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Introduction

Thank you for purchasing SUSTAIN.  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 requirements.

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.  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 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 guide is designed to introduce you to each of the standard functions and features of the SUSTAIN Managers.  The illustrations and examples used throughout this manual have been based on SUSTAIN’s data dictionary and concentrate on the use of the SUSTAIN Case 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.  For example, when this manual describes how to create a new “Case File,” using the SUSTAIN Case Manager, you should keep in mind that creating a new “Person File,” using the SUSTAIN Person Manager, works in exactly the same way.

Please also note 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, glossary, 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, examine the context of the word within the sentence (i.e., how the word is used in the sentence).  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 illustrated by the example below: 

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

Chapter One:

Login

From your desktop, double-click on the icon titled “SUSTAIN.”  A dialog box will open with a title bar that reads, “System Login,” as shown in the illustration below.

[image: image1.png]System Login

Copyright, 1395-2003
SUSTAIN Technologi

SUSTAIN Technologies.
License #: 1996999939





Select or enter your User ID and click OK.  Another dialog box will open that reads “Database Login.”  Select or enter your Domain and Organization, and enter your Password.  The User ID, Domain, Organization, and Password will vary for each user.  If you do not know your Password, User ID, Organization, or Domain, consult your System Administrator.

Once you have entered your Domain, Organization, and Password, click OK or press ENTER.  (If you have made a mistake or do not wish to access SUSTAIN, click CANCEL.)  The SUSTAIN desktop will display as illustrated below.  
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If you have entered an incorrect Domain, Organization, User ID, or Password, an error message will appear.  If this occurs, click OK, correct your Domain, Organization, and/or Password and click OK again.  If you still receive an error message, contact your System Administrator.

Chapter Two:

Features Of The Desktop
FILE MENU
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NEW  Allows you to add a new file.

OPEN  Allows you to access a file.

DELETE  Removes a file and all its related data.

SEARCH  For more information please see the SUSTAIN Search Assistant Guide.

PASSWORD  Allows you to set a password for a file.

OPEN DATABASE  Allows you to access another database.
OPEN XREF FILE  Accesses a cross-referenced file.

NEW WINDOW  If a check mark appears to the left of this command, then each time you open a file, a new window will be created.  If a check mark does not appear to the left of this command, then each file that is opened will reuse an existing file window.  The benefit of creating a window for each file you open is that it enables you to compare information.  The drawback is that the more windows are open, the larger the draw on system resources.

NOTE:  The command NEW WINDOW will be available only if your System Administrator has given your system this option.

SHOW FOLDERS  If a checkmark appears to the left of this command, then each time you view a Folder Group, the tabs of the Folders will be displayed.  If a checkmark does not appear to the left of this command, then the tabs of the Folders in the group will not be displayed.  The benefit of not having the tabs of the Folders shown is that it enables more data to appear on your screen.  For more information about Folders and Folder Groups, please see Chapter Five:  Working With Folders. 

LIST OF RECENTLY OPENED FILES  For your convenience, SUSTAIN records the Division and File ID of the last ten files opened.  To access a listed file, click on the File ID.

EXIT  Choose this command to leave SUSTAIN.

Record Menu
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NEW  Allows you to add a new record.

OPEN  Accesses a record.

MODIFY  Allows you to make changes to a record.  

DELETE  Removes a record.  

SAVE  Saves the current record.

SAVE ALL  Enables you to update and save multiple records simultaneously.  For more information see the section “Entering Data in New or Modify Record Windows” found in Chapter Six.

NEW WINDOW  If a check mark appears to the left of this command, then each time you open a record, a new window will be created.  If a check mark does not appear to the left of this command, then each record that is opened will reuse an existing record window.  The benefit of creating a window for each record you open is that it enables you to compare information.  The drawback is that the more windows are open, the larger the draw on system resources. 

NOTE:  The command NEW WINDOW will be available only if your System Administrator has given your system this option.

BROWSE MENU
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ENTITIES  Allows you to select an entity to browse.  

REFERENCE  Allows you to select a reference table to browse. 

DATA EXCHANGE FROM OTHER DATABASES  For more information on the Data Exchange from Other Databases menu command, please consult the SUSTAIN Data Exchange Guide.

FILTER  Accesses the Filter dialog box, which allows you to specify selection criteria to aid in locating records.

NEW WINDOW  If a check mark appears to the left of this command, then each time a new browse is initiated, a new window will be created.  If a check mark does not appear to the left of this command, then each browse that is initiated will reuse an existing Browse Window.  The benefit of creating a window for each successive browse is that it enables you to compare information.  The drawback is that the more windows are open, the larger the draw on system resources. 

NOTE:  The command NEW WINDOW will be available only if your System Administrator has given your system this option.

EDIT MENU
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CUT  Removes currently selected data and/or graphics and transfers it to the Windows Clipboard.  

COPY  Transfers currently selected data and/or graphics to the Windows Clipboard.  

PASTE  Inserts data and/or graphics from the Windows Clipboard into the current window.

VALIDATE  Checks all field values.  If a field has an invalid entry, you will be alerted. 

UNDO  Restores a database record to its last saved state.

AUXILIARY MENU
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TEXT  Accesses the Text Processor.  For more information, please see Chapter Eight:  Text Processor.

IMAGE  Displays the image associated with a Fingerprint, Image, Item, Mug Shot, Person, or Site entity record.  For more information, please see Chapter Ten:  Imaging.

SOUND  Plays the sound file associated with a Sound Recording entity record.  For more information, please see Chapter Nine:  Multimedia.

VIDEO  Plays the video file associated with a Video Recording entity record.  For more information, please see Chapter Nine:  Multimedia.

OBJECT LINK/EMBED  Allows you to complement your SUSTAIN data with objects from other applications.  For more information, please see Chapter Seven:  Object Linking & Embedding.   

AUDIT  Accesses the Audit Window which displays the date, time, User ID, and types of transactions that have taken place with respect to the current record.

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

PRINT MENU
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PRINT  Allows you to print selected information.  

PRINT SETUP  Allows you to select from various options that determine the way in which your data will print.

FORMS  Allows you to print a form.  For more information, please see Chapter Twelve:  Forms & Reports.

TOOLS MENU
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ACCESSORIES  Opens the Accessories list, which allows you to access non-SUSTAIN utilities to aid in your work.  Use the NEW command button to install new accessories, the modify command button to change a listed accessory, and the REMOVE command button to delete accessories from the list.

UTILITIES

Accesses the Utilities list, which allows you to access, SUSTAIN utilities to aid in your work.  Use the NEW command button to install new utilities, the modify command button to change a listed utility, and the REMOVE command button to delete utilities from the list.  For more information on changing a File ID or copying a File, please see Chapter Four:  Working With Files.

NOTE:  SUSTAIN will prompt with a message asking if you would like to close all Windows before using a Utility.  

IMPORT  Allows you to insert data from external sources into your database.  For more information, please consult the SUSTAIN Data Exchange Guide.

EXPORT  Allows you to extract data from your database for transfer to external destinations.  For more information, please consult the SUSTAIN Data Exchange Guide.

DATA ENTRY  Accesses SUSTAIN Data Entry, which enhances your data entry capabilities by allowing you to design prompted data entry windows users, can “walk through.”  Examples of this include file initiation and adding parties to a case at a later date.  For more information please see the SUSTAIN Data Entry Assistant Guide.

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

SETUP MENU
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PREFERENCES  Accesses the Preferences dialog box, which allows you to make choices about the look, feel, and behavior of the SUSTAIN environment.  For more information, see the section “Preferences,” later in this chapter.

TOOLBAR  Choose this command to display the toolbar or to hide it from view.  If the toolbar is visible and you choose this command it will be hidden from view.  If the toolbar is hidden from view and you choose this command, it will become visible.

STATUS BAR  Choose this command to display the status bar or to hide it from view.  If the status bar is visible and you choose this command it will be hidden from view.  If the status bar is hidden from view and you choose this command, it will become visible.

CODE TABLES, REFERENCE TABLES, CODE SETS, ENTITIES, FOLDERS  Please consult the SUSTAIN Administrator's Guide for information on these commands.

WINDOW MENU
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CASCADE  Arranges open windows so they overlap while their title bars remain in view.

TILE HORIZONTAL/TILE VERTICAL  Arranges the windows on your desktop so all are visible and occupy a part of the screen, either horizontally (side to side) or vertically (up and down).  

ARRANGE ICONS  Rearranges all minimized window icons along the bottom of the desktop.

CLOSE ACTIVE WINDOW  Closes the current window.

CLOSE ALL WINDOWS  Closes all windows currently open in SUSTAIN, leaving only the desktop.

OPEN WINDOW LIST  Provides a list of up to nine windows that are currently open, with a check mark to the left of the current window.  To go to another open window, click on the name of that window.  Once nine windows are open, the names of additional windows will not be displayed in the WINDOW menu.  Instead, MORE WINDOWS will appear under the ninth entry.  Clicking on MORE WINDOWS will open a Select Window list.  Select the name of the window you want and click OK.

HELP MENU
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CONTENTS  Displays a list 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  Provides various information about SUSTAIN, including version number, copyright information, system resources, memory available, system location and User ID.  The System Information command button provides information concerning the engine and DLL’s currently installed and the date and time of their installation.

Toolbar

The toolbar is made up of buttons that perform some of the same functions as menu commands.  Some toolbar buttons appear in conjunction with certain windows, and not with others.  If a toolbar button is present, then the command it represents is available.  If a toolbar button is absent, then the command it represents is not available at this time.  If at any time in this guide, we ask you to click on a menu command that has a toolbar button, you may use the toolbar button instead.  

If the Tool Tips checkbox, found in the Preferences dialog box, is checked and you do not know the function of a toolbar button, position your mouse so that your cursor is pointing to the toolbar button and a short description of the button's function (also known as a “tool tip”) will appear, as shown in the illustration below.
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For more information on activating or deactivating “tool tips,” please see the section “Desktop Display Checkboxes,” later in this chapter.

An illustration of each of the standard toolbar buttons in SUSTAIN, followed by the name of the button and its function, appears below and on the following pages.

NOTE:  Other toolbar buttons which may appear on your desktop reflect the various SUSTAIN Assistants your Organization has licensed; therefore, your desktop may feature toolbar buttons which are not included on the following list.  For more information on the operation of those toolbar buttons, please consult your  SUSTAIN Assistant User's Guide.
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  NEW RECORD  Enables you to add a record to the database.   

[image: image15.png]


  CLOSE ACTIVE WINDOW  Closes the window currently in use.
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  COPY TO CLIPBOARD  Copies selected material to the Clipboard.
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  CUT  Removes selected material and transfers it to the Clipboard.  
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  DELETE RECORD  Removes a record.  

[image: image19.png]


  FILTER  Accesses the Filter dialog box, which allows you to specify selection criteria to aid in locating records. 
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  HELP  Accesses the help system.
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  IMAGE  Displays images associated with the following entities:  Fingerprint, Image, Item, Mug Shot, Person, and Site.  
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  MODIFY RECORD  Allows you to make changes to a record. 
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  NEW FILE  Allows you to add a new file to the database. 
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  OBJECT LINKING & EMBEDDING  Allows you to complement your SUSTAIN data with objects from other applications.    
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  OPEN CROSS-REFERENCED FILE  Allows you to access a related file. 
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  OPEN  Allows you to access a file.
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  OPEN RECORD  Allows you to access a record.
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  PASTE  Allows you to insert data or graphics from the Clipboard into the currently active window.
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  PRINT  Prints selected data.
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  SAVE  Saves the current record. 
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  SOUND  Plays sound associated with the Sound Recording entity.
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  TEXT  Accesses the Text Processor.
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  UNDO CHANGES  Restores a record to its last saved state.
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  VALIDATE  Checks to insure valid values have been entered in record fields.  If an invalid value has been entered an error message is displayed.
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  VIDEO  Plays video associated with the Video Recording entity.

