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General Information

Introduction

SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  

The SUSTAIN Assistants and Servers, available as optional components, complement and/or enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Server 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, and 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. 

Starting the Application

Each SUSTAIN application is run by executing a file with an executable XE "Executable"  (EXE) extension.  The default location for these files is the ?:\SUSTAIN directory.  (“?” represents the drive letter.) 

To launch the SUSTAIN Case Manager XE "Case Manager" , you may do any of the following:  

From the ?:\SUSTAIN command prompt, type SUS32.

From Explorer, locate the ?:\SUSTAIN folder.  Double-click on the SUS32.EXE XE "SUS32.EXE" \t "See Executable" .

Set up a Windows Desktop shortcut.  The Target for your shortcut should be the path to your executable XE "Executable"  file, for example:  E:\SUSTAIN\SUS32.EXE.  The “Start in” location should be the location of the executable XE "Executable"  file, such as E:\SUSTAIN.

Each SUSTAIN application also uses an initialization (INI) file containing configuration settings, including the path for your executable XE "Executable"  file.  The default location in your initialization file XE "Initialization File"  is the ?:\SUSTAIN directory.  Other settings contained in the initialization file are the Logo path and file name, and the Logo Title.  Those settings control the look of the application at login.  The Case Manager XE "Case Manager" ’s initialization file is SUS32.INI XE "SUS32.INI" \t "See Initialization File"  and must point to the location of your SUS32.EXE file.  If the executables are not at the ?:\SUSTAIN directory, the initialization files will need the new path.

NOTE:  As SUSTAIN is updated periodically, it is important that you keep your files in synch with the current version.  This will allow you to benefit from the latest revisions and enhancements, as well as avoid unnecessary errors.

Following Along with This Guide

All SUSTAIN Justice Edition Guides are written as tutorials so you can follow along using our Training database.  All Guides assume you have logged into the Departmental Cases XE "Departmental Cases"  organization (TRAIN/DDCAS).  While examples use the Case Manager XE "Case Manager" , all Managers are similar.

Chapter One:  Working with the Search Assistant

Overview

The Search Assistant allows you to browse SUSTAIN’s data across multiple entities, using any combination of single field Indexes.  Users can locate records or information, prevent entry of duplicate files, and use demographic information to match existing files against newly arrested defendants.  

An entity browse XE "Entity browse"  allows you to browse records for a single entity type, such as Party, or Address, or Demographics.  The Search Assistant makes it easy to browse Party, Address, and Demographics at the same time.  You may include as many single index fields from as many different entities as you wish in a Search.

For example, if you have arrested John Doe, you may want to know if he has a criminal history.  Using the Search Assistant, you can browse across entities using his birth date, social security number, height, and weight.  If you find cases that match your search criteria, you might cross-reference the cases or bring the information to the judge, if admissible.     

You might want to find all the defendants under the age of 21, who have been charged with DUI.  The Search Assistant will allow you to do this, also.

Searches are also very useful  XE to prevent duplication when entering data into a Consolidated Person Manager XE "Person Manager" .  Because defendants often use aliases, you can perform a Search on demographic data such as age, hair color, eye color, height, weight, and address.  If you have a match on five of the six fields, this defendant probably already exists in your database.

A Search is made up of single field Indexes XE "Single field Indexes"  saved together in a “Search Set XE "Search Set" .” 

Performing a Search

For our first Search, we want to find all cases with a DUI Statute Charge and a Warrant issued by the city of Hampton.  After logging into Departmental Cases XE "Departmental Cases" , select SEARCH from the FILE menu as shown below.
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You will see the Search window similar to the following.  
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The “DUI’s with Warrants by City” Search Set should display.  If it does not, please select it from the Search Set drop-down XE "Search Set drop-down" .  We will enter specific values in the Search Value XE "Search Value"  column to locate the records that meet our search criteria.  Notice both Indexes have a checkmark in the Select column XE "Select column" .  These checkmarks cause the Index to be included when performing a Search.
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Enter “hampton” in the Warrant:  City Search Value.  Click in the Charge:  Statute Search Value combo box.  Press F5 and select “Driving Under the Influence of Alcohol/Drugs” XE "Search Value"  from the Code Search box or enter “VC005.”     

Click on the COUNT button XE "Count button" . 
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If you wish to stop counting before completion, select the CANCEL button XE "Cancel button" .

[image: image6.png]Cancel




When the Count completes, your window will be similar to the following.   
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The illustration above shows that there are eight Warrant records with “Hampton” in the City field and nine Charges with “VC005” in the Statute field.  

