will need access to an Internet Browser such as Mozilla Firefox, Google Chrome, or Internet Explorer.

Note: IE7 and below is not supported in the admin interface. All other browsers are compliant with HTML5.
2.1 Login XE "Login"  
For getting started with the application, follow the steps below:

1. Open a web browser

2. Navigate to the following URL in your browser(Or click the link below):
http://cec-energydashboard.dgs.ca.gov/ 

3. A login dialog should appear.
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4. In the login dialog, enter the credentials supplied to you via email.  If you do not have an account please contact DGSHelpdesk@dgs.ca.gov 
Press Login.

2.2 Basic Procedures
As a building administrator you will have access to administration panels that will enable you to navigate and change settings on the Large Display for your building. 
Main Menu 

This page is the main hub which contains links to navigate around the Energy Dashboard.  You can always return to the menu by clicking the house icon.  
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Building Information
This page allows you to view/ edit of all Buildings in the dashboard.  












View Screen:
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Edit Screen:

You may edit the given building information by clicking on the “Building Number”. You will be presented with a form that will let you edit the building Information.  

When you are satisfied, click the “Save” button.  You will now see your information on the large display and on the view screen. 
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Announcements
This page allows you to view/edit the announcement for your currently assigned building.  

View Screen:
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Edit Screen:

You may edit the current announcements by clicking on the “Pencil icon”.  You will be presented with a form that will let you edit the currently selected announcement.  

When you are satisfied with the changes, click the “Save” button.  You will now see your information on the large display and on the view screen.
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Note: If you are not seeing your announcements, or they appear to not be for your building.  Please refer to the Troubleshooting section.
Update Profile

This page allows you to update your user information.  You can update your User Name, First Name, Last Name, Email, and Building assignment for the user.

[image: image8.png]User Name: [EnergyAdmin

First Name: [mike

Last Name: [patierson

Email [michael patterson@dgs

Building: | Energy Commission v
Update | | Cancel

Conditions of Use






When you are satisfied with the changes, click the “Update” button.  Your user account information has now been updated.
Change Password
This page allows you to update your password from the initial auto-generated password that was emailed to you when you gained access.  
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When you are satisfied with the changes, click the “Save” button.  Your user account information has now been updated.
Note: If you have forgotten your password, please contact the DGSHelpDesk@dgs.ca.gov (916)-375-HELP(4357).
 XE "Connecting to a module" 
3. Troubleshooting

3.1 Issues 
The following table provides a list of common issues and possible actions to solve them. Please look for a solution to your problem here before contacting DGSHelpDesk@dgs.ca.gov.

	Issue
	Description
	Troubleshooting

	1
	Large Display not being displayed
	Attach wireless Keyboard/Mouse

Refresh browser (F5)

	2
	Not seeing the right announcements on the announcements page?
	Check User Profile page and confirm your building.


Check expiration date of announcement 

	3
	Large Display is black.
	Refer to Section 3.2 Rebooting the Display

	4
	Building has lost Wifi Connectivity (Page not Found) or  (Page cannot be displayed)
	Attach wireless Keyboard/Mouse
 
Refresh Browser (F5)

Shut Down PC

Report to DGS if problem persists

	5
	Display showing PC Desktop
	Launch Display from desktop Icon


3.2 Rebooting the Display
At times the display may appear completely black with no input.  If this happens you will need to restart the PC.  Below is a diagram of the PC Panel and Monitor Panel, which can be found on the rear-left side of the display. 


	PC Panel (Black)
	Monitor Panel (Grey)
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Below are the steps to reboot:
	Step
	Description
	Button

	1
	Press the PC Restart button.

If PC restarts then you are done.  The PC will automatically log-in and launch the display page upon restart.
	[image: image12.png]




	2
	If the PC does not restart, then press and hold the PC Power Button. 
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	3
	After the PC has shut down press the PC Power Button again to reboot.
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	4
	PC will automatically log-in and launch the display page upon restart.
	


If you are unable to resolve your issue from the troubleshooting section, please contact the DGS Help Desk.

Phone: (916) 375-HELP(4739)

         Email:  DGSHelpDesk@dgs.ca.gov
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