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Introduction

Welcome to the SUSTAIN Administrator's Guide.  As you know, SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  The heart of all SUSTAIN based information systems is the data dictionary.  The data dictionary, which is different for each SUSTAIN “edition,” provides you with a pre-defined database to use as the starting point when designing the information system that best serves your individual needs.

We say starting point because SUSTAIN's data dictionary was designed to be modified and/or supplemented by you, the user, rather than only by us, the software vendor.  This freedom, to tailor your SUSTAIN information system’s database, is perhaps the single most important factor contributing to your ability to design, develop, and successfully implement an information system that will meet your individual needs.

In addition to providing a comprehensive, “edition-specific,” data dictionary and collection of database tailoring tools, your SUSTAIN software package includes one or more SUSTAIN Managers and may include one or more SUSTAIN Assistants and/or Service Providers.  The SUSTAIN Managers are the platforms upon which your information system will be built.  Each Manager including, but not limited to, the Person Manager, Group Manager, Case Manager, Item Manager, and Site Manager is designed to allow you complete control when managing your person, group, case, item, and/or site oriented databases.

The SUSTAIN Assistants and Service Providers, available as optional components, complement and/or enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Service Provider was designed with each of the others in mind, all of your SUSTAIN software works together to form a single, consistent, integrated information system.

This manual is designed for SUSTAIN System Administrators and covers those functions and features that govern SUSTAIN's look, feel, and behavior.  In general, the illustrations and examples used throughout this manual have been based on the SUSTAIN data dictionary and concentrate on the use of the SUSTAIN Person Manager.  However, please keep in mind that all SUSTAIN Managers work in exactly the same way. The only difference is the orientation of the SUSTAIN database being managed.

It should also be noted that SUSTAIN is constantly being revised and enhanced. This, coupled with the fact that you may customize SUSTAIN’s look and feel to meet your specific functional and aesthetic requirements, may cause some illustrations used in this manual to appear slightly different from your system.  

Conventions Used In This Guide

Except when used in the title of a chapter, heading, index, or in a note to the reader, all function key names, menu names and commands will appear in bold black type and all caps (ex. FILE, F9, PRINT.)  To differentiate between a file name, menu name, or a command, look at the context surrounding the word.  For example, if we ask you to choose COPY from the EDIT menu, then the command is COPY and the menu that command can be found in is the EDIT menu.  

Important notes or suggestions will appear in bold, blue type, preceded by the word “NOTE,” as shown in the example below: 

NOTE:  Colors used in the illustrations in this guide may differ from those found in your system. 

Chapter One:

System Administration

SYSTEM ADMINISTRATION LOGIN

From your desktop, double-click on the icon titled “SUSTAIN System Administration.”  A dialog box will open as shown in the illustration below.
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Select or enter your User ID, enter your password, (which for the training database is letmein), and click OK.  The SUSTAIN System Administration desktop will display as shown in the following illustration.

[image: image2.png]Fle Settings Utiiies Help

Platforn: Enterprise
License Number: 1996999999
License Name: SUSTAIN Technolagies. Inc.

Close

Mansger Ticernsed Used  Distibuted]
[Case Manager 9 & 0 L
[Group Manager 9 s o O
litem Manager 9 6 0 o
[Assistarts Licersed Used_Ditibuted]
Recount Summary (] 30 4]
[Automatic Assessment ] 27770
[Cash Disbursements 9 2 o |
[Cash Receipts/Deposits 9 2 0
[Cash Reconciliation 9 2 0
[Conflict/Absence Management 9 2 0
[Data Entry Grids 9 2 0 4

-Demains
[Training [TRAIN]

New. Maodily. Remove

- System Users-

[System Administrator [SYSTEM]
[User [USER]

New. Maodily.

Remove





If you have entered an incorrect User ID or Password, an error message will appear.  If this occurs, click OK, correct your User ID and/or Password and click OK again.   

File Menu
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Exit  Choose this command to leave SUSTAIN System Administration.

Settings Menu

[image: image4.png]



System  Accesses the System Settings dialog box, which allows you to change the System password. 

Utilities Menu
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DDF Copy  Allows you to synchronize data dictionaries.

Help Menu
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Contents  Displays a listing of topics covered by the help system. 

Search For Help On  Choose this command to locate help on a specific topic.  

How To Use Help  Choose this command to learn more about the operation of help systems.

About SUSTAIN System Administration  Provides various information about SUSTAIN System Administration, including version number, copyright information, system resources, memory available, system location and User ID.  The SYSTEM INFO command button found in the About SUSTAIN System Administration dialog box provides information about the current engine’s DLLs, and their respective file date and time.

Command Buttons

[image: image7.png]


  Allows you to add Domains and/or System Users.

[image: image8.png]


  Allows you to make changes to Domains and/or System Users.

[image: image9.png]


  Allows you to delete Domains and/or System Users.
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  Allows you to exit the application.

License Lists & Licensing

The Licensing portion of the System Administration desktop provides information about the SUSTAIN products your Organization has purchased.  The first of these three sections specifies the SUSTAIN platform you have licensed, your Organization's license number and name, as shown in the illustration below.
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There are three platforms currently available. Personal (single User/single Domain/multiple Organizations), Work Group (multiple Users/single Domain/multiple Organizations), and Enterprise (multiple Users/multiple Domains/multiple Organizations.)
The second and third of the three licensing sections provide information about the types and number of SUSTAIN Managers and Assistants licensed by your Organization as well as how many have been assigned to Users, as shown in the following illustration. 
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DomainS & System Users Lists

The Domains section of the System Administration desktop displays a list of available Domains and allows you to create, modify, or remove Domains from the list by using the NEW, MODIFY, and REMOVE command buttons, as illustrated below.
[image: image13.png]



The System Users portion of the desktop allows you to add, modify or delete System Users, by using the NEW, MODIFY, and REMOVE command buttons, as illustrated below.
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Creating New Domains

A Domain is a collection of SUSTAIN Organizations.  An Organization is a collection of database files, designated to manage persons, groups, cases, items, or sites.  To create a new Domain, click on the NEW command button, found in the Domains List portion of the SUSTAIN System Administration Desktop.  A dialog box will open, as shown in the following illustration.
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Enter a Domain ID, Name, Location, Password, and Domain Type for the new Domain.  The Location, which defaults to the directory where SUSTAIN is installed, should include the drive letter and directory path where you wish the Domain database files to be stored.  

The Domain Type is used to group Domains together and prevent access to Domains of one type from Domains of another type.  The primary use of this occurs in situations where the user may wish to have a training or tutorial database separate from their production database.  Doing this builds a wall between the Organizations in the tutorial and production database.  If a user logs into a database of one type, the system will not provide access to databases of another type.

Because SUSTAIN allows one database to maintain copies of data from another database, you must specify how SUSTAIN should translate codified fields related to those copies.  To do so, use the Related Database Reference/Code Lookup combo box to specify if SUSTAIN should translate codes based on the Current Database's Code and Reference Tables (i.e., the database the copies are stored within) or the original Database's Code and Reference Tables (i.e., the database where the data originated).

SUSTAIN supports the definition of both “local” and “remote” Domains.  Local Domains are those that are housed within your Organization's computing environment and are always directly accessible.  Remote Domains are those that are housed elsewhere and are not directly accessible.  If the Domain should be considered Remote, click on the Remote Empty or Remote Full option button and enter a Remote Address in the Remote Address text box.  

The Remote Empty option button, if selected, indicates to SUSTAIN that you do not want to create the new Domain's database files.  Remote Full, if selected, indicates to SUSTAIN that you would like to create the new Domain's database files. 

At this point in Domain definition, you must decide if you wish to complete the definition, abort the definition or install the new Domain's database files by entering an Empty File Location and clicking INSTALL.  If you are defining a remote Domain or a local Domain but do not wish to create the Domain's database files at this time, click SAVE.  If you wish to abort the entire Domain creation process, click CANCEL.  If you are defining a remote Domain or a local Domain and do wish to create the Domain's database files at this time, proceed to the Empty Files Location textbox.  The Empty Files Location textbox defaults to the location where SUSTAIN, when installed, created a set of empty database files.  To complete the creation of your new Domain, accept this default location, enter a new location, or click LOCATIONS to select a location.  After a location is selected or otherwise entered, click INSTALL.

Modifying Existing Domains

To make changes to an existing Domain, select a Domain from the Domain list, and click the MODIFY command button.  A dialog box will open, as shown in the following illustration.
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Enter a Domain ID, Name, Location, Password for the modified Domain and a Domain Type.  The Location, which defaults to the directory where SUSTAIN is installed, should include the drive letter and directory path where you wish the Domain database files to be stored.  

The Domain Type is used to group Domains together and prevent access to Domains of one type, from Domains of another type.  The primary use of this occurs in situations where the user may wish to have a training or tutorial database separate from their production database.  Doing this builds a wall between the Organizations in the tutorial and production database.  If a user logs into a database of one type, the system will not provide access to databases of another type.

Because SUSTAIN allows one database to maintain copies of data from another database, you must specify how SUSTAIN should translate codified fields related to those copies.  To do so, use the Related Database Reference/Code Lookup combo box to specify if SUSTAIN should translate codes based on the Current Database's Code and Reference Tables (i.e., the database the copies are stored within), or the original Database's Code and Reference Tables (i.e., the database where the data originated).