Status Bar

The status bar is found at the bottom of the desktop and is shown in the illustration below.
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Reading from left to right, the status bar displays the name of the Domain and Organization the user is currently logged into, the key states (whether the caps lock, num lock, insert, and scroll lock are active) and the current date and time.  You may decide that you want the status bar to display the current date and time, but not the key.  If so, see the section “Desktop Display Checkboxes,” later in this chapter.

Entities & Reference Drop-Down List Boxes

Also found on the toolbar, the Entities and Reference drop-down list boxes contain a list of entities or reference tables for you to choose from as shown in the following illustrations.  
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Use the vertical scroll bar to move through the entities or reference tables.  Clicking on any of the entity or reference table names will activate the associated Browse Window.  Browse Windows are discussed in detail in Chapter Eleven.

PREFERENCES 

The Preferences command, found in the SETUP menu, allows you to access the Preferences dialog box, illustrated below.

[image: image39.png]Deskiop Disply
I Tool Tips
I Status Panel
I Key States
I Curent Date/Time.

Data Exchange Delivery Method
€ Real-Time
€ Background
 Based on Data Exchange Record

Date Format

Input € dd-MON-yyyy
& mm-ddyyyy
C ddmmyyyy

Display:

Other Options:

¥ Load Last File on Startup
I Confirm Saves

¥ Confirm Deletes

7 Preview image

Background Color:

—
cobrs

Clear

‘Watking Ditectory:

5- = Short ate, Month Fist (07019

Save

e

conel_|





The Preferences dialog box allows you to control several aspects of your SUSTAIN environment.  These aspects include the following:  The types of information displayed within the status bar, whether or not record saves/deletes are confirmed, the ways in which dates are input and displayed, the background color, whether the last file that you opened is loaded at start up, whether the file list is cleared, the location of the working directory, and the directory/program name associated with your word processor.  

NOTE:  The Preferences you choose reflect your own individual choices and can be different from those chosen by other users.  

The various parts of the Preferences dialog box are discussed in detail in the following sections. 

DESKTOP DISPLAY 

Desktop Display checkboxes, shown in the following illustration, allow you to choose what information, if any, you would like displayed in your status bar.  

[image: image40.png]Deskiop Display.
I Tool Tips
I Status Panel
I Key States
I Curent Date/Time.




For example, if you would like the date and time displayed, click on those boxes.  If the checkbox is empty that selection will not appear on the status bar.

Once you have made your selections, click the SAVE command button found at the bottom of the Preferences dialog box.  If you do not wish to save your changes, click CANCEL.  

OTHER OPTIONS

The Other Options checkboxes, shown in the following illustration, allow you to choose if you would like the last file that you accessed loaded when you start SUSTAIN, as well as give you the option of confirming saves and deletes while in SUSTAIN.
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To enable these features, click inside the checkbox.  To disable these features, click inside the checkbox to remove the “X.”  Once you have made your selections, click the SAVE command button found at the bottom of the Preferences dialog box.  If you do not wish to save your changes, click CANCEL.  

DATA EXCHANGE DELIVERY METHOD 

For more information on the Data Exchange Delivery Method buttons, shown in the illustration below, please consult the SUSTAIN Data Exchange Guide.
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DATE FORMAT & DISPLAY DATE FORMAT

The Input Date Format option buttons allow you to choose the way you would like to enter dates in the system, as shown in the top half of the following illustration.
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The Display Date Format drop-down list box, shown in the bottom half of the illustration above, allows you to choose the way in which dates are displayed.  Choose the input and display options that best suit your needs and click the SAVE command button found at the bottom of the Preferences dialog box.  

BACKGROUND COLOR

The Background Color Selection portion of the Preferences dialog box, shown in the illustration below, allows you to choose the background color to be displayed on your Record and Browse Windows.

[image: image44.png]Background Color:





To change the background color, click COLORS.  A palette of colors will open as shown in the following illustration.
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Select a color by clicking on it.  If you do not like any of the colors you see in the section entitled “Basic Colors,” you may define your own custom color.  To define a custom color, click DEFINE CUSTOM COLORS command button.  The Colors dialog box will expand as shown in the following illustration.
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Create a color and click ADD TO CUSTOM COLORS.  The color you have made will be added to the palette of Custom Colors.  After a color has been selected, click OK.  If you do not wish to make changes, click CANCEL.  If you click on OK, then the color you have chosen will be displayed in the color preview box, to the right of the COLORS command button.  Click the SAVE command button found at the bottom of the Preferences dialog box.  If you do not wish to save your changes, click CANCEL. 

CLEAR FILE LIST 

The Clear File List command button allows you to empty the List of Recently OpenED Files, which is found in the FILE menu between the NEW WINDOW and EXIT commands.  If you wish to empty or clear this list, click on the Clear File List command button as shown in the illustration below.
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Click the SAVE command button found at the bottom of the Preferences dialog box.  If you do not wish to save your changes, click CANCEL.  

WORKING DIRECTORY 

Enter the drive and path where you would like SUSTAIN to store any temporary files it may create, as shown in the following illustration.
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Click the SAVE command button found at the bottom of the Preferences dialog box.  If you do not wish to save your changes, click CANCEL.  

Chapter Three:

How Information Is Organized In SUSTAIN

NOTE:  Although SUSTAIN shields you from most of the technical details associated with database management systems, the following information is intended as an overview of SUSTAIN database management and system configuration.  For more detailed information on these, and other related topics, please consult your SUSTAIN Administrator's Guide.

SUSTAIN Domains & Organizations

Because SUSTAIN allows you to manage any number of databases, each database is assigned a unique Organization code and name.  In addition, multiple Organizations (i.e., different databases) may be logically combined to form any number of SUSTAIN Domains, each of which is also assigned a unique code and name.  This “Organization within Domain” arrangement, can be illustrated as follows:
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Referring to the illustration above, we can see a single SUSTAIN information system being used to support the Case files of both the Court and the Sheriff’s Department.  Those cases belonging to the Court are in the Court's Domain.  Those cases belonging to the Sheriff's Department are in the Sheriff's Domain.  Each of these Domains can be tailored to the user's individual needs.  In addition, we also see that within each Domain, there are multiple Organizations or databases.  

SUSTAIN’s system configuration, database configuration, and security systems are all based on this ability to organize data according to purpose and/or ownership.  For example (in the Court/Sheriff system outlined previously) because the Court and the Sheriff each have their own SUSTAIN Domain, each has complete and exclusive control over each of the Organizations (i.e., databases) within their Domain.  The Court’s system administrator decides how the Court’s databases are configured, maintained, and secured, while the Sheriff’s system administrator decides how the Sheriff's databases are configured, maintained, and secured.

Another fundamental concept associated with SUSTAIN information management is that each SUSTAIN Organization (i.e., database) has a primary object.  For example, if the primary reason for a database’s existence is to manage information related to Cases, the Organization would be created with “Case” as its primary object.  SUSTAIN currently allows the creation and management of Organizations where the primary object is Case, Group, Item, Person, or Site.  

SUSTAIN DATA Dictionaries
The heart of every SUSTAIN based information system is the data dictionary. The data dictionary provides you with a pre-defined database that serves as a starting point when designing the information system which best serves your individual needs. Unlike most other vertical market computer software packages, SUSTAIN’s data dictionary was designed to be modified and/or supplemented by you, the user, rather than by only us, the software vendor.  This freedom, to tailor your SUSTAIN databases, is perhaps the most important factor contributing to your ability to design, develop, and successfully implement an information system that truly meets your individual requirements.

Database Files And SUSTAIN FILES
SUSTAIN’s data dictionary describes each of the database files.  These files can be divided into three categories:  Reference files, Configuration files, and Entity files.  Reference files contain supplemental data such as code descriptions.  Configuration files contain system and database configuration data that determine how SUSTAIN looks, feels, and behaves.  Entity files contain entries related to SUSTAIN objects, such as Persons and Cases.  

Each SUSTAIN Organization (i.e., database) has a primary “object”.  For example, if the primary reason for a database’s existence is to manage information related to Cases, the Organization would be created with “Case” as its primary object.  SUSTAIN currently allows the creation and management of Organizations where the primary object is Case, Group, Item, Person, or Site.  

Each entity file contains all of the records of a particular type for a particular SUSTAIN Organization.  For example, if you decide to manage demographic data through use of Demographics entity records, SUSTAIN will create and maintain a single database file for the purpose of storing all of the demographic data related to all of the SUSTAIN objects managed within the Organization.

Unlike database files, SUSTAIN files are logical, rather than physical, in nature.  SUSTAIN files can be thought of as containers that combine all of the data related to a single SUSTAIN object, such as a Person or Case, regardless of the fact that each type of data is actually stored in a separate database file.  Even though a typical SUSTAIN Case file may contain data from as many as fifty or more individual database files, all of that data may be accessed through use of a single, user defined, SUSTAIN File ID.

SUSTAIN files also provide access to many other types of information.  SUSTAIN enables you to link and/or embed Windows compatible OLE objects in SUSTAIN files along with SUSTAIN maintained data, text, audio, video, and images.  Because SUSTAIN makes it appear as though all of the information related to a particular object such as a Case or Person is contained in a single file, sophisticated information management is not only made possible, but made simple.

SUSTAIN File Configurations
SUSTAIN keeps track of all of the data associated with a SUSTAIN object, such as a Person or a Case, by allowing you to define the hierarchical manner in which the data should be organized.  SUSTAIN places no limit on the number of different ways you decide to manage the data associated with SUSTAIN objects.  For example, you may decide to manage some of your SUSTAIN Cases based on a hierarchical arrangement of data similar to the one shown in the following illustration.
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We refer to the ways in which you decide to organize your SUSTAIN data as “file configurations.”  SUSTAIN allows you to define as many different file configurations as you wish.  The file configuration pictured above may be used when managing criminal offender type Case files while a different file configuration may be used when managing civil judgment debtor type Case files.

SUSTAIN FOLDERS

In order to simplify the management of many different types of data, SUSTAIN allows you to manage your data through use of “folder groups.”  A folder group may be thought of as a collection of folders, each of which provides access to a portion of a file configuration.  

You may choose to define a folder group in which all the data concerning a Case is distributed among thirteen Folders as shown in the following illustration of the Civil:  Staff folder group for Case 96-CV-107.
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Or you may decide to define a folder group that contains only five or ten folders.  Once again, SUSTAIN places no limit on the number of different ways you decide to manage your data.  For each individual folder within a group, you decide the following: Which types of database entity records will be managed, which specific records of those types may be accessed, which database fields for each type of record will be displayed, the title of each database field, and the font, font size, and color that will be used when displaying each type of record.

The number of folder groups you decide to define and the specific data that you decide to make accessible via each individual folder within a group is entirely up to you.  However, there is one very important thing to keep in mind.  Regardless of the specific way in which you decide to organize your SUSTAIN data, the folder groups you define will serve as the primary vehicle used to access and maintain your SUSTAIN files.

