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Introduction

Thank you for purchasing the SUSTAIN Data Entry Assistant.  As you probably already know, SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  

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.

It should be noted that SUSTAIN and SUSTAIN Assistants are 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, F1, 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:

Working With The Data Entry Assistant

Using the Data Entry Assistant 

The SUSTAIN Data Entry Assistant enhances your data entry capabilities by allowing you to design prompted data entry windows users can “walk through.”  This assistant consists of Data Entry Wizards that are used at file initiation, and Data Entry Grids that can be used to add data to an existing file at a later date. 

To access the Data Entry Wizard select the command DATA ENTRY from the TOOLS menu.  The Data Entry Window will display as illustrated below.
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Select the option “Crim: Data Entry” from the Wizard drop-down and click START.  When the Open File/New File dialog box appears enter or select “Criminal” from the Division drop-down.  Enter or select “Criminal Misdemeanor,” in the Type drop-down.  Enter A0-CR-050 in the Prefix text box.  Click OK.  The Data Entry Window will display as shown in the following illustration.
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In the Filing Type field, enter or select “New Filing.”  In the Caption field enter “County of York vs. Mary Tilson.”  Click the NEXT command button.  The Data Entry Window will now prompt you for Party information as shown in the following illustration.
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NOTE:  If you click the CANCEL command button while using the Data Entry Assistant, the File number will not be used.

In the Type field enter or select “DEF” from the drop-down.  In the First Name field enter “Mary.”  In the Name 2 field, enter “White.”  In the Address 1 field enter “No. 4, Miller's Court.” Enter “Yorktown” in the City field, and in the State field enter “VA” or select “Virginia” from the drop-down.  Enter “23664” in the Zip/Postal Code field.  Click NEXT.  The Data Entry Window will now prompt you for Charge information as shown in the following illustration.
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Enter yesterday's date in the Date field.  In the Type field enter or select “Traffic Infraction [TRINF]” from the drop-down.  Select “Speeding 26+ over” from the Statute drop-down.  Click NEXT.  You may add multiple Charges under this Party; however, for the purposes of this example there are no more Charges, so click NEXT again.  You will be returned to the Party Window, at which time you may add additional Parties for this file.  For this example there are no more parties so click NEXT again.  The Data Entry Window now prompts you to enter lawyer information as shown in the following illustration.
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Select “Kristine Hamilton” from the Official drop-down list.  Select “Attorney for Defense [ATD] from the Type drop-down.  Click NEXT.  The Data Entry Assistant prompts you to enter additional lawyers.  There are no more lawyers for this example, so click NEXT again.  The Data Entry Wizard prompts you to enter information about any new documents.  For this example, there are no documents so click NEXT again.  The Data Entry Window now prompts you to enter information about a Scheduled Event as shown in the following illustration.
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Select “Calendar Call [CAL]” from the Type drop-down.  Enter 11-17-2000 in the Date field.  In the Time field, select 9:00 am.  Select “Room 101” from the Location drop-down and “Judge Reichel [REI] from the Official drop-down.  In the Duration field enter .5.  The Duration Type field defaults to hours.  Click the FINISH command button.  Click CLOSE.  From the Recently Opened Files List, open the file that we just added using the Data Entry Wizard.  It should resemble the following illustration.
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Click the Officials/Lawyers folder.  The Lawyer information entered using the Data Entry Assistant appears as shown in the following illustration.
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Click the Events folder.  The Scheduled Event we added using the Data Entry Assistant now appears on the folder as shown in the following illustration.
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When you are done with the folder, click CLOSE.

Adding REcords to an existing file

The Data Entry Wizard also allows you to add records to an existing file.  For this example we will add additional Charge information to the file we created in the previous section.

Select DATA ENTRY from the TOOLS menu.  When the Data Entry Window opens, select “Crim: Defendant” from the Wizard drop-down.  Click START.  The Open File/New File dialog box will display.  Click the File ID tab and enter the file number we just added in the previous section.  Click OK.  The New Party Record will display.  In the Type field, enter or select “DEF” from the drop-down.  Enter “Susan” in the First Name field and “White” in the Second Name Field.  In the Address 1 field enter “No. 4, Miller's Court.”  Enter “York” in the City field and enter or select “Virginia” from the State field.  In the Zip/Postal Code field enter 23664.  Click NEXT.  The Data Entry Assistant will now prompt you for Charge Data.