SUSTAIN supports the definition of both “local” and “remote” Domains.  Local Domains are those that are housed within your Organization's computing environment and are always directly accessible.  Remote Domains are those that are housed elsewhere and are not directly accessible.  If the Domain should be considered Remote, click on the Remote Empty or Remote Full option button and enter a Remote Address in the Remote Address text box.  

The Remote Empty option button, if selected, indicates to SUSTAIN that you do not want to create the new Domain's database files.  Remote Full, if selected, indicates to SUSTAIN that you would like to create the new Domain's database files. 

Once all modifications have been made, click SAVE to apply or CANCEL to abort.

Removing Existing Domains

Select the Domain you would like to delete from your system and click the REMOVE command button.  SUSTAIN will prompt you to confirm the removal.  If you wish to remove the Domain from the system, click YES.  If you do not wish to delete the Domain, click NO.

Creating New Users

To create a new User, click the NEW command button below the System User list portion of the desktop.  This will access the New System User Window, shown in the following illustration.
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Enter the User ID and Name of the User you wish to add.  Use the combo boxes to enter or select a default Domain and Organization.  The Account Number field is/may-be used by those SUSTAIN components which automatically charge a User for access to SUSTAIN.  For example, the eMail Server component of SUSTAIN eCourt can be directed to automatically charge the account number specified for electronic filings.  The disabled checkbox is discussed in the section “Removing or Disabling Existing Users,” found later in this chapter.

Use the scroll bar to move through the lists of Logins, Managers, and Assistants.  Enter the number of logins the User will have for each individual SUSTAIN Manager/Assistant.  If you assign a User multiple logins, then that User may be logged into SUSTAIN multiple times, either from multiple workstations or multiple times from the same workstation.  If you assign a User only one login, that User will only be allowed to login to SUSTAIN a single time.  The Login boxes are equipped with spin buttons that allow you to scroll rapidly through the number of logins.  To activate this feature, place your cursor inside one of the Login cells and double-click.

Enable the SUSTAIN Assistants the User should be able to access.  Use the scroll bar to move though the list of Assistants.  To enable an Assistant click on the gray, square box in the column marked “Enabled.”  If enabled, the feature will have a red checkmark in it.  If the Assistant is disabled, the box will not contain a check.  If you make a mistake or wish to disable the assistant, click on the box again and the checkmark will be removed.

Modifying Existing Users

To modify an existing User, select a User from the list of System Users and click the MODIFY command button.  You may also double-click on the User's name.  Either of these actions will open the Modify System User Window, shown in the following illustration.
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To change a Name or User ID, enter the new information in those fields.  To change the default Domain or Organization you may enter a new code or select one from the drop-down list. To modify the account number enter the new number.  To disable the User’s ID, check the Disabled box.  

To make changes to the number of logins the User has for each particular manager, select the manager and enter the new number of logins in the Login column.  The Login boxes are equipped with spin buttons that allow you to scroll rapidly through the number of logins.  To activate this feature, place your cursor inside one of the Login cells and double-click.

Enable the SUSTAIN Assistants the User should be able to access.  Use the scroll bar to move though the list of Assistants.  To enable an Assistant click on the gray, square box in the column marked “Enabled.”  If enabled, the feature will have a red checkmark in it.  If the Assistant is disabled, the box will not contain a check.  If you make a mistake or wish to disable the assistant, click on the box again and the checkmark will be removed.

Removing or Disabling Existing Users

The disabled checkbox, found to the right of the User ID textbox in the New System User window, gives you the option of not allowing a User ID to show up in the drop-down when logging in without having to remove the User ID from the system.  This is important because you don’t want to delete a user who no longer works for you because their User ID may be on Audit records, receipts, and file tracking records.  Disabling the User ID will, in effect, "get it out of the way" for all practical purposes.  We also recommend that they be assigned to a User Group with no Rights.

To remove an existing System User, select the User name you wish to delete and click the REMOVE command button.  SUSTAIN will prompt to confirm the removal.  If you wish to remove the User record from the system, click YES.  If you do not wish to delete the User, click NO.  

Click the CLOSE command button to exit SUSTAIN System Administration.

Chapter Two:

Domain Administration

Domain ADMINISTRATION LOGIN

From your desktop, double-click on the icon titled “SUSTAIN Domain Administration.”  A dialog box will open as shown in the illustration below.
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Select or enter your User ID and Domain.  Enter your password and click OK.  The SUSTAIN Domain Administration desktop will display as shown in the following illustration.  
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If you have entered an incorrect User ID, Domain, or Password, an error message will appear.  If this occurs, click OK, correct your User ID, Domain, and/or Password and click OK again.   

File Menu
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Exit  Choose this command to leave SUSTAIN Domain Administration.

Settings Menu
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System  Choose this command to access the System Settings dialog box.  For more information on this topic, please see the section entitled “System Settings,” found later in this chapter.

NOTE:  Commands other than SYSTEM listed in the SETTINGS Menu reflect the various SUSTAIN Assistants your Organization has licensed; therefore, the commands in this menu vary.  For more information on the operation of your SUSTAIN Assistant(s), please consult your SUSTAIN Assistant(s) Guide(s).

Utilities Menu
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Rebuild Audit  Choose this command to rebuild audit records.  

Redo Data Exchange  For more information on the Redo Data Exchange command, please consult the SUSTAIN Data Exchange Guide.

Redo Field Derivations  Allows you to synchronize database files so that previously created files have the same field derivations as newly created files. 

Install New Version  Choose this command to install a newer version of SUSTAIN.

NOTE:  Other commands listed in the UTILITIES Menu reflect the various SUSTAIN Assistants your Organization has licensed; therefore, the commands in this menu vary.  For more information on the operation of your SUSTAIN Assistant(s), please consult your SUSTAIN Assistant(s) Guide(s).

Help Menu
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Contents  Displays a listing of topics covered by the help system. 

Search For Help On  Choose this command to locate help on a specific topic.  

How To Use Help  Choose this command to learn more about the operation of help systems.

About SUSTAIN Domain Administration  Provides various information about SUSTAIN Domain Administration, including version number, copyright information, system resources, memory available, system location and User ID.  The SYSTEM INFO command button found in the About SUSTAIN Domain Administration dialog box provides information about the current engine’s DLLs, and their respective file date and time.

Command Buttons

                              [image: image25.png]


   Allows you to exit the application.

[image: image26.png]


  Allows you to access a list of Users, their Passwords, and their User Group. 
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  Allows you to access the User Groups and Rights Window.
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  Allows you to access the File Locations Window.

Domain & Password

This section of the SUSTAIN Domain Administration Desktop displays the name of the Domain you are currently working within, as shown in the following illustration. 
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To access the Organizations found in the Organizations List, you must first enter your Password, (which for the tutorial database is letmein), in the Password box, as shown in the illustration below. 
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Organizations List

This section of the SUSTAIN Domain Administrator's Desktop shows a list of available Organizations and allows you to create, modify, or remove Organizations from the list by using the NEW, MODIFY, and REMOVE command buttons, as shown in the following illustration.
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System Settings

The System Settings dialog box allows you to set various system parameters.  After highlighting an Organization and entering its password, select SYSTEM from the SETTINGS menu.  The System Settings dialog box will open, as illustrated below. 
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The Database Updates tab of the System Settings dialog box allows you to control the way in which SUSTAIN manages your database.  The Enable Transaction Integrity checkbox causes SUSTAIN to enable the underlying database management system's “begin transaction/end transaction” processing.  

Enabling Transaction Integrity is beneficial for several reasons.  For example, if you were adding a Scheduled Event, SUSTAIN would be performing several transactions (i.e., updating the folder, the calendar, audit, etc.).  If something should happen to interrupt these transactions, such as a power failure, and SUSTAIN was unable to complete them, enabling the Transaction Integrity checkbox would allow SUSTAIN to complete the transaction it had already begun.  Conversely, if the power went off during a transaction and the Enable Transaction Integrity checkbox was unchecked, SUSTAIN would not complete the transaction.  To enable transaction integrity, place a check in the checkbox.  To disable transaction integrity, remove the check.

The Lock Retry In Seconds spin buttons refer to the length of time SUSTAIN will attempt to open a locked record.  In the previous illustration, the Lock Retry is set at 60 seconds; therefore, SUSTAIN will continuously retry a locked record, (i.e., in use by another user), for 60 seconds before displaying the locked record error message.  Use the spin buttons to set the length of time SUSTAIN will continue to access a locked record before displaying an error message.  

The Lock Resubmit Times spin buttons, refer to the number of times SUSTAIN will attempt to open a locked record.  In the previous illustration, the Lock Resubmit Times is set at 3; therefore, SUSTAIN will retry a locked record, (i.e., in use by another user), 3 times before displaying the locked record error message.  Use the spin buttons to set the number of times SUSTAIN will continue to access a locked record before displaying an error message.  