SUSTAIN RECORDS
Within each SUSTAIN folder, entity records are displayed, added, modified, and deleted.  An entity record is a collection of individual data fields that together constitute a single SUSTAIN database entry or record.  For instance, within the “Demographics” folder, any number of individual demographics entity records may be maintained that relate to the SUSTAIN file.  It is important to note that while all entity records within a folder are related to the SUSTAIN file currently being managed, the exact location of an entity record within the folder group is important.  

To illustrate this, we will use an example from SUSTAIN's Person Manager.  Status records may be maintained via two different folders. Using the folder titled “Status,” status records are directly related to the file’s person record, as shown in the following illustration.
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In contrast, using the folder titled “Bail/Status,” status records are directly related to each bail record, as shown in the illustration below.
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If a status record is directly related to a person record, then we know that the status is that Person’s.  Conversely, if a status record is directly related to a bail record, we know that the status is in respect to the person’s bail.

Throughout all SUSTAIN writings, the terms “parent” and “child” are used to refer to the approximate location of a record relative to other records.  

To illustrate (using the outline shown in the previous illustration) the bail records related directly to the person record may be referred to as “children” of the person record.  In turn, the person record may be referred to as the “parent” of the bail records.
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Chapter Four:

Working With Files

Adding SUSTAIN FILES

To add a SUSTAIN file, choose NEW from the FILE menu, or click the NEW FILE toolbar button.  Either of these actions will access the New File dialog box as shown in the illustration below.
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Enter or select a Division and File Type.  If you do not choose a Division, SUSTAIN defaults to the current division.  Next, enter a File ID.  There are three ways a File ID can be assigned: Assign ID, Auto ID by Prefix, and Auto ID by Type.  In the illustration above, Assign ID has been selected.  In this method, you assign the File ID by typing it in the File ID text box.  

If you choose the Auto ID by Prefix or Auto ID by Type, SUSTAIN will automatically assign a File ID based on information provided during system setup and the Prefix or Type entered.

If you wish to assign an official to the case when creating the file, check the Assign Official checkbox.  The Official Suffix checkbox, if checked, causes the Official ID to be appended to the File ID.  These checkboxes will only be available if your System Administrator has given your system this option.

Once a Division, File Type, and File ID have been entered, click OK.  A message box will appear stating that a new file has been added and asking if you want to modify the new file.  If you want to modify the new file, click YES.  If you do not wish to modify the new file, click NO.  For more information on modifying records, please see Chapter Six:  Working With Records.

Opening A File

Choose OPEN from the FILE menu, or click the OPEN FILE toolbar button.  Either of these actions accesses the Open File dialog box as shown in the illustration below.
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To open a file, enter or select a Division, and enter a File ID.  Choose either “Start At” or “Match Exact.”  If you select “Match Exact,” SUSTAIN will open the file matching the ID number you entered.  If you select the option button “Start At,” SUSTAIN will open the file number entered.  If SUSTAIN does not find this file, it opens the next sequential file.  If you did not enter a specific File ID and selected “Start At,” SUSTAIN will open the first file in the division you chose.

Once you have entered a Division, a File ID, and have chosen either “Start At,” or “Match Exact,” click OK to open the file.  If you do not wish to open a file, click CANCEL. 

Deleting A File

Choose DELETE from the FILE menu.  SUSTAIN will display a message informing you that all windows must be closed before a file is deleted, and asking if you want to continue.  If you wish to continue, click YES.  If you do not wish to delete a file, click NO.  If you clicked YES, the Delete File dialog box will open as shown in the following illustration.
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To delete a file, enter a Division and File ID.  If you do not enter a File ID, SUSTAIN defaults to the most recently opened file.  Click OK to delete the file.  If you do not wish to delete a file, click CANCEL.

CHANGING A FILE ID

Occasionally you may enter data only to find you have accidentally used the incorrect file number.  The Change File ID utility allows you to correct this.  Choose UTILITIES from the TOOLS menu.  SUSTAIN will display a message informing you that all windows must be closed, and asking if you want to continue.  If you wish to continue, click YES.  If you do not wish to continue, click NO.  If you clicked YES, the Utilities List will open as illustrated below.
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Double-click on CHANGE FILE ID, or select CHANGE FILE ID and click on OK.  A second dialog box will open as shown in the following illustration.
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SUSTAIN defaults to the most recently opened file.  In the “To” area, enter the new Division and File ID.  Click OK.  If you do not wish to change the File ID of the most recently opened file, enter or select a Division and enter a File ID in the “From” area and enter or select a Division and enter a File ID in the “To” area.  Click OK.  If you do not wish to change a File ID, click CANCEL.  

COPYING A FILE

If a case gets moved to a different division you may need to copy the file first, before changing the file ID.  The Copy File Utility allows you to do this.  Choose UTILITIES from the TOOLS menu.  SUSTAIN will display a message informing you that all windows must be closed, and asking if you want to continue.  If you wish to continue, click YES.  If you do not wish to continue, click NO.  If you clicked YES, the Utilities List will open as illustrated below.
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Double-click on COPY FILE, or select COPY FILE and click on OK.  A second dialog box will open as shown in the following illustration.
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SUSTAIN defaults to the most recently opened file.  In the “To” area, enter the Division and File ID you wish to copy the file to.  Click OK.  If you do not wish to change the File ID of the most recently opened file, enter or select a Division and enter a File ID in the “From” area and enter or select a Division and enter a File ID in the “To” area.  Click OK.  If you do not wish to copy a file, click CANCEL.  

SEALING FILES

SUSTAIN allows you to “seal” files through use of the Seal entity and the PASSWORD command found in the FILE menu.  Records related to Files that have been sealed, may only be “seen” (i.e. accessed) by Users who are granted access to those specific Files.  The Seal entity, which may be configured on Folders and added, modified and deleted just like any other SUSTAIN entity, is used to specify which Users and/or User Groups will have access to the records related to File the Seal record is added to.  In addition to, and/or instead of, User Ids and User Groups, you may specify, on the Seal record, a Password that will be used to control access.
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For our example we will Seal file 99-JU-200, with a Password.  Once you have opened the file, click the “Seal” folder.  Click the NEW RECORD toolbar button.  The New Seal Record window will display as shown in the following illustration. 
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Enter today’s date in the date field and select “Sealed by Judge [JU]” from the Type drop-down.  In the Password field enter “LETMEIN.”  Close the Record to save it.  Now the file is sealed as shown in the following illustration.
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Only those users who use the PASSWORD command from the FILE menu and who set their  "File Password" to LETMEIN will be able to Open that Case or view records, anywhere, on that Case.  If you enter any password other than the correct password, the case will not appear on the LIST OF MOST RECENTLY OPENED FILES found in the FILE menu.  

Select PASSWORD from the FILE menu.  Enter a file password other than “LETMEIN,” and click OK.  Now attempt to open case 99-JU-200.  You will receive an error message stating that the file is sealed.  

The Seal record can also be used without assigning a password.  Instead of a password you may put UserIDs, UserGroups, or a combination thereof on the Seal record to indicate which users have access as shown in the following illustration.
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For more information on Folder and Browse setup, please consult your SUSTAIN Administrator’s Guide.

Opening A New Window For Each File 

Open the FILE menu.  If a check mark appears to the left of the NEW WINDOW command, then each time you open a file, a new window will be created.  If a check mark does not appear to the left of this command, then each file that is opened will reuse an existing file window.  Add or remove the checkmark as desired by clicking on the command NEW Window.  The benefit of having a new window for each file that you open is that it enables you to compare information.  The drawback is that the more windows are open, the larger the draw on system resources. 

NOTE:  The command NEW WINDOW will be available only if your System Administrator has given your system this option.

OPEN DATABASE

Choose OPEN DATABASE from the FILE menu.  A dialog box will open containing the names of other databases you have access to, as shown in the following illustration.  
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Double-click on the name of the database you wish to open or select the database and click OK.  If you do not wish to open another database, click CANCEL.

Chapter Five:

Working With Folders

OVERVIEW

Below is an illustration of a SUSTAIN Case File.
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The name of the folder group currently displayed appears on the top left side of the folder group, as shown in the illustration below.
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If more than one folder group is available, you may select a different group of folders to view by using the drop-down list box.  Each of the folders within the folder group provide access to a portion of the file.  For example, if you click on the folder “Officials/Lawyers,” you would access that information relating to the case, as shown in the following illustration.
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If you would like to see the complete structure of records (configuration) of the folder you have accessed, check the “Show Configuration” checkbox, found in the upper right corner of the Folder Window.  Checking this box will cause the configuration to appear inside the Folder Window as shown in the following illustration.
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The configuration displays the hierarchy of the records on the folder.  To view the entire hierarchy, you may have to use the horizontal scroll bar or size the configuration portion of the window.  Both the configuration portion of the window and the record display portion may be sized or moved in the same manner as any window.  

SUSTAIN defaults to display the entire hierarchy of records listed on a folder as shown in the previous illustration.  Click the COLLAPSE command button if you wish to view only the parent of each record.  Once only the parents are listed the COLLAPSE button will change to read EXPAND.  If you wish to see the children of the parent record displayed again, click the EXPAND button which will cause the children of the parent record to display, as shown in the previous illustration, while the EXPAND button will now read COLLAPSE.  

The RESTRICT command button allows you to restrict what is displayed on a folder to an entity that you select.  For example, in the illustration above, if you select the entity “Party” and click the RESTRICT command button, only entities of that type will be displayed.  At the same time, you will notice that the RESTRICT command button changes to the UNRESTRICT command button.  Clicking on the UNRESTRICT command button returns the display to its non-restricted view.

The UNHIDE command button allows you to expose hidden records.  For various reasons, records may be configured as hidden, and will not be visible on a folder unless the UNHIDE button is clicked.  If an entity is hidden, the command button displays automatically.  However, you may look at the configuration to see which record is hidden.  The record will have a tag to the right of it in the following format:  <Hide>.  Once you have clicked the UNHIDE button to reveal hidden records, the command button will change to a HIDE command button.  Clicking the HIDE command button causes the hidden records to once again disappear from view.

Accessing Records

To access a record listed on a folder, select (i.e., highlight) the record and click the OPEN RECORD or MODIFY RECORD toolbar button.  

To access multiple contiguous records, hold the left mouse button down and drag across the records you wish to select, then click the OPEN RECORD or MODIFY RECORD toolbar button.  

To access multiple non-contiguous records, hold down the CTRL key while selecting records from the folder by clicking on them.

Adding Entity Records

To add a new record, select the record under which the new record should be added and click the NEW RECORD toolbar button.  If the folder configuration allows multiple types of records to be related to the selected record, SUSTAIN will prompt you to select the entity you want.  For example, in the following illustration, we have selected the Plaintiff's Party record.
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As you can see from the configuration on the right of the illustration, “Lawyers” is the only entity configured under “Party.”  Therefore, SUSTAIN assumes that you want to add a new “Lawyers” record under “Party,” and does not prompt for an entity.  However, if we selected a “Case” record, as shown in the following illustration, SUSTAIN would respond with a message box in an attempt to determine which entity you would like to add.  
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Looking at the configuration we can see that two entities are configured under Case: Official and Party.  Since SUSTAIN does not know which of these records you would like to add, you will receive a prompt as shown in the illustration below.
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Select one of the entities and click OK.  A New Record Window will appear for that entity.  For our example we have selected “Party,” and a New Party Record has opened as shown in the following illustration.
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If you chose to add a record from an Open Record Window instead of a Folder Window, as discussed in the example above, the process would be similar.  First, you would access the Open Record Window for the record under which you wish to add a new record, by clicking the OPEN RECORD toolbar button.  If there is only one entity configured under the parent record you opened, SUSTAIN assumes you want to add that child entity and opens its New Record Window.  If there is more than one entity configured under the open record, SUSTAIN prompts for your selection as discussed in the preceding paragraphs.  For more information on entering data in a New Record Window, please see the section “Entering Data in New or Modify Record Windows,” which can be found in Chapter Six:  Working with Records.   

