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Functional Area — Address Book

The Address Book functional area of the Utility Module allows contact information to be added
about people or organizations that are involved with a project. There are two types of contacts
defined in the Address Book functional area.

Internal User is defined as any user who has a RACF user id. This includes consultants who do
business for FDOT. The RACF id is a 7 character username used to log into the FDOT mainframe.

External User is defined non-FDOT staff or organizations, such as a user who registers for an
ISA user account.

NOTE: Privileges to Add, Edit or Remove Contacts is granted under the Address Book module.

The Address Book functional area is accessible two ways. The first is at a Project Level which
allows the user to view the Address Book functional area along with all the other functional areas
for one specific project. This view is restricted to only internal users. The second is at a System
Level which allows the user to view the Address Book functional area for multiple project at once.
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Project Level Access

All Address Book entries at this access level are for one specific project. The specific project is
identified in the title bar for the Project Info module.

1. Select the Utility module from the Module Menu. Then Utility module will appear with
all functional areas collapsed

2. Click the Address Book bar to expand.
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Project Level Access — Internal Contacts

Create Address Book Entry for Internal Contact

Because PSEE already has information related to these Contacts, only the contact and their type will need
to be selected.

1. Click “Add Internal Contact” link.

2. Complete the entry form. & indicates the field entry is required for creation.

3. Click Save.

Edit Address Book Entry — Internal Contact

1. In the Internal Contacts submodule of the Utility Module, Select “Edit” next to existing
contact needing modifications.

2. Update with the correct Contact Type.

3. When all changes have been made, click save.
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Remove Address Book Entry — Internal Contact

1. In the Internal Contacts submodule of the Utility Module, Select “Remove” next to
existing contact needing modifications.

2. Confirm the removal.

View Address Book Entry — Internal Contact

1. In the Internal Contacts submodule of the Utility Module, Select “+” next to existing
contact to expand.

2. When expanded, you can see the details of the user.

If you click on the email address, a blank email will open using your default email service.

Note: The phone number displayed is from enterprise systems such as Active Directory
(Consultants) and PeopleFirst (Career Service/SES/SMS). If a phone number is incorrect that
person can visit Employee Search on FDOT’s Enterprise Information Portal. They should
search for themselves, and then follow the screen directions to request an update of their
information.



http://webapp01.dot.state.fl.us/EnterpriseInformationAssets/FDOTEmployeeSearch/
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Project Level Access — External Contacts

Create Address Book Entry for External Contact

When creating an External Contact you will need to provide the detailed information for this
contact. You are required to provide the name plus at least one form of communication for the
contact (phone, email address, mail address).

1. Click “Add External Contact” link.

2. Complete the entry form. A
indicates the field entry is required
for creation.

Begin typing the first and/or last name
of the contact. If this contact has been
previously used in PSEE a list of
potential matches will appear.
e [f your contact is on this list, select
their name from the drop down.
The information previously entered
about them will appear.
e If your contact is not on the list,
continue typing their full name and then proceed with filling out the information.

The Organization (optional) is the Business, Governmental Agency or Group this contact
may be associated with. Begin typing the name and previously entered information will
appear. If the organization has already been entered, select it from the list. If not, continue
adding information about the Organization.

3. Click Save.
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Edit Address Book Entry — External Contact

Keep in mind this contact information may be shared among projects and districts. A change to
details, such as phone number or email, will be visible in other projects and districts.

1. In the External Contacts submodule of the Utility Module, Select “Edit” next to existing
contact needing modifications.

2. Make necessary modifications. And Click Save.

Remove Address Book Entry — External Contact

Keep in mind this contact information may be shared among projects and districts. A change to
details, such as phone number or email, will be visible in other projects and districts.

1. In the External Contacts submodule of the Utility Module, Select “Remove” next to
existing contact needing modifications.

2. Confirm the removal.
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View Address Book Entry — External Contact

Keep in mind this contact information may be shared among projects and districts. A change to
details, such as phone number or email, will be visible in other projects and districts.

1. In the External Contacts submodule of the Utility Module, Select “+” next to existing
contact to see more details.

2. If this external contact is associated with other Projects in PSEE, there will be a note at the
bottom of the screen. Click the See Projects link to see the other Projects.

Displays the list of other projects the external contact is associated with in PSEE.

3. Click Hide Projects to close the Project List.
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System Level Access

Address Book entries at this access level are grouped by functional area and can be for multiple
projects. Both Internal and External users have access to this view within the Utility Module, with
the exception that External Users can only see those entries for the UAO they are associated too.

1. Select Utilities button from the system toolbar.

MONTHLY CREATE A MY RUN
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2. The Utility toolbar will appear. Select Address Book button.

PsM UTILITY ADDRESS
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Search Address Book Entries

1. Enter the Contact Name, Type, Project, and whether the contact is Internal, External or
ISA.

2. Click Search.
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