The Enable One Second Delay Between Retries checkbox allows you to have a one second pause between retries of a locked record.
The Log Successful Retries checkbox allows you to keep track of the number of successful retries of a locked record.
The New Window Option tab of the System Settings dialog box, shown in the following illustration, allows you to enable users to open a new window for each new file, record, or browse that they access.
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Checking these boxes will cause the command NEW WINDOW to appear in the FILE, RECORD, and/or BROWSE menus of SUSTAIN.  The benefit of creating a window for each file, record, and/or browse that you open is that it enables the users to compare information.  The drawback is that the more windows are open, the larger the draw on system resources. 

The Data Exchange tab of the System Settings dialog box, shown in the following illustration, allows you to choose to perform Data Exchange and to pick which type of Data Exchange to use.  
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Add a checkmark to the “Do Data Exchange” checkbox to enable data exchange and choose a Data Exchange delivery method by clicking on one of the three option buttons. 

NOTE:  For more information on Data Exchange Delivery Method, please consult the SUSTAIN Data Exchange Guide.

The File Cross Reference Edit tab of the System Settings dialog box, shown in the following illustration, allows you to determine how SUSTAIN will edit a record it is cross-referencing.
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For example, if you chose the option “None” and enter a cross-reference record to an invalid File ID, you would receive no warning.  If you chose the option “Warning if not Found,” SUSTAIN would prompt if it could not locate a valid File ID to cross-reference, but will allow the record to be added.  If you chose “Error if not Found,” SUSTAIN would respond with an error message each time you attempted to add an incorrect cross-referenced record.

The Security tab of the System Settings dialog box, shown in the following illustration, allows you to hide secured entities.  

[image: image36.png](Dtabare Updees Y ew Windon Opton G Evcharge
(Suspendsdige lew Fieindon YPefomance

Fie Cioss Reference Eat Securty) ocounting Setings

Secuty

X Hide secured entities
[~ Use Obiect Signing Exit
X Enable Sealed Files.

Save Cancel





Secured entities that are hidden will not be visible.  Secured entities that are not hidden will appear to users as a record that is “asterisked out” (********).  To hide secured entities, check the Hide Secured Entities checkbox.

The Use Object Signing Exit checkbox refers to the “Sign” checkbox in Object Linking & Embedding.  SUSTAIN supports it's own method of capturing “digital signatures,” associated with OLE objects.  If the Object Signing Exit is enabled, SUSTAIN will use site-specific logic (i.e., a site developed and supplied DLL) rather than it's own logic when capturing signatures.

The Enable Sealed Files checkbox concerns file level security.  If enabled, this checkbox causes SUSTAIN’s Engine to respect the presence of “Seal” entities on Files (i.e., Cases, Persons, etc.).  You can add a “Seal” record to a case, then put security on it.  It can have a Security Group and or 20 User ID’s and/or Passwords.  When you want to access a file, you use the Set Password.  You provide SUSTAIN with the password for the file you want to access and SUSTAIN saves the password and lets you access a file.  If you need to access another file with a different password, you use the Set Password function again.  For more information on sealing files, please see Chapter Four of your SUSTAIN User’s Guide.

The Accounting Settings tab of the System Settings dialog box, shown in the illustration below, allows you to choose a start date for your organization's fiscal year and to set the number of accounting periods in a year.  
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You may enter a start date for your fiscal year in three ways.  You may enter a date in the textbox, you may double-click inside the textbox and use the spin buttons to rapidly scroll to a date, or you may use the Date Selection box.  For more information on using the Date Selection box, please see your SUSTAIN User's Guide.

Use the spin buttons to set the number of periods in your organization's fiscal year.

The Suspended Age tab of the System Settings dialog box, shown in the following illustration, allows you to exclude overlapping days when SUSTAIN calculates suspended age.
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If you have Status records and they are flagged in the code table to suspend age, then when SUSTAIN calculates suspended age and there is more than one Status record and their date ranges overlap, this checkbox allows you to decide whether you want the overlapping days to be excluded.  For example, if you have one Status recorded that says the file was suspended from January 1st - January 10th and another Status record that says the file was suspended from January 5th - January 10th, then would the suspended age be 10 days or 15 days.  This setting asks if you should exclude the days that overlap.

The New File Window tab of the System Settings dialog box, shown in the following illustration, allows you to specify additional fields that will appear in a New File Window.
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This allows you to enter much of the file information without opening a file, which in turn, enables you to continue adding multiple files.  Use the VIEWS command button to create or select a view that will determine which additional fields will be displayed.  Use the FILTERS command button to specify which Filter, if any will be applied when new files are added.  For more information on Views and Filters, please see the section “Views” and the section “Filters” found in Chapter Three: Setup. 

The Performance tab of the System Settings dialog box, shown in the following illustration, allows you to control certain aspects of SUSTAIN’s performance.
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Btrieve supports the retrieval of multiple records at one time and in some environments this may increase SUSTAIN’s performance.  The Enable Extended Operations setting indicates that SUSTAIN should take advantage of this Btrieve feature.

Enable Extended Operations may be used to increase performance by allowing the Engine to stay in control longer,  rather than returning control to the user-interface after each read of the database.  However, while the Engine is in control, the User cannot, for example, cancel a long running Browse.  The Read Limit in Seconds setting tells the Engine how often to return control back to the user-interface.  Increasing the setting will also affect the behavior of some of the progress counters the User sees.
Once all your System Settings selections have been made, click SAVE to process or CANCEL to terminate your request.

Creating New Organizations

An Organization is a collection of database files, designated to manage persons, groups, cases, items, or sites.  To create a New Organization click on the NEW command button, found in the Organizations portion of the SUSTAIN Domain Administration Desktop.  A dialog box will open, as shown in the following illustration.
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Enter an Organization ID, Manager Type, Name, and Organization Location for the new Organization.  

The Organization Location which defaults to the directory where SUSTAIN is installed, should include the drive letter and directory path where you wish the Organization database files to be stored.  In this example the Location defaults to <DOM>.  This is shorthand for the Domain Location specified in System Administration for the Domain in which you are creating the new Organization.  For example, if the Domain is TRAIN, and its Domain Location is set to c:\susdata\train, then an Organization Location of <DOM>neworg would be the same, c:\susdata\train\neworg.  In addition if you look in the File Directory for the NewOrg you will see paths like <DOM><ORG>casent that in our example equate to c:\susdata\train\neworg\casent.  <DOM> is a shortcut for the Domain Location specified in System Administration while <ORG> is a shortcut for the Org Location specified in Domain Administration.  By using the shortcuts, you can move the entire Domain, and/or Org, to a different location and not have to change the well over 100  paths in the File Directory for Org/Orgs.
The Code Prefixes textboxes and the Required checkbox limit which codes will be valid for the Organization you are working with.  For example, if you choose to enter a code prefix such as “A,” the codified drop-down list boxes would only list those codes beginning with “A;” however, SUSTAIN would allow you to enter any code manually.  If you entered the code prefix “A,” and checked the Required checkbox, SUSTAIN would not accept the entry of any code that did not begin with the prefix you selected.

At this point you must decide if you wish to complete the definition, abort the definition by clicking or install the new Organization's database files.  If you are defining a new Organization but do not wish to actually create the database files at this time, click SAVE.  If you are defining a new Organization and do wish to create the database files at this time, you must choose an Empty File Location.  The Empty File Location textbox defaults to the location where SUSTAIN, when installed, will create a collection of empty database files.  To complete the creation of your new Organization, accept this default location or enter a new location.  After a location is selected, click INSTALL.  If you wish to abort the entire Organization creation process, click CANCEL.

Modifying Existing Organizations

To modify an existing Organization, first select an Organization from the Organizations List.  Click on the MODIFY command button.  The Modify Organization dialog box will open, as shown in the following illustration. 
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You may change the name, code prefix and/or the Required checkbox and location.  The Code Prefixes textboxes and the Required checkbox limit which codes will be valid for the organization you are working with.  For example, if you choose to enter a code prefix such as “A,” the codified drop-down list boxes would only list those codes beginning with “A;” however, SUSTAIN would allow you to enter any code manually.  If you entered the code prefix “A,” and checked the Required checkbox, SUSTAIN would not accept the entry of any code that did not begin with the prefix you selected.  Click SAVE to keep and process your changes, or CANCEL to discard them.

Removing Existing Organizations

To remove an existing Organization, select an Organization from the Organizations List and click the REMOVE command button.  A message box will display prompting you to confirm the removal.  If you wish to delete the Organization from your system, click YES.  If you do not wish to delete the Organization, click NO.

File Locations

The purpose of the File Locations Window is to tell SUSTAIN exactly where each database file is located.  To access the File Locations Window, select an Organization from the Organizations List, enter its password, and click on the FILE LOCATIONS command button.  This will access the File Locations Window, as shown in the following illustration. 
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The File Locations Window lists the ID, File Name, Location, and Record Length of each of the database files within the selected Organization.  The @ preceding the File Location means that the File is in the same drive as the specified Domain Location.  

There is seldom any reason to change any of the information listed, with the exception of the location if the file has been moved to a new location.  Changes can be made by positioning your cursor inside a cell and entering the new information.  To move between cells, use the TAB key or click inside the cell.

NOTE:  If you change or update an existing record in File Locations by mistake, you will receive an error message when you try to access the updated file in SUSTAIN.  The first three letters of the program are listed in this error message, to the right of “Object.”  This will give you an indication of which file was changed.  You may then go to the File Locations Window and use the first three letters to find the file and make any necessary corrections.