Accessing Cross Referenced (XREF) FIles

To open a cross reference (Xref) file, select a cross referenced record from the folder and click on the OPEN CROSS REFERENCED FILE toolbar button, or choose OPEN XREF FILE from the FILE menu.  If the cross referenced file is located in another database, SUSTAIN will transfer you to that database before opening the file.

Chapter Six:

Working With Records

Overview

There are three major types of record windows found within SUSTAIN: New Record Windows, Open Record Windows, and Modify Record Windows.  New Record Windows are presented when a record is added to the database, are blank, and allow you to enter new data.  Open Record Windows allow you to view records, but not to modify them.  Modify Record Windows allow you to make changes to the data stored in a record.

Data may only be entered in New Record and Modify Record Windows and both windows work in a similar manner.  For more information on entering data in either of these windows, please see the section, “Entering Data in New or Modify Record Windows,” found later in this chapter.  

This chapter focuses on working with records that have already been added to the database.  Entity records may be added to SUSTAIN from Folder Windows or Open Record Windows while Reference table records are added from Reference Table Browse Windows.  
Open record Windows

To open a record displayed on a Folder Window, select a record and click the OPEN RECORD toolbar button.  To open a record displayed on a Browse Window, select a row and click the OPEN RECORD toolbar button.  Either of these actions will access an Open Record Window as shown in the following illustration using case 96-CV-107.
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Open Record Windows have an upper portion that consists of a drop-down list box, and a lower portion that consists of field prompts and field values.  The drop-down list box appears at the top of Open Record Windows and displays a list of one or more records which you select or page through as shown in the illustration below.
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When the drop-down list has focus (i.e., is highlighted or shaded) then the arrow keys may be used to scroll backward or forward through one stacked record at a time.

To view the lower, or field portion of Open Record Windows, use the vertical scroll bar.  If the field portion of an Open Record Window has focus, you may alternately use the up and down arrows to go to the first or last field, respectively.  

Open Record Windows allow you to copy information to the Windows Clipboard but do not allow you to cut information from them or paste information to them.  An example of an instance in which you would copy data from an Open Record Window would be a new party to a case with the same residence as an existing party.  To copy data from Open Record Windows to the Clipboard, position your cursor in one of the fields in the lower portion of the window, and drag over the fields you want to copy.  Dragging over the fields will highlight them as shown in the following illustration.
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Once you have highlighted all the fields you wish to copy, click the COPY button on the toolbar or choose COPY from the EDIT menu.  Please note that you must highlight the same number of fields that you cut or copied for the paste command to work properly.

Adding Records From Open Record Windows

When adding records you may need to add “children,” (entities configured under the entity you are on at the moment).  To add a record from an Open Record Window, access an Open Record Window and click the NEW RECORD toolbar button.  If there is only one entity configured under the parent record you opened, SUSTAIN knows you want to add that child entity and opens its New Record Window.  

If there is more than one entity configured under the open record, SUSTAIN prompts as shown in the following illustration.

[image: image78.png]New Entity Record

Official

0K





Select one of the entities and click OK.  A New Record Window will appear for that entity as shown in the following illustration.
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These New Record Windows are blank and allow you to enter data.  For more information on entering data in a New Record Window, please see the section “Entering Data In New Or Modify Record Windows.”  After you have entered your data and saved the New Record Window, SUSTAIN will prompt once again, asking if you wish to add another record of the same entity type.  If you wish to add another entity record, click YES.  SUSTAIN will open another New Record Window of the same entity type.  If you click NO, SUSTAIN will display the Open Record Window for the entity record you just added.  

New REcord Windows and Modify Record Windows

New Record Windows are presented when you select the ADD NEW RECORD toolbar button or select NEW from the RECORD menu.  These record windows are blank and allow you to enter data, as shown in the illustration below.  
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Modify Record Windows may be accessed only if a record is open.  If a record is open, click the MODIFY RECORD toolbar button or choose the MODIFY command from the RECORD menu.  You may also select a record from a Folder or Browse Window and click the MODIFY RECORD toolbar button.  Any of these actions will access a Modify Record Window, as illustrated below.
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Both New and Modify Record Windows have an upper portion, which lists data from the parent of the record being added, and a lower portion, which consists of field prompts, and field values.  The CANCEL command button allows you to leave the screen without adding the record.

To move through the lower, or field portion of New or Modify Record Windows, use the vertical scroll bar, or you may use the up and down arrows to move through the fields or the page up or page down keys to move to the first or last fields, respectively.  

For more information on entering data in either a New or Modify Record Window, please see the following section, “Entering Data in New or Modify Record Windows.” 

Entering Data In New Or Modify Record Windows

Data entry procedures are very similar in both New and Modify Record Windows; therefore, we will be discussing entering data in these windows concurrently.  Illustrations of these windows appear below and on the following page.  The first illustration is an example of a New Record Window, while the second illustration is an example of a Modify Record Window.  
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Notice that the field portion of both New and Modify Record Windows is split in half.  The left side is tinted in the background color you have chosen and contains field prompts, such as name, address, social security number, etc.  If the background color you have chosen continues into the right half of the window, then that field is not modifiable.  Fields in which data can be entered are on the right side and appear as black text on a white background.  Some of the boxes that make up the right side are equipped with either spin buttons or drop-down lists, depending on the field selected.  

Text fields have neither spin buttons nor drop-down lists.  Number, Date, and Time fields are equipped with spin buttons; code fields with combo boxes.  For example, if the field selected is a Number, Date, or Time, then a set of spin buttons would appear as illustrated below.
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If you are entering a date, you may alternately use the Date Selection box.  To access this feature, position your cursor inside a date field and double-click.  When the spin buttons appear, press the F4 function key, or double-click again to access the Date Selection box.  The Date Selection box will open as shown in the following illustration.  
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Use the arrows pointing to the left and right at the top of the box to scroll through years and months.  The arrows pointing to the left move backward through the years and months, while the arrows pointing to the right move forward through the years and months.  Select a day by positioning your cursor on the day's date and clicking.  

Make your selection, click OK, and the date you have selected will appear in the date field.  If you do not wish to enter a date at this time, click CANCEL. 

In instances that require a future date that is complicated to figure (ex. a support order lasting 59 months from the current date), you may wish to use the Date Calculation box.  To access this feature, click inside the Date field of a record then press the F6 function key.  The Date Calculation box will open as shown in the following illustration.
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Enter the date you want to begin from in the From Date text box.  What you are counting is determined in the Units area.  For our example, enter 59 in the Units text box and choose the Months option button.  If you would like the Date Calculator to avoid holidays and other non-workdays, enable the Avoid non-Workdays checkbox by clicking on it.  Click COMPUTE.  The Calculated Date along with the day of the week of the Calculated Date will appear in the Calculated Date and Day of Week text boxes, respectively, as shown in the following illustration.
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Click APPLY and SUSTAIN will enter the Calculated Date in the Date field of the record.

Code fields are equipped with combo boxes.  To enter a value in a code field, select a value from the drop-down list presented by the combo box.  Depending on the choices made by your System Administrator, clicking on a codified field may result in a “Code Search” prompt being displayed, rather than a drop-down list box.  If this occurs, your

System Administrator has decided there are too many codes to be displayed in the combo box.  Pressing the F5 function key will cause the Code Search box to display as shown in the following illustration.
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The Code Search box lists codes by either the code itself or a description of what the code represents.  In the above illustration the “Code” option button has been selected.  This results in the code being listed first, followed by a description of what the code represents.  If you select the “Description” option button, then the Code Search box will display the description, followed by the code for that value, as shown in the illustration below.
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Select the code you wish to enter and click SELECT.  You may also select a code by double-clicking.  If you do not wish to enter a code, click CANCEL.  If you attempt to access the Code Search box in a field which does not support this feature, SUSTAIN will respond with a message box stating that the Code Search is not available and asking if you would like to open a Browse Window.  

To make a change to any of the fields that have neither combo boxes nor spin buttons, position your cursor in the field you wish to enter information and double-click.  When the insertion point appears inside the field, you may then enter information.   

You may also make use of the Windows Clipboard and the CUT, COPY, and PASTE commands to add data to a record or transfer data from one record to another.  To copy or cut data from a New or Modify Record Window for transfer to the Windows clipboard, position your cursor in one of the fields, and drag over those fields you want to copy or cut.  Dragging over the fields will highlight them as shown in the following illustration.
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To paste information you have cut or copied, open a New or Modify Record Window and position your cursor in a field or fields that can accept data.  These fields will appear as black text on a white background and appear on the right side of a New or Modify Record Window.  Once your cursor is in a field that can accept data, click on the PASTE toolbar button to transfer your cut or copied data to its new destination.  Please note that you must highlight the same number of fields that you cut or copied for the paste command to work properly.

If you make an error at anytime during your modifications to a record, click the UNDO toolbar button.  Doing so will reverse the changes made since the last save.  After you have made all your changes to a record, choose SAVE from the RECORD menu.  If you would like to check the record to see if all the values you entered are valid, select VALIDATE from the EDIT menu prior to saving the record.  If you have entered an incorrect value, a message box will appear informing you of the error.  You do not have to validate or save each record as SUSTAIN will automatically perform these operations when you close a New or Modify Record Window.  However, if you are working with a New Record Window, and click on SAVE instead of CLOSE, SUSTAIN validates, saves, and then prompts to determine whether you would like to add another record of the same entity type.  If you wish to add another entity record, click YES.  Clicking YES will cause SUSTAIN to open another New Record Window of the same entity type.  If you click NO, SUSTAIN will display the Open Record Window for the entity record you just added.  

If you click the NEW RECORD toolbar button and there is only one type of entity configured under the record you are working with, then SUSTAIN will open the New Record Window for that entity.  However, if there were more than one entity configured under the record you are working with, then SUSTAIN would respond with a message box to determine which entity you would like to add.  For example, if you have the entities Party and Charge under the Case entity, then SUSTAIN would prompt, asking if you wish to add a new Party record or a new Charge record. 

If you are adding a record and are in a New Record Window, then choosing the command SAVE ALL from the RECORD menu would cause a new record of the same type to be added under each of the stacked records.  If you are dealing with multiple stacked records, you may wish to choose the command SAVE ALL from the RECORD menu instead of the SAVE command.  The SAVE ALL command allows you to save multiple records while updating multiple fields without having to enter the data in the fields of each record.  For example, in the following illustration using 96-CR-100, we see the Defendant has three Charges.  
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If all three charges were disposed you could enter each disposition on each record, or you could modify one record and  use the SAVE ALL command.  