Enter yesterday's date in the Date field.  Enter or select “Controlled Substance [113] from the Type drop-down.  Select “Transport/Sell Narcotic Controlled Substance [HS002]” from the Statute drop-down.  Click FINISH.  Click CLOSE.  Using the Recently Opened Files List, open the File we added in the previous section.  Click the Charges/Sentences folder.  The Charge you just added will now appear on the folder.

Using Data Entry Grids

SUSTAIN's Data Entry Grid enables users to add the same type of information across multiple files.  To access the Data Entry Grid select DATA ENTRY from the TOOLS menu.  When the Data Entry Assistant Window opens, select “Document Data Entry Grid” from the Wizard drop-down and click START.  The Data Entry Grid displays as shown in the following illustration.
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In Row 1, enter or select “CV” from the Division drop-down.  Enter 96-CV-100 in the File ID field.  Enter or select “Motion Setting Sheet [MO9] from the Type drop-down.  In the Date field enter yesterday's date.  Enter or select “Attorney for Defense [ATD]” in the On Behalf of Field.  

In Row 2, enter or select “CV” from the Division drop-down.  Enter 97-CV-050 in the File ID field.  Enter or select “Motion [MO1] from the Type drop-down.  In the Date field enter yesterday's date.  Enter or select “Defense [DEF]” in the On Behalf of Field. 

In Row 3, enter or select “CR” from the Division drop-down.  Enter 98-CR-002 in the File ID field.  Enter or select “Appearance [APP]” from the Type drop-down.  In the Date field enter yesterday's date.  Enter or select “Plaintiff [PLT]” in the On Behalf of Field.  

In Row 4, enter or select “CR” from the Division drop-down.  Enter 97-CR-100 in the File ID field.  Enter or select “Trial Record [TR] from the Type drop-down.  In the Date field enter yesterday's date.  Enter or select “Court [COURT]” in the On Behalf of Field.  

In Row 5, enter or select “CV” from the Division drop-down.  Enter 98-FL-125 in the File ID field.  Enter or select “Affidavit for Paternity [AF10] from the Type drop-down.  In the Date field enter yesterday's date.  Enter or select “Plaintiff [PLT]” in the On Behalf of Field.  Your grid should now resemble the following illustration.
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Click SAVE.  SUSTAIN will display a message stating the number of successfully entered new documents.  Click OK.  If SUSTAIN finds an error when adding the Documents, the message box will indicate how many adds failed.  If you receive this error, click OK and scroll to the left to see the message returned in the Save/Validate column.  Correct the error and click SAVE again.  Click CLOSE.  Open File 98-FL-125 and click the Documents/Notices folder.  The Paternity document you just added will now appear on the folder as shown in the following illustration.
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Chapter Two:

Setup

Creating Data entry Wizards

From the SETUP menu select the FOLDERS command.  When the Folder Setup Window opens select “Data Entry Wizard” from the Type drop-down and “Crim:  Data Entry” from the Folder Group drop-down.  Your Folder Setup will now resemble the following illustration.
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You may use the Cash Receipt Code Set parameter to indicate that a Journal Type Code Set is associated with this Data Entry Folder Group.  If you do so, the Journal Types that this Code Set contains will be automatically assessed by various SUSTAIN components to create a Cash Receipt.  For example, when using SUSTAIN eCourt's sample/example web pages, this Code Set is used to automatically create Cash Receipts associated with web-based data entry.

You may use the Parent Select Folder Group drop down to indicate which Select Folder Group should be used to display the parent entity for the data entered on this Folder Group.  For example, if this Data Entry Folder Group is to be used to enter Address entities, you may wish to specify a Select Folder Group that “selects” all of the Parties on the File.  That way, the user will be able to select the Party under which the Addressees should be placed.

Click the Entities Tab, shown in the following illustration.
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The Entities Tab defines entities and the order in which they appear as you add a file.  Notice that Document allows you to add  OLE (Object Link and Embed) objects to documents. After the user clicks NEXT on the Data Entry Document window, SUSTAIN will present the OLE window to allow the user to create a new or attach an existing OLE object to the record just added.  To enable OLE to be attached to an entity, highlight the entity and click the OLE button.