The information contained in the columns of a File Locations Window may be sorted in ascending or descending order.  To sort the information, double-click on the title bar of any column.  A message box will display bearing the prompt "Sort ascending?"  Click YES to sort the records in ascending order, click NO to sort the records in descending order (based on the column selected), or CANCEL to quit.

If you would like to size the columns of a File Locations Window, place your cursor on one of the solid black lines separating the title bars.  The cursor will change from an arrow to lines with arrows pointing to the right and left.  Holding the left mouse button down, move the lines to the left or right to size the column.  When you are done, release the mouse button.

USER GROUPS & RIGHTS

SUSTAIN allows you to create an unlimited number of User Groups within each Organization and then grant each group access Rights.  Individual Users are then assigned to a User Group, within each Organization, which defines that User’s level of access.  In addition, through use of SUSTAIN’s Security Level feature, User Groups may be granted the right to manage other User Group’s access Rights.  

NOTE:  If, for example, a User should have Rights to the Departmental Case Organization as well as the Consolidated Case Organization, you will need to go into each Organization in Domain Administration and assign the User's security group and password.

Managing User Groups

To create a User Group, select an Organization from the Organizations list found on the SUSTAIN Domain Administration desktop and enter its password.  For this example we have selected the “Consolidated Cases” Organization.  After selecting an Organization, click USER GROUPS AND RIGHTS.  The User Groups Window will display as shown in the following illustration.
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At this point you may select one of the listed User Groups by clicking on the row number, or you may enter the ID and Name of the new User Group you wish to create.  In the following example, we will create a User Group for “Clerks” and grant this group access Rights.

NOTE:  The System User Group may not be modified.  This ensures System Administrators cannot be secured “out” of anything.

Click in the first empty cell of the ID column in the User Groups Window.  Enter “Clerks.”  Press the TAB key and enter a Name in the Name column.
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Click on the RIGHTS command button.  The Rights Window will open, as shown in the following illustration.

[image: image46.png]hts. [Tl

o
et St TCLERRS] o[ conel |

Enites
Ref Tables:
Tasks

Seup:

Folder Groups:
Repots
Foms:

Enity Browses:

Ref Browses:

Secuty

[~ Maintain User Groups and Righs Mainiain Users:





At the entity level you have the following six options in regards to access Rights.

· 0 = No Access

· 1 = View Only

· 2 = Modify

· 3 = Add & Modify

· 4 = Delete, Add, & Modify

· 5 = Add

NOTE:  If a box in the Rights column is left blank, this will be recorded as a “0” or “No Access.”

Select an access level for database “Entities” from the drop-down list box, as shown in the illustration below.
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For this example, we'll select “By Division” to indicate access should be restricted by Division.  “By Division” will appear in the Entities drop-down box and the DIVISIONS command button will be active (i.e., darkened).  Click on the DIVISIONS command button and the Rights By Division Window will open, as shown in the following illustration.

[image: image48.png]User Group: Counter Clerks [CLERKS]

Division Rights B 13
Criminal [CAL 2

Civil [CV] 2 [ ancel |
[Juvenile GUT 2 - -
Minor Offense [MOL 2

Sequestered (501 =





Select an access level from the drop-down list boxes in the Rights column.  For this example, we want our clerks to have no Rights to the Criminal Division, “Delete, Add, and Modify” Rights to the Civil Division, “View Only” Rights to the Minor Offense Division, and we want to limit access to the entities in the Juvenile Offender Division on an entity by entity basis.  These selections are shown in the illustration below.
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Since we selected “By Entity” for the Juvenile Division, we must now assign those Rights.  Select the Juvenile Division by clicking on it.  Click the ENTITIES command button.  The Rights By Entity Window opens, as shown in the following illustration.
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Select the entity you wish to assign Rights to and assign the Rights by using the drop-down list boxes in the Rights column.  To move through the list of entities and Rights, use the vertical scroll bar.  At the entity level you have the following six options in regards to access Rights:

· 0 = No Access

· 1 = View Only

· 2 = Modify

· 3 = Add & Modify

· 4 = Delete, Add, & Modify

· 5 = Add

NOTE:  If a box in the Rights column is left blank, this will be recorded as a “0” or “No Access.”

After assigning Rights, the Rights By Entity Window should look similar to the one shown in the illustration below.
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Click OK to save these settings or CANCEL to abort.  Either of these actions will close the Rights By Entity Window and re-open the Rights By Division Window.  At the Rights By Division Window, click OK to process or CANCEL to abort.  Either of these actions will close the Rights By Entity Window and re-open the Rights Window.  Using the same basic process outlined above, you may assign Reference Table, Task, Setup, Folder Groups, Reports, Forms, Entity Browses, and Reference Browses access Rights.

Select a User Group Security Level from the "Maintain Users" drop-down list box, as shown in the illustration below.

[image: image52.png]Secuty

[ Maintain User Groups and Rights

Below Level [3]
Below Level [4]
Below Level [5]
Below Level [6]
Below Level [7]
Below Level [8]
Below Level [9]
System [5]

Below Level [3]





The "Maintain User Groups and Rights" checkbox controls all the functions handled by the USER GROUPS AND RIGHTS command button found on the SUSTAIN Domain Administration desktop.  For those belonging to this User Group, this includes the ability to change the rights of any User Group, add new User Groups and change the description of an existing User Group.  The "Maintain Users" dropdown controls the functions that are available using the USERS command button found on the Domain Administration desktop (i.e., assigning a User to a User Group or to change a User's password.)  Users can only undertake these tasks for User Groups with a security level lower than themselves.  When you click on the USERS button, you will not see Users that belong to any User Group with a higher security level than your own.  You can; however, see Users with a security level lower than your own as well as your own User Group.  The only time a "level" security error would occur would be if you are trying to assign a User to a higher level User Group.

For this example, we are granting Rights to Clerks, so let's say that in our organization the Managers User Group will have a Security Level of 8, the Supervisors User Group will have a Security Level of 5, and the Clerks User Group will have a Security Level of 3.  To indicate that Users assigned to the Clerks User Group are authorized to change the rights of any User Group, add new User Groups and change the description of an existing User Groups that have Security Levels less than 3, click on the "Maintain User Groups and Rights" checkbox and select BELOW LEVEL [3] from the list.  

When you are done assigning Rights to your User Group, click the OK command button at the top of the Rights Window to save, or CANCEL to abort.  You will then be returned to the User Groups Window.  Click SAVE to keep the User Group and Rights you have created, or CANCEL to abort. 

Assigning Users To groups

Once you have created a User Group, you may grant an individual user the Rights to that group by assigning that group to the User.  

Select an Organization from the Organizations List found on the SUSTAIN Domain Administration desktop and enter the Organization's password.  For this example we have selected the “Consolidated Cases” Organization.  After selecting an Organization, click USERS.  The Database Users Window opens, as shown in the following illustration.
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Locate the User you wish to allow access to the Organization.  Enter the User's Password, by clicking within the corresponding Password cell and typing the password.  Choose a User Group from the drop-down list box in the User Group column.  Click SAVE to give the User the same access Rights to this Organization as the other members of the User Group you chose, or click CANCEL to abort.

Chapter Three:

Setup

NOTE:  The SETUP menu, which allows you to work with Code Sets, Code Tables, Entities, Folders, and Reference Tables, is part of the SUSTAIN desktop and can only be reached by logging in to SUSTAIN.  If you are unsure of the procedure for login, or you require more information about the SUSTAIN desktop, please consult your SUSTAIN User’s Guide.  

Setup Menu
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NOTE:  Please consult the SUSTAIN User's Guide for information on commands in this menu illustrated above, but not listed below.

Code Tables  Allows you to maintain code tables.

Reference Tables  Allows you to maintain reference tables.

Code Sets  Allows you to create a single code that can be used to refer to multiple codes as a single unit. 

Entities  Allows you to manage database entities.

Folders  Allows you to maintain Folder Groups and folder configurations.

Entities

To access Entities Setup, choose the command ENTITIES from the SETUP menu.  The Entity Setup Window will open, as shown in the following illustration.
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Entity Setup Window Command Buttons
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  Allows you to exit the Entity Setup Window.
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  Allows you to view the settings of a selected entity.
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  Allows you to make changes to field attributes and derivation logic for a selected entity.
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  Allows you to select entity fields to be viewed or excluded from view.
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  Allows access to entity filters.


[image: image61.png]


  Allows access to entity indexes.
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  Allows you to install all entities previously installed from entries in the data dictionary.
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  Allows you to install an entity that was previously installed from entries in the data dictionary.
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   Allows you to install a brand new entity from entries made in the data dictionary.
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  Allows you to add a sub entity.
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  Allows you to remove a sub entity.

Settings

Select an entity from the list on the left side of the Entity Setup Window.  Click on the SETTINGS command button to access the Settings dialog box, shown in the illustration below.
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Referring to the illustration above, “Names” refers to the way SUSTAIN will refer to the entity you have selected in the singular and plural form, as well as the DDF name (the way in which SUSTAIN will refer to the selected entity in the data dictionary).  You may change all three names; however, caution should be exercised in altering the DDF name as changes are not automatically reflected in the data dictionary.