Highlight the three charge records and click the MODIFY RECORD toolbar button or choose MODIFY from the RECORD menu.  Enter the disposition information in the fields of the first record.  Highlight the fields you wish to be copied to the other two records, as shown in the following illustration.
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Choose SAVE ALL from the RECORD menu.  This will cause the highlighted information to be copied to the same fields of all three records.  SUSTAIN will momentarily switch from one record to the next while it updates the fields.  When SUSTAIN has completed updating the fields, you will be returned to the record you originally opened to modify.  When you are done, close the record to save it.

Printing From OPen, New Or Modify Record Windows

To print information from Open, New or Modify Record Windows, select (i.e., highlight) the information you wish to print as shown in the following illustration of a Modify Record Window.
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Choose PRINT from the PRINT menu, or click the PRINT toolbar button. 

Deleting A Record

Select the record you wish to delete then choose DELETE from the RECORD menu, or click on the DELETE RECORD toolbar button.  

Opening A New Window For Each Record 

Open the FILE menu.  If a check mark appears to the left of the NEW WINDOW command, then each time you open a record, a new window will be created.  If a check mark does not appear to the left of this command, then each record that is opened will reuse an existing record window.  Add or remove the checkmark as desired by pointing the mouse and clicking on the command NEW Window.

NOTE:  The command NEW WINDOW will be available only if your System Administrator has given your system this option.

Chapter Seven:

Object Linking and Embedding

OVERVIEW
Object Linking and Embedding (OLE) is a process that enables you to complement your SUSTAIN data with objects created by other applications.  For example, if you use a spreadsheet or word processing application, you may wish to link documents and/or spreadsheets to a file in your SUSTAIN database so that everything you need is in one place.  This can be accomplished using OLE.  

If you choose to embed an object, it will be available only through SUSTAIN.  Linking an object allows the object to be accessed by both SUSTAIN and the application that created it.  For example, if you embed a Word document in a SUSTAIN file, it can only be accessed via SUSTAIN; however, if you link a Word document to a SUSTAIN file, then the Word document can be accessed by both SUSTAIN and Word for Windows.  

SUSTAIN supports linking and/or embedding with any OLE compatible application installed on your computer.  

Accessing Linked or Embedded Objects

You may access linked or embedded objects from Folder Windows, Browse Windows, Open Record Windows and Modify Record Windows.  Once one of these windows has been accessed, click the OLE toolbar button, or choose OBJECT LINK/EMBED from the AUXILIARY menu.  This will cause the OLE dialog box to open as illustrated below.
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Select an object from the list and click OPEN to activate the object.  

If you wish to modify the name of an object, use the MODIFY NAME command button.  To delete an object from your list, select the object you wish to delete and click the DELETE command button.  To “sign” the object with your User ID, Password, Date and Time, click the SIGN command button.  To add a new linked or embedded object (discussed in the following section “Adding Linked or Embedded Objects,”)  click the NEW command button.  To exit the OLE dialog box, click CLOSE.

Adding Linked Or embedded Objects
You may add linked or embedded objects while in Folder Windows, Browse Windows, New Record Windows, Open Record Windows and Modify Record Windows.  Once one of these windows has been accessed, click the OLE toolbar button, or choose OBJECT LINK/EMBED from the AUXILIARY menu.  The OLE dialog box will open as illustrated below.
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To link or embed an object, click NEW.  The Insert Object dialog box will open as illustrated below.
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Select either the “Create New” option button or the “Create From File” option button.   “Create New” allows you to embed an object, while “Create from File” enables you to link or embed an object.  If you choose to embed an object, it will be available only through SUSTAIN.  Linking an object allows the object to be accessed by both SUSTAIN and the application that created it.  For example, if you embed a Word document in a SUSTAIN file, it can only be accessed via SUSTAIN; however, if you link a Word document to a SUSTAIN file, then the Word document can be accessed by both SUSTAIN and Microsoft Word.   If you chose “Create New,” please proceed to that section.  If you chose “Create From File,” please proceed to that section.

Create New

After selecting the option “Create New,” select an object type from the Object Type list box.  The objects listed in the Object Type list box are those objects that are available to you.  If you do not have an application installed on your computer, those files will not be listed because they are unavailable to you.  For this example, we will choose a Microsoft Word document.

After you have selected an object type (in our example a Word document) click OK.  Another dialog box will display prompting you for a title for the new object.  Enter a title for your new object and click OK.  At this point, you will be transferred to the application that the object is to be created in, which in our example would be Microsoft Word.  After completing your work in the other application, you will be returned to the OLE dialog box which now displays information about the created object as shown in the illustration below.
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Create From File

Selecting the option “Create From File” will cause the Insert Object dialog box to open.  Enter the file name and path of the file you wish to link or embed, or click BROWSE to find the file name.  If you wish to link the object, check the “Link” checkbox shown in the following illustration.    
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After you have selected a file, click on OK.  Another dialog box will open prompting you for a title for the new object.  Enter a title and click OK.  At this point, you will be transferred to the application that created the object.  After completing your work in, and closing, the other application, you will be returned to the OLE dialog box which now displays information about the created object as shown in the following illustration.
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Chapter Eight:

Text Processor

ACCESSING THE TEXT PROCESSOR

Included in SUSTAIN is a Text Processor that enables you to supplement your database with any number of documents.  Each document is automatically related to the SUSTAIN record being accessed at the time the document is created.  In addition, when creating a document, you may specify if the document should be considered public, private or group.  Public documents are accessible by all users who have access to the SUSTAIN record associated with the document.  Private documents are accessible to users who have logged into SUSTAIN using the same User ID that was used when the document was created.  Group documents are accessible by anyone in the same security group as the user who created the document.  
You may access the Text Processor from Folder Windows, Browse Windows, Open Record Windows and Modify Record Windows.  Once one of these windows has been accessed, click the TEXT toolbar button or choose TEXT from the AUXILIARY menu.
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Within the parentheses that appear after the word “Text,” the Text Processor's title bar lists the following information with respect to the document: Division, File ID, Entity Type, Entity Number, and Document Name (if you have opened a document.)

Text Processor File Menu
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NEW [PUBLIC]  Creates a new public document.
NEW [PRIVATE]  Creates a new private document.

NEW [GROUP]  Creates a new group document.
OPEN  Allows you to access a document.
DELETE  Removes/Erases the current document.
SAVE  Saves the current document.

MODIFY NAME  Allows you to change the name of the current document.
PRINT  Prints the current document.

PRINT SETUP  Allows you to choose how the document will print.

DOCUMENT FORMAT  Allows you to format the document (i.e., set margins, etc.).    

EXIT  Closes the Text Processor.

Text Processor Edit Menu
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COPY  Choose this command to transfer currently selected text to the Windows Clipboard.  

CUT  Choose this command to remove currently selected text and transfer it to the Windows Clipboard.  
PASTE  Choose this command to insert selected text from the Windows Clipboard into the current window.

Font & Font Size Drop-Down List Boxes

These drop down list boxes, shown in the following illustration, allow you to choose the typeface used by your document as well as the point size of the type.  

[image: image103.png]Times New Roman v}

i





Text Processor Toolbar Buttons

Under the menu bar sits the toolbar.  For your convenience, an illustration of each toolbar button appearing in the Text Processor, followed by the name of the button and its function, appears below.
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  Align Left  Aligns at left margin.
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  Center  Centers on page.
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  Align Right  Aligns at right margin.
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  Justify  Aligns at both left and right margins.
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  Bold  Causes selected text to appear in boldface.
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  Italics  Causes selected text to appear in italics.
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  Underline  Causes selected text to appear underlined.
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  Strikethrough  Places a line through selected text.
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  Single Spacing  Sets line spacing to single space.
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  1.5 Spacing  Sets line spacing to space and a half.
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  Double Spacing  Sets line spacing to double space.
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  SUPERSCRIPT & SUBSCRIPT  Click X2 to make text appear as superscript; X2 to make text appear as subscript.
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  Font Color  Allows you to change the color of text.

Text Processor Status Bar

The status bar appears along the bottom of the Text Processor Window and displays the page, line and column of the cursor position in the current document, as shown in the following illustration.
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Opening A Document

Choose OPEN from the Text Processor's FILE menu.  A box containing the names of available documents and their respective security levels will open if there are any.  If there are no text files, you will receive a message from  SUSTAIN.  Public documents are accessible by all who have access to the SUSTAIN record associated with the document.  Private documents are accessible only by the User who created them.  Members of the same security group may access group documents.  Select a document and click OK, or double-click on the name of the document you wish to open.

Creating A New Document

Choose NEW PUBLIC, NEW PRIVATE, or NEW GROUP from the FILE menu of the Text Processor, then enter a name and click OK.  Public documents will be accessible by all users who have access to the SUSTAIN record associated with the document.  Private documents will only be accessible to users who have logged into SUSTAIN using the same User ID that was used when the document was first created.  Group documents may be accessed by anyone in the same security group as the user who created the document.  

Saving A Document

Choose SAVE from the Text Processor's FILE menu.  You may also save a document by closing the Text Processor.  If you have chosen the option “Confirm Saves” from the Preferences dialog box, SUSTAIN will ask if you are sure you wish to save the document.  If you wish to save the document click SAVE, if not, click CANCEL.  

Deleting A Document

Choose OPEN from the Text Processor's FILE menu.  A box containing the names of available documents and their respective security levels will open.  Select a document and click OK, or double-click on the name of the document you wish to open.  Once the document you wish to delete is open, choose DELETE from the FILE menu of the Text Processor.  If you have chosen the option “Confirm Deletes” from the Preferences dialog box, SUSTAIN will prompt with a message box asking if you are sure you wish to delete the document.  Click YES to delete or NO to cancel.

Changing The Name Of A Document

Choose OPEN from the Text Processor's FILE menu.  A box containing the names of available documents and their respective security levels will open.  Public documents are accessible by all who have access to the SUSTAIN record associated with the document.  Private documents are accessible only by the user who created them.  Members of the same security group may access group documents.  Select a document and click OK, or double-click on the name of the document you wish to open.  Once a document is open, choose MODIFY NAME from the Text Processor's FILE menu.  The Modify Text Name dialog box will open.  Enter the document's new name and click OK.

Formatting A Document

Choose OPEN from the Text Processor's FILE menu.  A box containing the names of available documents and their respective security levels will open.  Public documents are accessible by all who have access to the SUSTAIN record associated with the document.  Private documents are accessible only by the User who created them.  Members of the same security group may access group documents.  Select a document and click OK, or double-click on the name of the document you wish to open.  Once a document is open choose DOCUMENT FORMAT from the Text Processor's FILE menu.  The Document Format dialog box will open as illustrated below.
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Use the Document Format dialog box to change margins and page size.  To move from field to field use the TAB key or click inside the field you wish to modify.  To enter the values based on your printer's default settings, click the PRINTER VALUE command button.  Click OK to save your changes or CANCEL to delete them.

Changing Font, Font Size, Or Text Color

Select (i.e., highlight) the text you wish to change.  To change the Font and/or Font Size, select a font and/or a font size from the font or font size drop-down list boxes, illustrated below.
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To change the color of text, select (i.e., highlight) the text you wish to change.  Click on the FONT COLOR Toolbar button and the Font Color box will open.  Select a color by clicking on it, then click OK.

Printing

To choose print options such as the number of copies, the orientation of the printing on the page or the printer to use, choose PRINT SETUP from the FILE menu.  After all selections have been made, choose PRINT from the FILE menu of the Text Processor.   

Chapter Nine:

Multimedia

ASSociating Sound or Video

SUSTAIN allows you to associate sound and video recordings with records in your database.  You may associate sound, in the form of .WAV files, through the Sound Recording entity, and video, in the form of .AVI files, through the Video Recording entity.  