NOTE:  If a row does not have a number in the Count column XE "Count column" , ensure you have entered the correct data, such as the correct spelling of the city.  If you modify the Search Values, be sure to select the COUNT button XE "Count button"  again to update the Counts.  If you still do not have any numbers in the Count column, ensure you have entered valid values in the Search Values and the appropriate data exists in your database. 

At this point, we do not know if any of these Warrant Cities and Charge Statutes are related to the same Case.  To find out, click on the JOIN button XE "Join button" .
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The window is updated with the Join Count XE "Join Count"  as illustrated in the window below, indicating that four cases meet all of our criteria.  
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NOTE:  If clicking JOIN does not display any records in the Join Count XE "Join Count"  row, there are no cases with all of the criteria used in your Search.    

Once you have results in the Join Count XE "Join Count" , select the BROWSE button XE "Browse button" .
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A Case Browse XE "Case Browse"  will display similar to the one below.
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You can open cases from the browse by clicking the row number and then selecting the OPEN CASE toolbar button XE "Open Case toolbar button" .

[image: image12.bmp]
NOTE:  If you click the BROWSE button XE "Browse button"  before clicking the JOIN button XE "Join button" , SUSTAIN will display all cases with data that matches the first Index and Search Value XE "Search Value"  with a checkmark in the Select column XE "Select column" .  While Searches expect you to use more than one Index, you could mark only one Index to browse the Cases that are counted for that Index.

Our next Search will be to find all cases with the last name of Walker, in Newport News, and with a height of 5’ 10.”  If you have closed the Search Assistant, select SEARCH from the FILE menu.  

Select “Last Name, City, Height” from the Search Set drop-down XE "Search Set drop-down"  as illustrated below.  
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Your window will be similar to the one below.
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Enter “walker” in the Party:  Name 2 Search Value XE "Search Value" , “newport news” in the Address:  City Search Value, and select ‘5’ 10”’ in the Demographics:  Height Search Value Combo box or enter “510.”

Select the COUNT button XE "Count button"  and the Count Column XE "Count column"  shows that there are four Parties with “Walker” in the Name 2 field, twenty-nine Addresses with “Newport News” in the City field, and five Demographics records with “510” in the Height field.  At this point, we do not know if any of these records are related to the same case. 
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Click the JOIN button XE "Join button"  to see that two cases match our Search criteria and then click the BROWSE button XE "Browse button"  to see these Cases in a Browse window similar to the one on the next page.
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You can open cases from the browse by clicking the row number and then clicking the OPEN CASE toolbar button XE "Open Case toolbar button" .

When you are finished with the Search, select the CLOSE button XE "Close button" .
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Modifying a Search

If you do not wish to include all of the Indexes in a Search, you can easily exclude one or more Indexes.  We will use  the “Last Name, City, Height” Search Set to search all Parties with Brown in Name 2 that live in Norfolk and exclude the Height Index.  

Since we closed the Search window in the previous section, select SEARCH from the FILE menu and select the “Last Name, City, Height” Search Set.  Click on the Select checkbox XE "Select checkbox"  for Demographics:  Height to deselect XE "Deselect"  this Index.  This removes the checkmark.  
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Enter “brown” as the Search Value XE "Search Value"  for Party:  Name and “norfolk” as the Search Value for Address:  City.  Now, select the COUNT button XE "Count button" , JOIN button XE "Join button"  and BROWSE button XE "Browse button"  and your window will look similar to the one below.
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As you can see above, there were three Parties with “Brown” in Name 2 and eight Address records with “Norfolk” in the City field.  But only one Case has a record with both “Brown” in Party Name 2 and “Norfolk” in Address City.

For information on modifying a Search Set to add or delete Indexes, please see Chapter Two of this guide.

Click the CLOSE button XE "Close button"  when you are finished with this Search.

Chapter Two:  Setup
Creating a Search Set

We will add a Search Set (single field Indexes XE "Single field Indexes"  saved with a name to identify their purpose) to search by last name, birth date, eye color and hair color.  To create a new Search Set, select SEARCH from the FILE menu, and select the NEW button XE "New button" .
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NOTE:  After clicking the NEW button XE "New button"  in your database, it may take a few moments to load all the Indexes.  Please consult the section in this Chapter entitled “Indexes” for information about disabling Indexes from the Search Assistant to speed up this step.   
Your screen will be similar to the one below.
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Select the Index drop-down XE "Index Drop-down"  in the first row.   Scroll through the Indexes until you find Party:  Name 2.
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Select Party:  Name 2 and continue by selecting Demographics:  Birth Date in the second row, Demographics:  Hair in the third row, and Demographics:  Eyes in the fourth row.  