The User Exits, shown in the illustration above, refer to the two times during the processing of database records that SUSTAIN may “call out” to programs your Organization has written.  After SUSTAIN edits the data, it will call out to your program entered in the Edit textbox.  If you created a program to update the record, it will call out to the program entered in “Update” for additional updates.

The Availability checkboxes, shown in the illustration above, allow you to enable entities with respect to browsing and folder groups.  Removing the “X” from the checkboxes ensures the selected entity does not appear in the Folder Groups Setup drop down, or the Browse Entities menu.  

The Pay To checkbox, found immediately below the Availability checkboxes, concerns a function of the SUSTAIN Disbursements Assistant and is discussed in the SUSTAIN Disbursements Assistant Guide.

The Audit option buttons, shown in the illustration above, allow you to select the level of auditing to be performed.  You have the choice of maintaining audit records for “Add Only,” “First and Last,” (an audit record for the User who first added the record and another for the last User who modified it), or “All” (which creates audit records for the add record and every change that has taken place).

If enabled, the Save Deletes checkbox saves a copy of each deleted record in a separate file.  The File Audit checkbox, if enabled, maintains a single audit record for each SUSTAIN file, indicating the last alteration made to the file.  These two checkboxes may be enabled by clicking inside to insert an “X.” 

After your Settings selections have been completed, click SAVE to process and return to the Entity Setup Window, or CANCEL to abort.

Fields

Select an entity from the list on the left side of the Entity Setup Window.  Click on the FIELDS command button to access the Fields dialog box, shown in the following illustration.
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The Fields drop-down list box at the top left corner of the dialog box lists all the “normal” fields within the entity you have selected.  Selecting one of these fields will cause SUSTAIN to load information concerning that field.  The Fields dialog box contains three folders:  Attributes, (shown in the illustration above), Derivation, and Contribution.  

The System option button, found next to the Normal option button allows you to see “System” fields.  System fields are those that SUSTAIN typically controls  (i.e. updates automatically in some way for internal purposes).  Clicking the System option button will cause the Attributes tab’s display to change as shown in the following illustration.
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The Attributes tab shows information based on the type of field selected and allows you to set the attributes of the selected field.  The look of the Attributes folder is dependent on the field that has been selected.  A date field for example, would exhibit different attributes than a string or code field.  

The Age Rounding option buttons, shown in the following illustration, allow you to choose the way in which uneven ages should be rounded.
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You may choose from four rounding options:  None, Nearest Whole Value, Up, or Down.  For example, if your organization measures age in months and you have a Case File with an Age of four months and one week and had selected the Age Rounding Down option button, the Case File age would round down to four months.

The Age Unit option buttons, shown in the following illustration, allow you to choose a unit for age to be calculated in.
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You may select an Age Unit based on calendar days, working days, weeks, months or years.  For example if you picked the Age Unit Months and a Case File had an age of five, it would be five months old.

The Versioning option buttons, illustrated below, allow you to choose whether a new version of the record should be made when the value of a field changes.  
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If you wish a new version to be made, click the YES option button.

The Mode option buttons, shown in the following illustration, allow you to choose the value that should be used in a version record.  
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The Save Old Value option button places the original value in the version record, while the Save New Value option button, places the new field value in the version record.  The Reset Current Value checkbox, if checked, will clear the field value in the current record.

NOTE:  Each type of entity has its own unique fields, therefore, other options will be available with fields different than our example.  These fields, though not pictured in the illustration of the Fields dialog box at the beginning of this section, are available when different entities are selected, and will be discussed in the following paragraphs.  

If you access the Fields dialog box for entities with codified fields, the Versioning portion of the dialog box will expand to offer you more options, via the “Conditional Based On Code” option buttons shown in the following illustration.
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"Conditional Based On Code," refers to whether the versioning is dependent on a specific code.  In the above example, "No" is checked, so the versioning for this code field does not depend on a specific code.  An example of this would occur when a Scheduled Event changes from a Trial to a type of "Continued" event.  In this case you would want to version it.  "Continued" would be the code, therefore, the versioning would be conditional based on code.

If the Required checkbox is checked, you cannot leave the screen unless a value is entered in the corresponding field.  
If the Modifiable checkbox is checked, you may modify the field.  For example, you may have a field that is inherited or derived and you must decide if the user can modify a value (such as a case caption), or not.  If the Upper Case Only checkbox is checked, then the entire field (case title) will appear in uppercase.  If the Mixed Case Only checkbox is checked, users must type both upper and lower case letters.

The Special Formatting drop-down list box, shown in the following illustration, allows you to apply a specific format to certain fields, such as zip codes.
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The Table Translate/Validate drop-down list box, illustrated below, allows different coded fields to share tables.  
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For example, Demographics Race and Physical Description both  share one code table instead of having to key them in separately.  In addition, if you decide that you want to begin using a different table because you modified your codes, you may add a new table and any records added from that point forward would use the new table.

The Date/Current Date Validation option buttons, shown in the following illustration, only appear when the field is a date field.
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These option buttons “edit” the date entered on the entity with the option you select.  If the date entered does not follow the option selected, SUSTAIN will prompt with an error message.

After your fields selections have been completed, click SAVE to process and return to the Entity Setup Window, or CANCEL to abort.
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The Derivation tab, shown in the illustration above, offers several derivation methods.  You may choose from the following:

None:  SUSTAIN does not derive the value; instead, the User must enter the value.

Derived Value:  The field's value will be derived based on constants and/or fields in the record.  

Static Table Look Up:  SUSTAIN retrieves the field's value from a reference table based on another field in the record whenever a record is added or modified.  For example, retrieving an official's address from the Official reference table based on the value of the Official ID field.

Dynamic Table Look Up:  SUSTAIN retrieves the field's value from a reference table based on another field in the record, every time the record is accessed, whether the record is added, modified, or displayed.  

Inherited From Higher Entity:  Field values may be “inherited” or automatically passed down to another generation of records.  For example, a Charge record may inherit field values from the Party record, which acts as the Charge record's parent.  In turn, the Charge record may also inherit fields from the case, the parent record of the Party (i.e., the Charge record’s grandparent.)

Upposted From Lower Entity:  Field values may be “upposted” or automatically passed up to another generation of records.  For example, a Case record may receive field values from the Event record, which acts as the Case record's child.  Records may also “uppost” fields to its grandparent (i.e., the parent record of its parent record.)

Dynamic Uppost:  Upposting causes data stored in a child record's field (e.g. a Scheduled Event, Date field) to be automatically stored in a parent record's field (e.g. Case, Next Event Date field). When using Dynamic Upposting, the data would not be stored in  the Case record's Next Event Date field.  Rather, each time the Case record is accessed, SUSTAIN would retrieve the Scheduled Event's Date.

Age Calculation:  Age fields may be calculated based on the current date and/or combination of date fields associated with a record, an example of which may be seen in the following illustration.  In the following example, the age is calculated from the Case Date to the Disposition Date or Current Date
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Inherited Once:  Inheritance would only happen one time.  For example, if you are adding a Charge and you are telling the Charge to inherit the related name from the defendant, then every time that Party’s name changes the Charge would re-inherit the new value.  However, if you are only inheriting once, then it will not inherit the defendant's name again, it only inherits it one time. 

After your fields selections have been completed, click SAVE to process, or CANCEL to abort.

The Contribution tab, shown in the following illustration, summarizes entity participation with respect to field derivations for the field selected.  Clicking the All Fields checkbox expands the focus to include all fields for the entity selected.  Disabling the All Fields checkbox lets you view the information one field at a time.
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After your fields selections have been completed, click SAVE, or CANCEL to abort.

Views

Select an entity from the list on the left side of the Entity Setup Window.  Click on the VIEWS command button to access the Views dialog box, shown in the following illustration.
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The Views dialog box allows you to select which information will be displayed in Browse Windows, Record Windows, and Folder Windows, as well as how it is displayed.  You may also choose which fields will be involved in data exchange using the Copy Views.

Select a View from the drop-down list box at the top of the Views dialog box.  Browse, Record, and Folder Views allow you to decide what information will be displayed on, respectively, Browse Windows, Record Windows, and Folders.  The Copy View allows you to decide which fields will be involved in data exchange.  For more information on the Copy View, please see the SUSTAIN Data Exchange Guide.  

The Name textbox, contains the name of the View currently displayed and also allows you to name a View that you have created.  

The Header Prompt textbox applies only to Folder Views or Entity Browse Views, and allows you to enter the prompt you would like to appear in front of the entire Folder line.  If you want the File number and File Caption to appear in the Browse View enter @FileHeader.  

The Security drop-down list only applies to Record Views, and specifies if a user is allowed to view only, modify, add and modify, delete, add, and modify or add records.  You may also use it to enter @fileHeader.  You may choose to create a new view based on security level.

The Fields Prompt textbox and the Fields Format drop-down list box depend on the type of view in question.  If you are dealing with a Record view, the field prompt you enter will be displayed in the prompt column in the Record Window.  If you are dealing with a Browse view, then the field prompt you enter will appear in the column heading.  The Format drop-down list box determines how the field's value will be displayed.  For example, if you are dealing with a date field, you could choose to have a short date (ex. 7-1-98), or a long date (ex. July 1, 1998).  If you are dealing with a code field you could choose to display the code and description ([ORI] Original Filing), or the description (Original Filing.)  