To associate sound or video to a Sound or Video Recording record, enter the name of the sound or video file, such as “Sound.wav” or “Video.avi” in the appropriate field (Sound or Video) of a New or Modify Record Window, and save the record.  For more detailed information on how to add or modify a record, please see Chapter Six:  Working With Records.

Playing Sound

To access the sound player, you must first access a record that has a sound recording associated with it.  Open the record for display or modification by clicking the OPEN RECORD or MODIFY RECORD toolbar button.  

Click the SOUND toolbar button, or choose SOUND from the Auxiliary menu.  Either of these actions will cause the Sound Window to open as illustrated below, and the contents of the associated sound file will begin to play.
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Use the command buttons to play, pause, rewind, stop, etc. the recording as you wish.  The functions of these command buttons are described in the section entitled “Command Buttons of the Sound & Video Players,” later in this chapter.

Playing Video 

To access the video player, you must first access a record that has a video recording associated with it.  Open the record for display or modification by clicking the OPEN RECORD or MODIFY RECORD toolbar button.  

Click the VIDEO toolbar button, or choose VIDEO from the Auxiliary menu.  Either of these actions will cause the Video Window to open, as shown in the following illustration, and the contents of the associated video file will begin to play.
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Use the command buttons to play, pause, rewind, stop, etc. the recording as you wish.  The functions of these command buttons are described in the section entitled “Command Buttons of the Sound & Video Players,” below.

Command Buttons of The sound & Video Players

The Sound and Video Players share some of the same command buttons and operate in a similar manner.  These buttons are illustrated and their functions described, below.
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  Back To Beginning  Jumps to the beginning of a recording.     
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  Forward To End  Jumps to the end of a recording.
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  Play  Allows you to hear a sound recording or view and hear a video recording.
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  Pause  Allows you to temporarily interrupt playback of a recording, in effect freezing a recording.
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  Rewind  Spools a recording backwards.
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  Fast Forward  Spools a recording forwards.
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  Stop  Terminates play of a recording.

Chapter Ten:

Imaging

Associating & Displaying Images

The Imaging capabilities of SUSTAIN allow you to associate images with the following entities:  Fingerprint, Image, Item, Mug Shot, Person, and Site.  To associate an image to a record, open a New or Modify Record Window and enter the name of the image file, such as “Image.bmp” in the appropriate field (i.e., image), and save the record.  

To display an image, select and open a record to view or modify.  If the record you have opened has an image associated with it, click on the IMAGE toolbar button or choose IMAGE from the AUXILIARY menu. 

The image displayed when accessing a Mug Shot entity consists of the standard, three view set (left, front, right) of mug shots as shown in the illustration below. 
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The image displayed when accessing a Fingerprint entity consists of the standard fourteen-point fingerprint card as shown below.
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The image displayed when accessing an Image entity consists of one photo or image, as shown below.
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The images associated with Item, Person, and Site entities are displayed on the top folder in the Item, Person, and Site managers, respectively.  

Chapter Eleven:

Browse Windows

ACCESSING Browse Windows
Below is an illustration of a Browse Window.
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To access a Browse Window, use the Entities and Reference drop-down list boxes that are located on the toolbar of the SUSTAIN desktop.  Clicking the arrow on the right side of either box causes a drop-down list box to open containing a list of entities or reference table files for you to choose from as illustrated below.
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Use the vertical scroll bar on the right side of the list box to move through the entities or reference tables.  Clicking on an entity or reference table name will activate the associated Browse Window.  

You may also access a Browse Window by choosing the ENTITIES or REFERENCE command from the BROWSE menu.  Choosing one of these commands will cause a Browse List to open for either entities or reference tables, as shown in the following illustrations.
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For more information on how to use the NEW, MODIFY, and REMOVE command buttons to add, modify, or delete a browse entity or reference table, please consult the “Setup” chapter of the SUSTAIN System Administrator's Guide.

Browse-By Drop Down List Box

The Browse-By drop-down list box (illustrated below) allows you to select the Key you would like to perform your browse in accordance with.  
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The Key that you choose to browse by determines two things.  First, it determines the fields that you may specify “starting from/ending at” values.  Second, it determines the order in which records will be displayed.

The illustration below depicts the “Starting From” section of the Browse Window for the entity “Case.”  Key 1 has been chosen:
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Now take a look at the same section of the Browse Window for the entity “Person,” except this time, we have chosen Key 5:
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Key 1 lists Division, File ID and Ent Num.  In contrast, Key 5 lists Date and Time.  You could for example, browse every case in the database in the Civil division or you could browse all cases for a specific date. 

For more information on the available keys, please see your SUSTAIN Administrator's Guide.

Starting From/Ending At Combo Boxes

No matter which entity, reference table, or key you select, you may choose a starting point and an ending point.  For this task you will need to use the Starting From/Ending At values, as shown in the following illustration for the “Case” entity.
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These values enable you to limit the records you would like to view.

You may select a starting point and ending point from the drop-down list portion of the combo box, or you may enter them yourself; however, the ending value must be greater than the starting value.  In some circumstances, such as choosing an entity number, a date, or a time you will notice that instead of a drop-down list box, the Starting From/Ending At boxes are equipped with spin buttons as illustrated below.
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The spin buttons allow you to scroll rapidly backwards and forwards through possible dates, times, or entity numbers.

Using The Date Selection Box

If you do not wish to enter a date using the keyboard, you may use the Date Selection box to enter a date in the Starting From or Ending At combo box.  Position your cursor inside the date field's text box and double-click.  Press the F4 function key, or double-click inside the text box again.  Either of these actions will access the Date Selection box, shown in the following illustration.
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Use the arrows pointing to the left and right at the top of the box to scroll through years and months.  The arrows pointing to the left move backward through the years and months, while the arrows pointing to the right move forward through the years and months.  Select a day by positioning your cursor on the day's date and clicking.

Make your selections, click OK, and the date you have selected will appear in the date field.  If you do not wish to enter a date at this time, click CANCEL. 

Exclude Checkboxes

The Exclude Copies and the Exclude Versions checkboxes, shown in the illustration below, allow you to exclude entities received through data exchange, and earlier versions of records, leaving only the most current version.  
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To enable either of these features, position your cursor in the checkbox and click.  This will place an “X” in the checkbox, signifying it has been selected.  If you wish to disable either of these features, place your cursor in the checkbox and click to remove the “X.”  The “Accepted” count gives you a tally of the number of files selected for your Browse.

Browse Window Command & Toolbar Buttons 

There is one command button and two toolbar buttons you will use often when working with Browse Windows.  These buttons are illustrated and explained below.
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  Initiates a Browse.  
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  Causes all records matching the selection criteria to be loaded into the Browse.  
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 Closes the Browse Window.
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  Accesses the Filter dialog box, which allows you to restrict your Browse.
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  Allows you to add reference table records when browsing reference tables. 
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 Allows you to open a record from a Browse.
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 Allows you to modify a record from a Browse.
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 Allows you to delete a record from a Browse.

Using FilterS

You may further restrict your browse by choosing the FILTER command from the BROWSE menu, or by clicking the FILTER toolbar button.  Either of these actions will access the Filter dialog box, as illustrated below.
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A Filter allows you to specify record selection criteria.  You limit your browse by making selections from the lists contained within the Filter.  You may restrict the entity or reference table you have selected to browse by creating a new Filter or by adding or removing conditions from a pre-selected Filter.  This is done by utilizing the Value drop-down list box, Conditions text box and the STATEMENT, AND, OR, VALUE, CLEAR, and CHECK command buttons.  The Exclude Copies checkbox, found at the top of the Filter allows you to exclude records received via data exchange, while the Exclude Versions checkbox, (also at the top of the Filter), excludes earlier versions of records, leaving only the most current version.  To enable either of these features, position your cursor in the checkbox and click your mouse.  This will place an “X” in the checkbox, signifying it has been selected.  If you wish to disable either of these features, place your cursor in the checkbox and click to remove the “X.”

You may construct “Ad Hoc” filters for one-time usage or you may construct, save, and name Filters you will be using often.  

Instead of browsing through all the records in the database, you may use any information to narrow down your search.  For example, if you wanted to locate an address in the city of Newport News, you would first check the Filter drop-down list box to see if an existing Filter with the criteria you require is available.  If a Filter is available, select it from the drop-down list and click the APPLY command button.  

If a Filter is not available, you must build one.  For this example we will build an Ad Hoc Filter for Addresses.  Once you have accessed a Browse click the FILTER toolbar button. Highlight City.  Click EQUAL.  Type Newport News in the Value box.  Please note that the Value box is case sensitive.  Click the ADD STATEMENT TO FILTER TEXT button.  The following will display:

{City} = “Newport News”

Click the CHECK button.  A dialog box displays the message “No Errors Found.”  If the syntax was wrong and the value was incorrect an error message would display.  Click OK.  Click APPLY.  Notice that the Filter is now listed in  the Ad Hoc Filter text box.  Click BROWSE.  Notice the Accept/Reject counters.  Rejected refers to the number of records not meeting the Record Selection criteria.  

If you have lots of Parties and realize this browse will not  give you the information you need, you can click CANCEL.  Scroll across the fields to see the City field.  Click the FILTER toolbar button again.  Click CLEAR.

Now create a Filter for Maple Street in the city of Newport News.  Highlight Address 1.  Click CONTAINS.  Type Maple in Value box.  Click the ADD STATEMENT TO FILTER TEXT button.  The following will display:

{Address 1} Contains “Maple”

Click APPLY.  Click BROWSE and scroll through the fields containing the records with addresses on Maple Street in the city of Newport News.  

As stated earlier, you may also create and save your own Filters.  For this example, click the FILTER toolbar button again.  Click the CLEAR button to clear the existing Filter.  Highlight State.  Click EQUAL.  The Code Table is loaded for you to select from.  Select Wisconsin from Value box drop‑down or WI the code for Wisconsin.  Click the ADD STATEMENT TO FILTER TEXT button.  The following will display:

{State} = “WI”

Click SAVE AS.  Enter the Filter Name, which for our example will be “Parties Living in Wisconsin.”  Click OK and click APPLY.  Click BROWSE and scroll through the fields to see Wisconsin Addresses.

To access a saved Filter, click the FILTER button. From the Filters drop-down, select “Home Addresses.”  The following will display:

{Type} = “HOM”

Click APPLY.  Click BROWSE and scroll through the records.

A Filter may also contain more than one condition.  From the Entities drop-down, select Parties.  Click the FILTER button.  From the Filters drop-down, select “Defendants in Virginia.”  The following will display:

{Type} = “DEF” and {State} = “VA”

Click CLEAR and we’ll see how you use 2 conditions.  

Double-click the Type field.  Double-click Equal.  Type  “DEF”  in the Filter Text box.  Double-click AND.  Double-click State.  Double-click Equal.  Type “VA” in the Filter Text box.  Click APPLY.  Click BROWSE and scroll through the records.

To delete a Filter, click the FILTER button.  For this example, select the “Parties Living In Wisconsin” Filter we created earlier and click DELETE.  

As you gain experience with creating Filters, you may choose from several advanced features that can render your Filter more effective.  The examples in the following sections demonstrate how you can use Filter operators, functions and qualifiers to maximize your browse capabilities or filter upposted data.  These Filters can be combined with other Filters using the AND/OR buttons.  You may click CHECK at any time to ensure that the Filter is correct before proceeding.