In the Select column XE "Select column" , click in the checkbox for each Index.  
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When the Indexes are selected, you will see red checkmarks in the Select column.  These checkmarks cause the Index to be included when performing a Search.

NOTE:  You can select or deselect Indexes XE "Deselect"  while you are running the Search Set, so when creating a Search Set “turn on” the Indexes you expect to use most of the time.  

After selecting the Indexes and enabling the Select checkboxes, your Search Set will look similar to the one below.
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Select the SAVE button XE "Save button"  as seen below.   
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The Search Set name window will display as shown in the following illustration.  

[image: image26.png]Search Setname:

=





Enter “Last Name and Demographics” in the text box.  

Click the OK button XE "OK button" .
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If at any time, you decide you do not want to save the Search Set, select the CANCEL button XE "Cancel button" . 

If you enter the values shown below in your newly created Search Set, your browse will be similar to the following.
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Modifying a Search Set

You may want to add Indexes to or delete Indexes from a Search Set.

Adding an Index to a Search Set

We will add Demographics Weight and Height Indexes to the “Last Name and Demographics” Search Set created in the previous section.

Select “Last Name and Demographics” from the drop-down (if not already listed).  Click the MODIFY button XE "Modify button" .
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Click on the drop-down arrow in the first blank row and select Demographics:  Weight and in the next row select Demographics:  Height.  After clicking in the SELECT checkbox for each of  XE "Select checkbox" these Indexes, your changes will look similar to the illustration below.
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To save these changes, select the SAVE button.

If at any time, you decide you do not want to keep these changes, click the CANCEL button XE "Cancel button" .  

If you select the CLOSE button XE "Close button" , you are prompted with a window asking if you wish to save the modifications.  
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Click the YES button XE "Yes button"  to save the changes, the NO button XE "No button"  to ignore the changes, or the CANCEL button XE "Cancel button"  to return to the Modify window and make further changes.

Information on using the Save As button XE "Save As button"  to save a modified Search Set as a new Search Set can be found later in this chapter.

Deleting an Index from a Search Set

You can permanently remove an Index from a Search Set.  Select SEARCH from the FILE menu and select the “Last Name, City, Height” Search Set from the drop-down.

We will remove the Demographics:  Height Index.  Click the MODIFY button XE "Modify button"  and click on the Demographics:  Height Index.  Press CTRL and while still holding it down, press X.   The Index row will be blank as illustrated below.
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To save these changes, select the SAVE button XE "Save button" .

If at any time, you decide you do not want to keep these changes, click the CANCEL button XE "Cancel button" .  

If you click the CLOSE button XE "Close button" , you will be prompted with a window asking if you wish to save the modifications.  Click the YES button XE "Yes button"  to save the changes, the NO button XE "No button"  to ignore the changes, or the CANCEL button XE "Cancel button"  to return to the Modify window and make further changes.

Saving as a Different Search Set

If you wish to change the name of a Search Set or keep the original Search Set and use it as a starting point for a new Search Set, you can use the SAVE AS button XE "Save As button" .  We will change the name of the “Last Name, City, Height” Search Set to “Last Name and City” since we removed the Demographics:  Height Index in the previous section.

Select SEARCH from the File menu, and select the “Last Name, City, Height” Search Set from the drop-down.  Select the MODIFY button XE "Modify button" .  

Then click the SAVE AS button XE "Save As button" .  
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You will be prompted to enter the Search Set name.
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Enter “Last Name and City” in the text box and select the OK button XE "OK button" .  If you do not wish to save the name at this time, click the CANCEL button XE "Cancel button" .
To make changes to the Search Set you just added using the “Save As” feature, click the MODIFY button XE "Modify button" .  Add or remove Indexes as you wish and click the SAVE button XE "Save button"  when you complete your changes.   

Deleting a Search Set

If you no longer use a Search Set, you will want to remove it so it no longer appears in the Search Set drop-down XE "Search Set drop-down" .

Select SEARCH from the FILE menu.  After selecting the Search Set from the drop-down, click the MODIFY button XE "Modify button" .  Click the DELETE button XE "Delete button"  to remove the Search Set.
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Click the CLOSE button XE "Close button"  when you are finished.  If you wish to exit without deleting, click the CANCEL button XE "Cancel button" . 
Indexes

Search Sets must consist of single field Indexes XE "Single field Indexes"  only.  When you begin working in your SUSTAIN database, all Indexes will be available for Search Sets.  You will want to disable all multiple field Indexes XE "Multiple Field Indexes"  and unused single field Indexes.  This will make it easier and more efficient when you are creating your Search Sets.  