NOTE:  The Fields Prompt and Fields Format may be setup for each field in the View.  In addition, you will probably always want the Record Views to contain the code and description in any order.  If you display only the code or description, it may be confusing to add or modify these records.  

The Modifiable checkbox only applies to Record Views and determines if a user is allowed to change fields.  To enable the Modifiable checkbox, click inside the checkbox to enter an “X.”  To disable the modifiable checkbox, click inside the checkbox to remove the “X.”  

The message, “Fields below are not in view,” offset by asterisks, and shown in the following illustration, appears beneath the last field that will be visible on the screen when viewing a Browse Window, Record Window or Folder.  
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Any fields appearing above this message will be displayed.  Any fields appearing below this message will be excluded from your view.  Use the vertical and horizontal scroll bars to move through the table.  Clicking on a line highlights it to let you know it has been selected.  

If you would like to size the individual columns that make up the table for easier viewing, place your cursor on the solid black line separating the cells in the table from each other until the cursor changes from an arrow to a black line with arrows pointing to both the right and left.  Holding the left mouse button down, move the black line to the left or right to size the column.  When you are done, release the left mouse button.  


To add a field that is not currently displayed, use the vertical scroll bar to move through the fields until you locate the one you wish to add.  If a field is not currently displayed, you may locate it in the table section of the Views dialog box, under the line that reads, “Fields below are not in view.”  When you have located the field you wish to move, double-click on it.  The field will now move above the “Fields below are not in view” line.  Click on the arrow within a square shaped MOVE command buttons to move your selection upward or downward one field at a time until the field is in the position you desire.  

To place a field in the non-visible or lower portion of the table, select a field from above the line reading “Fields below are not in view,” double-click on it, and use the MOVE command buttons to move your selection upward or downward one field at a time until the field is in the position you desire.  

Once you have moved the field into the position you would like it displayed in, click SAVE to process the change.  If you wish to save the same view under a different name, click SAVE AS.  If you would like to remove a View you have already created, but no longer need, select the View from the Views drop-down list box and click DELETE.  If you do not wish to modify a view, or wish to close the Views dialog box, click CANCEL.

Filters

Select an entity from the list on the left side of the Entity Setup Window.  Click on the FILTERS command button to access the Filter dialog box, shown in the following illustration .
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Filters limit the records retrieved from your database based on restrictions.  You may specify the criteria for restrictions by choosing from the options pictured above, or by directly adding and removing restrict conditions.  For more information on Filters including Advanced Filter usage, please see Chapter Eleven of your SUSTAIN User’s Guide.

Indexes

Select an entity from the list on the left side of the Entity Setup Window.  Click the INDEXES command button to access the Indexes Window, shown in the illustration below.
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The Indexes Window allows you to enable and disable the indexes you may browse and/or Search by for the selected entity.  If the Browse checkbox is enable, then that “key” appears in the Browse By drop-down list box for that entity when using a Browse Window.  If the Search checkbox is enabled, the index would be made available to the Search option.  For more information on the Search option, please see the SUSTAIN File Search Assistant Guide.

To enable, click within the checkbox.  This will cause the checkbox to display a red checkmark, showing it has been enabled.  To disable, remove the red checkmark by clicking inside the checkbox.

Sub Entities

Select an entity from the list on the left side of the Entity Setup Window.  Click on the NEW command button, found under the words “Sub Entity,” to access the New Sub Entity dialog box, shown in the illustration below.
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The New Sub Entity dialog box allows you to create a new entity based on an existing entity.  For example, you may have more than one type of Official (code OFF).  You could create a sub entity for Judges (code JUD) and another sub entity for Attorneys (code ATT), creating OFFJUD and OFFATT respectively.  You would then use these sub entities (not Official) in your folder configuration and browses.  

To create a new sub entity enter a code of up to three characters, and a name.  Click OK to process or CANCEL to abort.  If OK is chosen, the Entity Setup Window will refresh and display the name of the new sub entity configured under its parent entity. 

To remove a sub entity, select it from the list on the left side of the Entity Setup Window and click REMOVE.  The Entity Setup Window will refresh and the sub entity you removed will be deleted from the list.

Reference Tables

To access Setup for Reference Tables, choose the command REFERENCE TABLES from the SETUP menu.  The Reference Tables Setup Window will open, as shown in the following illustration.
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Reference Table Setup Window Command Buttons
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  Allows you to exit the Reference Table Setup Window.
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  Allows you to view the settings of a selected reference table.
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  Allows you to make changes to field attributes.
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  Allows you to select reference table fields to be viewed and/or excluded from view.
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  Allows access to reference table filters.
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  Allows access to reference table indexes.
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  Allows you to install all reference tables previously installed from entries in the data dictionary.

[image: image94.png]Reinstall



  Allows you to install a reference table that was previously installed from entries in the data dictionary.
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   Allows you to install a brand new reference table from entries made in the data dictionary.

Settings

Select a reference table from the list on the left side of the Reference Tables Setup Window.  Click on the SETTINGS command button to access the Settings dialog box, shown in the illustration below.
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Referring to the illustration above, “Names” refers to the way SUSTAIN will refer to the reference table you have selected in the singular and plural form, as well as the DDF name (the way in which SUSTAIN will refer to the selected reference table in the data dictionary).  You may change all three names; however, caution should be exercised in altering the DDF name as changes are not automatically reflected in the data dictionary.

The User Exits, shown in the illustration above, refer to the two times during the processing of database records that SUSTAIN may “call out” to programs your Organization has written.  After SUSTAIN edits the data, it will call out to your program entered in the Edit textbox.  If you created a program to update the record, it will call out to the program entered in “Update” for additional updates.

The Availability checkboxes, shown in the illustration above, allow you to enable reference tables with respect to Browse Setup, the Code Search, and drop-down list boxes.  Removing an “X” from a checkbox disables that feature.

The Pay To checkbox, found at the bottom of the Availability checkboxes, concerns a function of the SUSTAIN Disbursements Assistant and is discussed in the SUSTAIN Disbursements Assistant Guide.

The Translate View drop-down list box allows you to specify the view to be used to translate reference table codes.  If you wish to create your own view, see the “Views” section later in this chapter.

After your Settings selections have been completed, click SAVE to process and return to the Reference Tables Window, or CANCEL to abort.

Fields

Select a Reference Table from the list on the left side of the Reference Tables Setup Window.  Click on the FIELDS command button to access the Fields dialog box, shown in the illustration below.
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The Fields drop-down list box at the top left corner of the dialog box lists all the “normal” fields within the reference table you have selected.  Selecting one of these fields will cause SUSTAIN to load information concerning that field.  

The Attributes tab shows information based on the type of field selected and allows you to set the attributes of the selected field.  The look of the Attributes folder is dependent on the field that has been selected.  A date field for example, would exhibit different attributes than a string or code field.  

The System option button, found next to the Normal option button allows you to see “System” fields.  System fields are those that SUSTAIN typically controls  (i.e. updates automatically in some way for internal purposes).  Clicking the System option button will cause the Attributes tab’s display to change as shown in the following illustration.
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If the Required checkbox is checked, you cannot leave the screen when adding or modifying a record unless a value is entered in the corresponding field.  If the Upper Case Only checkbox is checked, then the entire field (i.e., case caption) will appear in uppercase.  If the Mixed Case Only checkbox is checked, the user must type both upper and lower case letters.  If the Modifiable checkbox is checked, you may modify the field.  For example, you may have a field that is inherited or derived and you must decide if the user can modify a value or not.  

NOTE:  Each type of reference table has its own unique fields, therefore, other options will be available with fields different than our example.  These fields, though not pictured in the illustration of the Fields dialog box at the beginning of this section, are available when different reference tables are selected, and will be discussed in the following paragraphs.  

The Age Unit option buttons, shown in the following illustration, allow you to choose a unit for age calculation.
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You may select an Age Unit based on calendar days, working days, weeks, months or years.  For example if you picked the Age Unit Months and a Case had an age of five, it would be five months old.

The Age Rounding option buttons, shown in the following illustration, allow you to choose the way in which uneven ages should be rounded.
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You may choose from four rounding options:  None, Nearest Whole Value, Up, or Down.  For example, if your organization measures age in months and you have a Case with an Age of four months and one week and had selected the Age Rounding Down option button, the Case age would round down to four months.

The Special Formatting drop-down list box, shown in the following illustration, allows you to apply a specific format to certain fields, such as zip codes.
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The Table Translate/Validate drop-down list box, shown in the following illustration, allows different codes to share tables.  
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For example OFT Country and LOC Country can all share one code table instead of having to key them in separately.  In addition, if you decide that you want to begin using a different table because you modified your codes, you may add a new table and any entities added from that point forward will use the new table.

The Date/Current Date Validation option buttons, shown in the illustration below, only appear when the field is a date field.
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These option buttons “edit” the date entered on the entity with the option you select.  If the date entered does not follow the option selected, SUSTAIN will prompt with an error message.