Yesterday And Tomorrow (Today plus or minus N)

You might wish to restrict a browse to yesterday’s date.  If you wish to browse Cases filed yesterday, for example, first open a Case Browse and click the FILTER toolbar button.  In the Condition area highlight the Date field in the Fields list.  Click Equal from the list of Operators.  Click Today in the Value area.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:  

{Date} = “@Today”

Inside the quote and after the word Today, insert “-1” as shown in the following example:

{Date} = “@Today-1”

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Cases filed yesterday.

You can replace “1” with any number.  You can also enter “plus” instead of “minus” to list dates in the future for Scheduled Events, as shown in the following example which restricts to dates one week from today:

{Date} = “@Today+7”

Using “Tomorrow” in a formula is similar to using Today.  Just click Tomorrow instead of Today when creating the Filter.

{Date} = “@Tomorrow”

This Filter would restrict the browse to tomorrow’s date.  You can use Tomorrow+1, etc or Tomorrow-1, etc. just as you did with the Today value.   

STARTS WITH

If you are searching for a Party, but you are not sure of the spelling of the name, you can use the StartsWith operator.  This operator lets you enter as many beginning letters as you know to narrow the search.

From the Party Browse, click the FILTER toolbar button.  In the Condition area highlight the Name field in the Fields list.  Click Starts With from the list of Operators.  Enter a few letters in the Value combo box.  For our example, enter Pa.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:  

{Name} StartsWith “Pa”

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Parties.

Your browse would list names such as Paine, Palmer, and Payton, but would not include Pennington, Pinkerton, or Powell.

StartsWith can be used with String or Code fields.  Also, remember that this operator is case-sensitive.  If your site enters names in upper case only, you would enter “PA” not “Pa.”

ContaiNs

Use this Operator if you would like to restrict to a field containing certain characters that may be anywhere in the field, not necessarily the first letters.  For instance, if you know a defendant’s last name “contains” Henry, you could create a Filter.

From the Party Browse, click the FILTER toolbar button.  In the Condition area highlight the Name field in the Fields list.  Select Contains from the list of Operators.  Enter Henry in the Value combo box.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:  

{Name} Contains “Henry”

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Parties.  

Your browse would list Henry as well as McHenry.  Contains can be used with String or Code fields.  This operator is also case-sensitive.  

IN

Use this operator if your Filter should restrict to a group of codes, for example, your Traffic Case Types.  From the Case Browse, click the FILTER toolbar button.  In the Condition area Double-click Type in the Fields list.  Double-click In on the list of Operators.  {Type} In [ ] displays in the Filter Text area.  Place the cursor inside the brackets.   

Highlight a code you wish to include in the Value combo box.  Click VALUE to add the code to the Condition.  Repeat this step for each code you would like to include.  Be sure each code is surrounded by double quotes.  You may enter the codes inside the brackets manually if you prefer.  The Filter Text area will look similar to the following:  

{Type} In [“DUI””TRAINF””MISDA”]

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Cases with these Case Types.

You can use this operator for a list of Code, String, or Date fields.

Minimum & Maximum

If you want the minimum (oldest) or maximum (newest) record for a particular file, you will create a Filter using the Minimum or Maximum functions.

Let’s say you would like to filter your browse to the oldest Document on each Case.  From the Document Browse, click the FILTER toolbar button.  In the Condition area highlight the Date field in the Fields list.  Click Minimum in the list of Functions.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:  

Minimum{Date}

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the oldest Document on each Case.

If you would like to find the newest record (the one with the “greatest” date), follow the same procedure using the following:

Maximum{Date}

NEXT and LAST

The “soonest” or next Scheduled Event Date and Type and “most recent” or last Event Type and Date fields can be upposted to the Case entity’s Next Event and Last Event fields using Dynamic Upposts and the Next and Last functions in saved Filters.  
If Cases have several future Scheduled Events and you want the “next” or earliest to uppost to the Case Next Event and Next Event Date fields, you will use the Next function.   

From the Entity Setup, select Case.  Click the FIELDS button.  Highlight the Next Event field.  Click the Derivation folder.  Click Dynamic Uppost.  Under Lower Entity, highlight Scheduled Event.  Under Upposted Field, double‑click Type.  The following appears in the Upposted from Lower Entity area:

{Scheduled Event.Type}

Click the FILTER button.  In the Condition area highlight the Date field in the Fields list.  Under functions, click Next.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:  

Next{Date}

Click SAVE AS.  Enter “Next” Event as the Filter Name and click OK.  Click APPLY.  The following appears in the Upposted from Lower Entity area:

{Scheduled Event.Type} [“Next” Event]

Click SAVE to save the Dynamic Uppost and Filter for this field. 

You should also apply the same Filter to the Dynamic Uppost for the Next Event Date field.

If a Case has several Events and you want the “last” or most recent to uppost to the Case Last Event and Last Event Date fields, you will use the Last function.   
From the Entity Setup, select Case.  Click the FIELDS button.  Highlight the Last Event field.  Click the Derivation folder.  Click Dynamic Uppost.  Under Lower Entity, highlight Event.  Under Upposted Field, double‑click Type.

The following appears in the Upposted from Lower Entity area:

{Event.Type}

Click the FILTER button.  In the Condition area highlight the Date field in the Fields list.  Click Last under Functions.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:  

Last{Date}

Click SAVE AS.  Enter “Last” Event as the Filter Name and click OK.  Click APPLY.  The following appears in the Upposted from Lower Entity area:

{Event.Type} [“Last” Event]

Click SAVE to save the Dynamic Uppost and Filter for this field.  

You should also apply the same Filter to the Dynamic Uppost for the Last Event Date field.

Qualifiers

Using qualifiers in your Filters enables you to browse records based on the presence or absence of another entity on the file.  SUSTAIN’s qualifiers are:  ANYCHILD, NOCHILD, ANY, NO, ANYPARENT, NOPARENT, ANYANCESTOR, and NOANCESTOR.

NOTE:  Qualifiers are only operative on Filters used for Folders or Browses and are ignored if used in a Filter applied to Data Exchange or Upposting.

The ANYCHILD Qualifier restricts based on the existence of a child entity.  Suppose we want a list of Cases with Statuses under the Case.  From the Case Browse, click the FILTER toolbar button.  Enter the following in the Conditions box, exactly as it appears here:  

{ANYCHILD!Status}

Click APPLY or use the SAVE AS command button to name the Filter and save it for future use.  Click BROWSE to display the list of Cases with “any” Status record under the Case.

The NOCHILD Qualifier restricts based on the absence of a child entity.  For example, if you wanted to find Case records with no Status records under the Case, from a Case Browse click the FILTER toolbar button.  Enter the following in the Conditions box, exactly as it appears here:  

{NOCHILD!Status}

Click APPLY or use the SAVE AS command button to name the Filter and save it for future use.  Click BROWSE to display the list of  Cases that do not have a child entity.

You may also restrict to entities without a child of a particular code.  If you wanted a list of Cases that do not have a Status Type of “101,” the Filter would look similar to the one below:

{NOCHILD!Status.Type}=“101”

This Filter would list Cases that do not have a Status record with the code 101.  It would list Cases which have a Status record with the code, 102, etc.

Of course, this works with ANYCHILD, also:

{ANYCHILD!Status.Type}=“101”

This Filter would list only Cases that have a Status record with the code 101.  

NOTE:  ANYCHILD and NOCHILD qualifiers are only operative on Filters used for Folders or Browses and are ignored if used in a Filter applied to Data Exchange or Upposting.  

The ANY qualifier locates the existence of an entity anywhere on the file.  This means anywhere in the configuration.  For example, you might use this qualifier if Documents are configured under Case and under Party, and you would like a list of Cases where there has been “any” Answer filed.  From the Case Browse, click the FILTER toolbar button.  Enter the following in the Conditions text box:

{ANY!Document.Type}=“ANS”

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Cases with “Answer” Documents under the Case and/or under the Party records.

The NO qualifier allows you to browse entities that do not have a certain entity or code anywhere on the file.  For example, you might use this qualifier if Documents are configured under Case and under Party and you would like to browse Cases where there has been “no” Answer filed.  From the Case Browse, click the FILTER toolbar button.  Enter the following in the Conditions text box:
{NO!Document.Type}= “ANS”

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Cases with no “Answer” Documents anywhere.

The PARENT qualifier will provide a list of the browsed entities with a certain parent entity.  As an example, let’s say we want to list Addresses that are related to Parties.  (Our configuration has Addresses under Victims and Witnesses, also.)  From the Address Browse, click the FILTER toolbar button.  Enter the following in the Conditions text box:

{Parent!Party}

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Addresses that were added under a Party.

The NOPARENT qualifier will provide a list of the browsed entities without a certain parent entity.  Let’s say you would like to browse Addresses that are not related to Parties.  From the Address Browse, click the FILTER toolbar button.  Enter the following in the Conditions text box:

{NoParent!Party}

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Addresses that were not added under a Party.

The ANYANCESTOR qualifier restricts based on the existence of a parent, grandparent, or great-grandparent (or great-great-grandparent, etc.) entity, i.e. any entity higher in the configuration.  Let’s say you want a list of Charges under Sub Case and under any of its children, grandchildren, etc.  From the Charge Browse, click the FILTER toolbar button.  In the Entity area, click Related Entity.  Select ANYANCESTOR from the first drop-down.  Select Sub Case from the second drop-down.  Click the NO CONDITION button.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:

{ANYANCESTOR!Sub Case}

Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Charges whose parent, grandparent, great-grandparent, etc. is a Sub Case.

The NOANCESTOR qualifier restricts based on the absence of a parent, grandparent, etc. entity.  Let’s say you want to find Charges under Case, but not under Sub Case or any of its children.  From the Charge Browse, click the FILTER toolbar button.  In the Entity area, click Related Entity.  Select NOANCESTOR from the first drop-down.  Select Sub Case from the second drop-down.  Click the NO CONDITION button.  Click the ADD STATEMENT TO FILTER TEXT button.  The following appears in the Filter Text area:  

{NOANCESTOR!Sub Case}
Click APPLY or use the SAVE AS button to name the Filter and save it for future use.  Click BROWSE to display the list of Charges that are not under Sub Case or any of its children grand-children, etc.

FILTER SETS

Filter Sets are constructed in SUSTAIN Domain Administration and enable you to create extremely complex Filters.  Once constructed, they can then be applied as follows:

· as Filters on Folder Lines and Browses

· as Filters on an Export Folder Line

· as Filters on a WorkFlow Statistics Table

· as Filters on Cash Receipts Setting to find an address

· as Filters on a General Ledger Payable Account - To Find the Pay To Entity

· as “Edit” Filters on Folder Lines and Browses

· as “Edit” Filters on New File Window

For more information about Filter Sets, please consult the SUSTAIN System Administrator’s Guide.

Displaying And Using Your Browse

Once you have selected a key to browse by, entered starting and ending values, and have created any Filters for the Browse you wish to make, click on the BROWSE command button and the Browse Window will display the records that match the browse criteria you have specified, as shown in the following illustration.
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The information contained in the columns of a Browse Window may be sorted in ascending or descending order.  To sort the records listed, double-click on the title bar of any column.  A message box will open with the prompt "Sort ascending?"  Click YES to sort the records in ascending order, NO to sort the records in descending order or CANCEL if you do not wish to sort.