Highlight the Charge Entity and click the Mn/Mx command button.  The Mn/Mx dialog box will open as shown in the following illustration.
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The Minimum spin buttons force the user to enter a minimum number of records for the entity that has minimum associated with it.  If there is no minimum, leave this counter at zero.  The Maximum spin buttons limit the user to a number of records for the entity that has minimum associated with it.  If there is no practical limit, leave this counter at zero.  Click Close Active Window.

The HIDE command button allows you to create an entity automatically without ever having to access it.  An example of this would be to create a sub entity of document that defaults to the current date and defaults the type.  With this set to “hide,” the document would automatically be created upon using the Data Entry Wizard.  Close the Folder Setup Window.

Assigning Data entry Wizards To Case Types

Select Case Type from the Reference drop-down.  When the Browse Window opens, click Browse and scroll through the fields until you see the “Data Entry Folder Group” field, as shown in the following illustration.
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Upon adding a file using the Data Entry Wizard,  SUSTAIN will automatically use the Data Entry Wizard Folder Group you assign to that Case Type.

Setting Up Data Entry Grids

For this example we will create a Data Entry Grid that allows users to enter events.  From the SETUP menu, select FOLDERS.  When the Folder Setup Window opens, click the GROUPS command button.  The Folder Groups Window will open as illustrated below.
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Using the vertical scroll bar, scroll to the end of the Names column.  In the empty Name field, enter “Data Entry Grid – Events.”  Tab over to the Type field and enter or select Data Entry Grid from the drop-down.  Click SAVE.  Select “Data Entry Grid [DAEGRD]” from the Type drop-down and “Data Entry Grid – Events” from the Folder drop-down.  Click the blank folder tab.  In the Tab Caption field enter “Events.”  Select “Event” from the Add Entity drop-down.  Click the ADD ENTITY command button.  Highlight Event and click DATA.  The Data Definition dialog box will display as shown in the following illustration.

[image: image18.png]Folder

Foldor <] _views
Standard <] _Fiers
Record

Record =] Views
Standard <] _Fiters.

ooy ]| Cancel





Click the VIEWS command button for Record.  When the Event Views dialog box opens, modify the view to include the following fields:  Type, Date, Time, Location, Official, Duration, Duration Type, Result, Result Date.  Click SAVE AS.  When SUSTAIN prompts for a name enter “Data Entry Grid.”  Click APPLY and click APPLY again.  The Folder Setup Window should now resemble the following illustration.
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This allows us to enter a stack of Events on the same screen.  Click SAVE.  Click CLOSE.  

For the next part of this example we will use the Events Data Entry Grid we just created.  From the TOOLS menu select DATA ENTRY.  Select “Data Entry Grid – Events” from the Wizard drop-down.  Click START.  The Data Entry Grid will display as shown in the following illustration.
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In Row 1 enter or select “Criminal” for Division, enter 98-CR-002 for File ID, and enter or select “Adjudication Hearing [ADJ] in the Type field.  Enter 11-19-1999 in the Date field, 11:00 am in the Time field, enter or select “Room 101” in the Location field and select Judge Reichel [REI] from the Official drop-down.  In the Duration field enter “1.5,” and for Duration Type, select Hours.  In the Result field enter or select “Guilty Plea Entered [CR1],” and in the Result Date field enter 11-19-1999.

In Row 2 enter or select “Civil” for Division, enter 97-CV-050 for File ID, and enter or select “Adjudication Hearing [ADJ] in the Type field.  Enter 11-08-1999 in the Date field, 1:30pm in the Time field, enter or select “Room 101” in the Location field and select Judge Watson from the Official drop-down.  In the Duration field enter “1.5,” and for Duration Type, select Hours.  In the Result field enter or select “Completed [COM],” and in the Result Date field enter 11-08-1999.  Click SAVE.  The Stats of Data Entry for Events dialog box displays.  Click OK.  Click CLOSE.  

An illustration of the Events folder for the 11-19-98 Adjudication Hearing appears below.
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Chapter Three:

Help
Accessing Help


To access the Help System you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

3. Click the HELP toolbar button.

From the Contents Page of SUSTAIN’s Help System, click on the words “Additional Help Systems,” found towards the bottom of the page.  Another page will open which lists the names of other available Help Systems.  Click on the words that read “Click here to access the Data Entry Assistant’s Help System.”  This will open Data Entry Help.

To choose another Help System, go to the Contents Page of Data Entry Help, click on the words, “Additional Help Systems,” and choose another Help System from the list.
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