After your field attributes have been completed, click SAVE to process and return to the Reference Table Setup Window, or CANCEL to abort.

Views

Select a reference table from the list on the left side of the Reference Tables Setup Window.  Click the VIEWS command button to access the Views dialog box, shown in the following illustration.
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The Views dialog box allows you to select which information will be displayed in Browse and Record Windows, as well as how it is displayed.  

The Name textbox contains the name of the View currently displayed and also allows you to name a view that you have created.

The Header Prompt textbox applies only to Folder Views or Entity Browse Views, and allows you to enter the prompt you would like to appear in front of the entire Folder line.  If you want the File number and File Caption to appear in the Browse View enter @FileHeader.  

The Security drop-down list applies only to Record Views, and specifies if a user is allowed to view only, modify, add and modify, delete, add, and modify or add records.  You may choose to create a new view based on security level.

The Fields Prompt textbox and the Fields Format drop-down list box depend on the type of view in question.  If you are dealing with a Record view, the field prompt you enter will be displayed in the prompt column in the Record Window.  If you are dealing with a browse view, then the field prompt you enter will appear in the column heading.  The Format drop-down list box determines how the field's value will be displayed.  For example, if you are dealing with a date field, you could choose to have a short date (ex. 07-12-01), or a long date (ex. July 12, 2001).  If you are dealing with a code field you could choose to display the code and description ([ORI] Original Filing), or only the code (ORI) or only the description (Original Filing.)  
NOTE:  The Fields Prompt and Fields Format may be setup for each field in the View.  In addition, you will probably always want the Record Views to contain the code and description in any order.  If you display only the code or description, it may be confusing to add or modify these records.  

The Modifiable checkbox only applies to Record Views and determines if a user is allowed to change fields.  To enable the Modifiable checkbox, click inside the checkbox.  To disable the modifiable checkbox, click inside the checkbox to remove the “X.”  

The message, “Fields below are not in view,” offset by asterisks, and shown in the following illustration, appears beneath the last field that will be visible on the screen when viewing a Browse or Record Window.  
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Any fields appearing above this message will be displayed.  Any fields appearing below this message will be excluded from your view.  Use the vertical and horizontal scroll bars to move through the table.  Clicking on a line highlights it to let you know it has been selected.  

If you would like to size the individual columns that make up the table for easier viewing, place your cursor on the solid black line separating the cells in the table from each other until the cursor changes from an arrow to a black line with arrows pointing to both the right and left.  Holding the left mouse button down, move the black line to the left or right to size the column.  When you are done, release the left mouse button.  


To add a field that is not currently displayed, use the vertical scroll bar to move through the fields until you locate the one you wish to add.  If a field is not currently displayed, you may locate it in the table section of the Views dialog box, under the line that reads, “Fields below are not in view.”  When you have located the field you wish to move, double-click on it.  The field will now move above the “Fields below are not in view” line.  Click on the MOVE command buttons, shown in the illustration below, to move your selection upward or downward one field at a time until the field is in the position you desire.  
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To place a field in the non-visible or lower portion of the table, select a field from above the line reading “Fields below are not in view,” double-click on it, and use the MOVE command buttons to move your selection upward or downward one field at a time until the field is in the position you desire.  Once you have moved the field into the position you would like it displayed in, click SAVE to process the change.  If you wish to save the same view under a different name, click SAVE AS.  

If you would like to remove a View you have already created, but no longer need, select a View from the Views drop-down list box and click DELETE.  If you do not wish to modify a view, or wish to close the Views dialog box, click CANCEL.

Filters

Select a reference table from the list on the left side of the Reference Tables Setup Window.  Click on the FILTERS command button to access the Filter dialog box, shown in the illustration below.
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Filters limit the records retrieved from your database based on restrictions.  You may specify the criteria for restrictions by choosing from the options pictured above, or by directly adding and removing restrict conditions.  For more information on Filters including Advanced Filter usage, please see Chapter Eleven of your SUSTAIN User’s Guide.

Indexes

Select a reference table from the list on the left side of the Reference Tables Setup Window.  Click the INDEXES command button to access the Indexes Window, shown in the illustration below.
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The Indexes Window allows you to enable and disable the indexes you may browse and/or Search by for the selected reference table.  If the Browse checkbox is enable, then that “key” appears in the Browse By drop-down list box for that reference table when using a Browse Window.  If the Search checkbox is enabled, the index would be made available to the Search option.  For more information on the Search option, please see the SUSTAIN Search Assistant Guide.

To enable, click within the checkbox.  This will cause the checkbox to display a red checkmark, showing it has been enabled.  To disable, remove the red checkmark by clicking inside the checkbox.

Code Tables

Code tables are used to define codified field values and the associated descriptions for those values.  To access Setup for code tables, choose the command CODE TABLES from the SETUP menu.  The Code Tables Setup Window will open, as shown in the illustration below.  For this example, we have scrolled down the Table drop-down list box and have chosen the code table for Case Age codes.
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Using the horizontal scroll bar, we see that the code table provides the code, description, two User fields, a Versioning checkbox, and a Maximum Age field.  These additional fields are shown in the following illustration.
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Click on the NAMES command button to access the Code Table Names Window, as shown in the following illustration.
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The Code Table Names Window displays the number and name of the table, whether the table is enabled or disabled, the type of table, if the values of the table are to be loaded in combo boxes and whether or not the prefix should be ignored.

To enable a table, click on the table's Enabled checkbox.  This will enter a red checkmark within the box.  To disable a table, remove the red checkmark by clicking inside the Enable box.  

To set the table type, make a selection from the drop-down found in the type column.  

To enable combo boxes to be loaded, when the record using this code table is added or modified, click on the table's Load checkbox.  This will enter a red checkmark within the box.  To disable combo boxes, remove the red checkmark by clicking inside the Load checkbox.  

To enable the "ignore prefix" functionality click on the table's Ignore Prefix checkbox.  This will enter a red checkmark within the box.  To disable the "ignore prefix" functionality, remove the red checkmark by clicking inside the load checkbox.  If you use the Code Prefixes option in Domain Administration, then the only codes that will appear, are those of your organization, unless the Ignore Prefix box is checked.  For example, if your organization is split into two separate types with two different codes, enabling the Ignore Prefix checkbox will display all codes for both organizations, so you would not have to key in every code.  

CODE SETS

The command CODE SETS found in the SETUP menu of SUSTAIN, allows you to create a single code, which can be used to refer to multiple codes as a single unit.  For example, you may choose to create a group or “team” of officials.  Using a team of officials would allow you to schedule an event for any official included in the team.  To create a code set, choose CODE SETS from the SETUP menu.  The Code Sets dialog box will display as shown below.
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Click NEW.  The New Code Set dialog box will open as shown in the following illustration.
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Enter a name for the code set in the Name text box.  For our example we will enter Officials Team C.  Click SAVE.  The New Code Set dialog box will close and the Code Sets dialog box will open with the name of the code set, (Officials Team C), as shown in the following illustration.
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Double-click on “Officials Team C” or select “Officials Team C” and click OK.  The Code Set dialog box will open as shown below.
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Click the SET ATTRIBUTES command button to open the Field Attributes box, illustrated below.
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The Field Attributes dialog box allows you to specify the type of code set you are creating.  For this example, we have selected “Official” as the Data Type, as shown in the following illustration. 
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Click APPLY and you will be returned to the Code Set dialog box.  The left side displays all official codes, as shown in the following illustration.
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Select the official(s) you wish to add and click the ADD TO SET command button or double-click on the official’s name.  If you make a mistake and add an official you do not need, click the REMOVE FROM SET command button.  For our example, we will select three of the officials, as shown in the following illustration.
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Once you have made your selections, click SAVE and CLOSE.  If you do not wish to save your selections, click UNDO and CLOSE.

To modify a code set's name, click the MODIFY command button.  This will cause the Modify Code Set dialog box to open, as shown in the illustration below.  
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Modify the name and click SAVE to process or CANCEL to abort.

To remove an existing code set, click the REMOVE command button.  SUSTAIN will prompt you to confirm the removal.  Click YES to remove or NO to cancel.

Folders

To access Setup for folders, choose the command FOLDERS from the SETUP menu.  The Folder Setup Window will open, as shown in the following illustration.
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The Folder Type categorizes groups based on their usage.  The Folder Group drop-down list box shows the name of the Folder Group currently displayed.  If more than one Folder Group is available, you may select a different group of folders to configure by using the drop-down list box. 

Folder Group Type refers to the type of Folder Group being presented.  For example, Folder Show refers to the information that would be displayed in a Folder Window.  Other Folder Group Types are shown in the following illustration.
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Each Folder Group Type performs a different function, for example:

· Data Entry Wizard:  Entities to be used during Data Entry.

· Data Entry Grids:  Enables you to add any entity to multiple cases quickly or schedule multiple events.

· Data Exchange:  Contains those entities SUSTAIN uses during Data Exchange.  

· Export:  SUSTAIN uses this type when creating an export file.

· Folder Show:  Displays data. 

· Select:  Who should be selected or noticed when a Form is printed. 

· Xref:  Used with Party and Entity Cross Referencing 

The COLOR ALL FOLDERS and RESET command buttons allow you to control the color of the folders in Folder Groups.  The COLOR ALL FOLDERS command button allows you to pick a color from a palette of colors or to define your own custom color for all folders.  The RESET command button returns the folders to their default color.