Once records have been displayed, you may open files, records, and cross referenced files.  If you would like to open any of the records listed, select one or more, and click the OPEN RECORD toolbar button or choose OPEN from the RECORD menu.  To open a file, select one or more, and click on the OPEN FILE toolbar button, or choose OPEN from the FILE menu.  To open a cross referenced (Xref) file, select one or more, and click the OPEN CROSS REFERENCED FILE toolbar button, or choose OPEN XREF FILE from the FILE menu.

To modify a listed record, select one or more records, and click the MODIFY RECORD toolbar button, or choose MODIFY from the RECORD menu.  Once the record is opened, follow the steps outlined under the section “Entering Data in New or Modify Record Windows,” in Chapter Six:  Working With Records.

Browse Windows allow you to copy information to the Windows Clipboard but do not allow you to cut information from them or paste information to them.  To place data on the Windows Clipboard, select (i.e., highlight) the data you wish to transfer and click the COPY toolbar button.  To copy multiple contiguous records, hold the left mouse button down and drag across the records you wish to select, then click the COPY toolbar button.  To copy multiple non-contiguous records, hold down the CTRL key while selecting records by clicking on their row number, then click the COPY toolbar button.

To print records from a Browse Window, select (i.e., highlight) the records you wish to print in the table portion of the window.  You may select information in a single cell by placing the cursor inside one of the cells and clicking.  To select more than a single cell, hold the mouse button down and drag the cursor over the cells you wish to print, thus highlighting them.  Selected information will appear to be darker than the surrounding cells.  If you wish to print an entire column, select it first by placing the cursor on the title bar of that column and clicking.  This will cause the column to be highlighted.  To print an entire row, place the cursor on the number of that row and click and that row will be highlighted.   Then click the PRINT toolbar button.  To print multiple contiguous records, hold the left mouse button down and drag across the records you wish to select, then click the PRINT toolbar button.  To print multiple non-contiguous records, hold down the CTRL key while selecting records by clicking on their row number, then click the PRINT toolbar button.  If you would like to select the contents of the entire table and not just a single cell, column or row, click on the empty gray box in the upper left corner of the table and the entire table will be selected as illustrated below.
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To print selected data, choose PRINT from the PRINT menu, or click the PRINT toolbar button.  To choose from various print options, choose PRINT SETUP from the PRINT menu.

Adding Reference Table Records

To add a reference table record when in a Reference Table browse, click the NEW RECORD toolbar button.  SUSTAIN will open a New Record Window.  Enter your data in the fields provided.  For more information on entering data in a New Reference Table Window, please see the section “Entering Data in New or Modify Record Windows,” which can be found in Chapter Six:  Working With Records.  

Chapter Twelve:

Forms & Reports

Adding, Modifying & DELETING Forms

SUSTAIN enables you to print an infinite number of forms.  SUSTAIN accomplishes this by gathering data from your database and merging it with a word processing document that has been designed to accept it.  Most of SUSTAIN’s standard forms were designed using Microsoft Word.  Choose FORMS from the PRINT menu.  This will cause the Forms dialog box to open as illustrated below.
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You may add new forms to your list by clicking the NEW command button.  This will cause the New Form Window to open, as shown in the illustration below.
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Enter a Name and Form File for your new form.  The ID will be generated for you.   The Form File is the word processing document SUSTAIN will be merging data with to produce the form.  The “Billing Set” field is only applicable if you have licensed and implemented the SUSTAIN “eCourt Reports” component.  If so, the Billing Set indicates the Journal Type Code Set that will be used to charge a user for access to the Report/Form when the Report/Form is accessed via the Internet.  If specified, eCourt will automatically prompt the Internet user for payment information (e.g. credit card data) and will automatically create the associated Justice Edition Cash Receipt, Journal Entries, etc.  Click SAVE.  If you do not wish to save your form, click CANCEL.  

To modify an existing form, select a form from the Forms dialog box and click the MODIFY command button.  This will cause the Modify Form Window to open, as shown in the following illustration.
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Make any changes to the Name, Form File, and Billing Set fields you wish and click SAVE.  If you do not wish to save the changes to your form click CANCEL.  Clicking SAVE will cause the Modify Form Window to close and the new name will now appear in the Forms dialog box.  

To delete a form, select a form from the Forms dialog box and click the REMOVE command button.  A message box will appear prompting you to confirm the delete.  If you wish to delete the Form, click YES.  If you do not wish to delete the Form, click NO.  Either action will return you to the Forms dialog box.

Printing Forms

To print a form, select a form from the list and click OK or double-click on the name of the form.  This will open the Print Form Window as shown in the following illustration.
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The Print Form Window has three folders: Submit, Record Selection, and Setup.  The Parm Set drop-down list box and the DELETE, SAVE AS, and CLOSE command buttons are found at the top of each Print Form Window.  Together the drop-down list box and the SAVE AS and DELETE command buttons allow you to manage sets of record selection, formatting and setup criteria, so you do not have to re-enter similar criteria each time you print a form.  The DELETE command button removes Parm Sets, while the SAVE AS command button, allows you to save and name a Parm Set for future use.  To exit a Print Report Window, click the CLOSE command button.

The Submit Folder, illustrated above, allows you to preview the data to be printed, and to print forms.  In addition, the Submit Folder allows you to choose a destination for the report (either to your default printer, to a preview window, or to a Fax or email address), and the number of copies you would like printed.  

The Use option buttons indicate whether forms should be produced based on the record selection criteria specified on the Record Selection Folder, or based on the records you most recently accessed and have stacked.  Click the PRINT SETUP command button to choose various printer options including the default printer and the number of copies to be printed.  The Record Selection Folder, shown in the following illustration, allows you to select the record(s) that should print.
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You may select the Index Value (usually a date), set a Starting From/Ending At point, as in a Browse, and restrict by entering additional record selection criteria via the FILTER command button and text box. Use the SAVE, UNDO, and/or RESET command buttons to keep, discard, or reset the Index Value and Filter you have specified. 

NOTE:  For information on the Setup Folder of the Print Form Window, please see the SUSTAIN Output Server's Guide.

Adding, Modifying & DELETING Reports

SUSTAIN enables you to print an infinite variety of reports.  Most of SUSTAIN’s standard reports were designed using Crystal Reports.  Some were programmed using Visual Basic and COBOL.

To add, modify, or delete a report, begin by clicking on the "SUSTAIN Reports" icon on your desktop.  When the login box displays, select or enter your User ID and click OK.  Another dialog box will open that reads “Database Login.”  Select or enter your Domain and Organization, and enter your Password.  The User ID, Domain, Organization, and Password will vary for each user.  If you do not know your Password, User ID, Organization, or Domain, consult your System Administrator.

Once you have entered your Domain, Organization, and Password, click OK or press ENTER.  (If you have made a mistake or do not wish to access SUSTAIN Reports, click CANCEL.)  The SUSTAIN Reports desktop will display as shown in the following illustration.  
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You may add new reports to your list by clicking the NEW command button.  This will cause the New Report Window to open, as shown in the following illustration.
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Enter a Name and Program File for your new report.  The ID will be generated for you.  Next, enter a Program File name for your report and select either the CRW (Crystal Reports Writer) or SUSTAIN option button.  Crystal Report file names typically have an extension of  “.RPT” and SUSTAIN report file names usually have an extension of  “DLL.”  The “Billing Set” field is only applicable if you have licensed and implemented the SUSTAIN “eCourt Reports” component.  If so, the Billing Set indicates the Journal Type Code Set that will be used to charge a user for access to the Report/Form when the Report/Form is accessed via the Internet.  If specified, eCourt will automatically prompt the Internet user for payment information (e.g. credit card data) and will automatically create the associated Justice Edition Cash Receipt, Journal Entries, etc.  Clicking SAVE will cause the new report to be listed in the Reports dialog box.  If you do not wish to save your report, click CANCEL.

To modify an existing report, select a report from the Reports dialog box and click the MODIFY command button.  This will cause the Modify Report Window to open, as shown in the illustration below.
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Make any changes to the Name, Program File, or Billing Set fields you wish.  Click SAVE to process your changes or CANCEL to exit without saving.  Clicking SAVE will cause the Modify Report Window to close, and the new name will now appear in the Reports dialog box.  

To delete a report, select a report from the Reports dialog box and click the REMOVE command button.  A message box will appear prompting you to confirm the delete.  If you wish to delete the Report, click YES.  If you do not wish to delete the Report, click NO.  Either action will return you to the Reports desktop.

Printing Reports

To print a report, select one from the list and click OK.  This will open the Print Report Window as shown below.
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The Print Report Window consists of four Folders:  Submit, Record Selection, Format and Setup.  The appearance of the Submit Folder is the same for both Crystal (CRW) and SUSTAIN reports; however, the Record Selection, Format, and Setup Folders differ in appearance depending on the format of the report.

The Parm Set drop-down list box and the DELETE, SAVE AS, and CLOSE command buttons are found at the top of each Print Report Window.  Together the drop-down list box and the SAVE AS and DELETE command buttons allow you to manage sets of record selection, formatting and setup criteria, so you do not have to re-enter similar criteria each time you print a report.  The DELETE command button removes Parm Sets, while the SAVE AS command button, allows you to save and name a Parm Set for future use.  To exit a Print Report Window, click the CLOSE command button.

The Submit Folder, illustrated above, allows you to choose a destination for the report (either to your default printer, to a preview window, to a Fax or email address), and the number of copies you would like printed.

NOTE:  For more information on the Fax/email option button consult the SUSTAIN Output Server's Guide.  

Click the Record Selection tab, followed by the RESET command button.  This allows you to see the Record Selection Folder for a Crystal Report, as shown in the following illustration.  The Record selection tab allows you to set selection criteria for the record(s) you want to print.
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You may enter any valid Crystal Reports record selection formula in the Record Selection Formula area, such as the Address formula shown in the illustration above.  Use the SAVE, UNDO, and/or RESET command buttons to keep, discard, or return to the default record selection formula you have specified. 

The Record Selection Folder for a SUSTAIN Report, shown in the following illustration, allows you to filter the record(s) which will be printed.
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Use the Value portion of the Record Selection Folder to enter criteria as shown in the illustration above.  For information on the SETUP command button, please see the SUSTAIN Output Server's Guide.

The Format Folder for a Crystal Report, shown in the following illustration, allows you to enter up to three headings or title lines you would like printed on your report.
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The Format Folder of a SUSTAIN report, and of a Crystal report are similar in appearance, with one minor difference:  The Title Section for a SUSTAIN report provides five title lines instead of three.

NOTE:  For information on the Setup Folder of the Print Report Window for both SUSTAIN and Crystal reports, please see the SUSTAIN Output Server's Guide.

Chapter Thirteen:

Help System

Accessing The Help System

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.

When you access one of SUSTAIN's Help Systems, it is assumed 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.  A 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 selected Help System’s Contents Page.
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T

Text processor

   edit menu of the, 43 

   file menu of the, 42-43

   how to access, 42

   status bar, 44

   title bar of the, 42

   toolbar buttons in, 43-44 

Toolbar/toolbar buttons, 13-14, 43-44

Tools menu, 11

Tool tips, 13

U

Unhide command button, 28     

Unrestrict command button, 28   

Using code search box, 35

Using date selection box, 50-51     

Utilities list, 11

Utilities command, 11     

V

Validate, 10, 14, 36  

Video, 10, 14, 46-47

W

Window menu, 12