To see all Indexes for Witness, select SEARCH from the FILE menu and select the MODIFY button XE "Modify button" .  In the first blank row, scroll down until you see the Indexes for Witness.  
Notice in the illustration on the next page that the first two Indexes have multiple fields.  Because a Search Set will ignore these Indexes, they should be removed from the drop-down.  Also, notice the “Origin” and “Rel Name” Indexes.  They are not used in this Organization, so we will disable them also.   
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NOTE:  Many Indexes have already been removed from the Search Assistant in Departmental Cases XE "Departmental Cases"  for entities other than Witness.  
Disabling Multiple Field Indexes

From the SETUP menu, select ENTITIES as illustrated below.
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Scroll down the list of Entities and highlight the Witness entity.
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Click the INDEXES button XE "Indexes button" .  
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The window below displays.  The column titled Search controls whether the Indexes appear in the drop-down in Search Sets.  
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Click in the Search checkboxes XE "Search Checkboxes"  to deselect XE "Deselect"  the following Indexes:  Division, File ID, Parent Ent Type, Parent Ent Num, Date [0] and Division, File ID, Ent Num [1] as they are multiple field Indexes XE "Multiple Field Indexes"  and cannot be used in Search Sets.  

Select the SAVE button XE "Save button"  to save your changes or the CANCEL button XE "Cancel button"  if you do not wish to save your changes.

Disabling Unused Indexes

After accessing Witness Indexes in Entity Setup as described in the previous section, click in the Search checkboxes XE "Search Checkboxes"  to disable Origin [2] and Rel Name [3] as they are not used in our Organization.  

When you have disabled the multiple field and unused Indexes, your screen will be similar to the following.
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Select the SAVE button XE "Save button"  to save your changes or the CANCEL button XE "Cancel button"  if you do not want to save your changes.

To view how our changes affect Search Setup, select SEARCH from the File menu, click the MODIFY button XE "Modify button" .  Click in the first blank row and scroll down to the Witness Indexes.

Your screen will be similar to the one below.
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Only the Date, Name and Status Date Indexes are available for the Witness entity 

Fields That Are Not Indexes

If the field you want to use in a Search Set is not an Indexed field, you can add single field Indexes XE "Single field Indexes"  using the SUSTAIN Index Utility.  Please consult your SUSTAIN Index Utility Guide for information regarding adding Indexes to entities.
Chapter Three:  Security
Assigning a License

In order to access Search from the File menu in any of the Managers, a license XE "License"  for the FILE ID SEARCH/ MANAGEMENT Assistant XE "File ID Search/Management"  must be enabled as illustrated below.  Licenses are assigned in System Administration.  
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Note:  Some license files may have File ID Integrity Management XE "File ID Integrity Management"  as the name of the assistant.

Please consult the SUSTAIN Administrator’s Guide for information about how to enable licenses for Assistants.

User Groups

If rights to Setup are controlled “By Setup” and users will need to add, modify, and delete Search Sets, assign rights to Filters.  As with any Setup, you can select “Yes” or “No.”  Leaving the Rights column blank is the same as selecting “No.”

In Domain Administration User Groups and Rights XE "User Groups and Rights" , on the Rights by Setup window, select the appropriate Rights level.
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Please consult the SUSTAIN Administrator’s Guide for information about setting up User Groups.

Chapter Four:  Help System

Accessing Help 

You may access SUSTAIN’s help system in three ways:

1. Choose a command from the HELP menu.
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2. Click the HELP button XE "Help button"  on the toolbar.

[image: image46.bmp]
3. Press the F1 function key on the keyboard.

To close Help, choose the CLOSE command from the control menu box located in the upper right hand corner of the Help Window.

[image: image47.bmp]
You may also select EXIT from the FILE menu.

Help System buttons 

Once you have accessed the Help System, the following buttons are available.

[image: image48.png]Contents




Displays the contents of the Help system of the executable you have open.
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Allows you to look for information about a specific topic.
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Allows you to look for information about a specific topic.
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Takes you back to the last help screen you viewed.
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Allows you to print a selected Help Topic. 
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Displays a menu with display and editing options.

Accessing the Search Help System

From the Contents window of SUSTAIN’s Help System, click on the “Additional Help Systems” link found towards the bottom of the window.  Another window will open, listing other Help Systems.  Select “Click here to access the Search Help System.” 

To choose another Help System, go to the Contents window of Search Help, click on the link, “Additional Help Systems,” and choose another Help System from the list.
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