Tab Shape option button offer four shapes to choose from for your folders while the Counts spin buttons allow you to choose the number of folders, and the number of folders per row, in the Folder Group.

Creating A Folder Group

To create a new Folder Group, select FOLDERS from the SETUP menu.  A Folder Setup Window will open, as shown in the illustration below.
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Click on the GROUPS command button.  The Folder Groups Window will open, as shown in the following illustration.
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Select an empty field by clicking on the row number.  Enter a Name and select a Type from the drop-down list box for the new Folder Group.  For this example, our name will be Example Folder Group, and the Type will be Folder Show.  After entering a name and selecting a type, click SAVE to process or CANCEL to abort.

Saving the Folder Group will return you to the Folder Setup Window.  Select the name of the Folder Group you created from the Folder Group drop-down list box.  The Folder Setup Window will open, as shown in the following illustration.
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Using the COLOR ALL FOLDERS command button, choose a color for your Folder Group.  For this example, we have chosen yellow.  Using the Tab Shape option buttons, select a tab shape for your Folder Group.  For this example, we have chosen round.  Next, use the Counts spin buttons to choose the number of folders and the number of folders per row.  For this example we have chosen ten folders with five folders per row.  The Folder Setup Window will change its appearance to reflect the selections made, as shown in the following illustration.
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To enter a caption for a tab, first click on the tab.  This will cause the Tab Caption box to display as shown below.
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For this example, we will enter “Party” in the Tab Caption box.  As you type the tab caption, it will appear in place of the tab number on the tab you have selected.  To change the color of the folder you are working on, click on the FOLDER COLOR command button and make your selection.  To insert or delete a folder, click either the INSERT or the DELETE command button, found to the right of the word “Folder.”

Once you have made your selections, click the Add Entity drop-down list box and select an entity type to add.  In this case we have selected “Party.”  Once the entity you wish to add is selected, click on the ADD ENTITY command button.  This will add the entity, as shown in the illustration below.
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If you wish to add further entities, choose another entity from the Add Entity drop-down list box and click ADD ENTITY.  In our example, we will add the entity “Address.”  Clicking the ADD ENTITY command button lists Address as an entity under Case.  

If we want Address to be a child of Party, so that Party is the parent entity of Address, and Case is the parent entity of Party, this can be accomplished using the arrows buttons found above the DATA command button.  Selecting the entity “Address” and clicking on the right arrow twice, we can make “Address” a child of “Party” and the grandchild of “Case,” as shown in the following illustration.
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To reverse the process, use the left arrow to move a selected entity to the left.  A click to the right is one move down in the entity configuration, a click to the left is one move up in the entity configuration.

The DATA command button accesses the Data Definition dialog box shown in the following illustration.
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The Data Definition dialog box allows you to select the views and filters associated with the folder line being configured.  After making your selections, click APPLY to process, or CANCEL to abort.

To change the font style or color, click the STYLE command button.  

Clicking the INDEX command button accesses the Indexes dialog box, which allows you to choose the order in which entities will be displayed on a folder.  Choose a display order from the drop-down list and click APPLY.  If you do not wish to make a change in the display order at this time, click CANCEL.

Selecting an entity and clicking the HIDE command button, allows you to configure certain entities as “hidden,” as shown in the illustration below.  
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If you choose to hide an entity, that entity will receive a "Hide Tag" that will be displayed to the right of the entity name as it appears in the Configuration portion on a folder window.  Furthermore, when a folder with a hidden entity is accessed it will not display hidden information until the UNHIDE command button is clicked.

To clear an entity, select or highlight an entity and click the DELETE command button found on the bottom left-hand side of the window.  When you are finished creating your Folder Group, click SAVE.

Browse List

In SUSTAIN you may select an entity or reference table to browse by choosing an entity or reference table from the Entity or Reference Table drop-down list boxes found in the Toolbar section of the desktop.  You may also choose an entity or reference table by choosing the ENTITIES or REFERENCE from the BROWSE menu.  Choosing the menu command ENTITIES or REFERENCE from the BROWSE menu will cause the Browse List to open for either Entities or Reference Tables as shown in the illustrations below.
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Use the NEW, MODIFY, and REMOVE command buttons to add, modify or remove an entity or reference table from the Browse List.  Please note that any addition, modification, or removal of an entity or reference table will also be reflected in the Entity and Reference Table drop-down list boxes.

Adding An Entity Or Reference Table To The Browse List

To add an entity or reference table to the Browse List, select ENTITIES or REFERENCE from the BROWSE menu.  The procedure for adding an entity or reference table is very similar, so for this example, we will choose to add an entity.  When the Browse List for Entities opens, click the NEW command button.  This will cause the New Browse dialog box to open, as shown in the illustration below.  
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Enter a name for the new browse and select an entity from the drop-down list box.  Once a name is entered and an entity selected, the bottom portion of the dialog box will fill in as shown in the following illustration.
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If you do not wish to change the Browse View, Browse Filter, Record View, or Record Filter, click the SAVE command button found at the bottom of the dialog box and your new browse will be saved.  If you would like to make changes to the Browse View, Browse Filter, Record View, or Record Filter, click the DATA command button, shown in the previous illustration.  This will cause the Data Definition dialog box to open as shown in the following illustration.
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Choose a view from the drop-down list box.  If you wish to use the Views dialog box to create a view, click the VIEWS command button.  For more information on how to use the Views dialog box, please see the topic, “Views,” found under both “Entities” and “Reference Tables” earlier in this chapter.  

Once a view is selected you may enter or choose a filter from the drop-down list box.  If you prefer to create a filter, click the FILTERS command button.  This will access the Filter dialog box.  For more information on the Filter dialog box and its operation please consult the topic “Filters” for Entities or Reference Tables, both of which may be found earlier in this chapter.  For additional information concerning the operation of Filters, please see the topic, “Using Filters” in Chapter Eleven of the SUSTAIN User's Guide.

When you have made your Views and Filters selections for both Browse and Record, click the APPLY command button to process your selections and return to the New Browse dialog box.  If you do not wish to process your changes, click CANCEL.

Once the New Browse dialog box returns, click SAVE to finish adding the new entity or reference table to browse, or click CANCEL to abort.

Modifying An Entity Or Reference Table In The Browse List

To modify an entity or reference table browse, select ENTITIES or REFERENCE from the BROWSE menu.  The procedure for modifying an entity or reference table is very similar, so for this example, we will choose to modify an entity.  When the Browse List for Entities opens, select the entity to be modified and click the MODIFY command button.  This will cause the Modify Browse dialog box to open, as shown in the following illustration.  
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You may change the name of the Browse.  If you do not wish to change the Browse View, Browse Filter, Record View, or Record Filter, click the SAVE command button found at the bottom of the dialog box and your changes will be saved.  If you would like to make changes to the Browse View, Browse Filter, Record View, or Record Filter, click the DATA command button, shown in the illustration above.  This will cause the Data Definition dialog box to open as shown in the following illustration.
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Choose a view from the drop-down list box.  If you wish to use the Views dialog box to create a view, click the VIEWS command button.  For more information on how to use the Views dialog box, please see the topic, “Views,” found under both “Entities” and “Reference Tables” earlier in this chapter.  

Once a view is selected, you may enter or choose a filter from the drop-down list box.  If you prefer to create a filter, click the FILTERS command button.  This will access the Filter dialog box.  For more information on the Filter dialog box, please consult the topic “Filters” for Entities or Reference Tables, both of which may be found earlier in this chapter.  For additional information concerning the operation of Filters, please see the topic, “Using Filters” in Chapter Eleven of the SUSTAIN User's Guide.

When you have made your Views and Filters selections for both Browse and Record, click the APPLY command button to process your selections and return to the Modify Browse dialog box.  If you do not wish to process your changes, click CANCEL.

Once the Modify Browse dialog box returns, click SAVE or click CANCEL to abort.

Removing An Entity Or Reference Table From The Browse List

To remove an entity or reference table browse, select ENTITIES or REFERENCE from the BROWSE menu.  The procedure for removing an entity or reference table is very similar, so for this example, we will choose to remove an entity.  When the Browse List for Entities opens, select the entity to be deleted and click the REMOVE command button.  A message box will appear prompting you to confirm the removal.  Click YES to remove or NO to cancel.

Chapter Four:  

Help Systems

Accessing Help 

To access the Help System for System Administration or Domain Administration while logged into these applications you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

To access the Help System for Setup while logged into your SUSTAIN Manager you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

3. Click the HELP toolbar button.

When you access one of SUSTAIN's Help Systems, SUSTAIN assumes you want help relating to the Manager and/or Assistant you are currently operating.  However, situations may arise when you are working with one Manager and/or Assistant and have a question about another.  For this reason, each SUSTAIN Help System allows you to access the Help Systems of other SUSTAIN products.

To utilize this feature, click on the words “Additional Help Systems,” found towards the bottom of each SUSTAIN Help System’s Contents Page.  Another page will open that lists the names of other available Help Systems.  Click on the name of the Help System you want, and SUSTAIN will access the Contents Page of the Help System you selected.
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