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) Introduction

Norse Systems Inc. strives to provide clients, and &mployees, with application
software, which focuses squarely on bottom-line perdmree. To that end we have
compiled a very simple, yet very powerful set of obja@+ted methods, which provide
a standar@pproach for operating the various components of theragst This
standardized set of methodologies is called ‘Screeabr

It is the goal of these standardized methodologies toleyau, the operator, to become
fully functional across all the basic operations vaguckly, and to also provide feature-
rich ‘power-tools’ which will be mastered over a longeriod of time.

To accomplish the ‘Quick-Start’ we strive for threengs: 1-Respect for user
preferences, 2- Intuitive operations, and above all, 3datdized methods.

Respect for user preferences starts with your choi&ei@en Driver operating ‘Mode.’
When you first sign on to the Norse System, you wilpbesented with a window of
‘settings’ which you can change, and which will goverwtibe system will work with
you during the session. This ‘Settings’ window is showRigure 1.

Figure 1 - Screen Driver 'Session Parameters'
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The ‘Help’ button will explain most of the fields.le@se take notice of thé field —
‘Windows Preference’. If you specify ‘Y’es, you prefeuser interface based in
Microsoft Windows (GUI Mode), than that will be thase throughout your session. If
on the other had you would rather work with the oldgestf user interface, sometimes
called ‘Green Screens,’ then choosing a Windows Raeder of ‘N’o, will cause that to
be the case.



IF YOU CHOOSE ‘NO’ HOWEVER, YOU ARE USING THE WRONGIANUAL.
This manual is dedicated to describing user interfacbadetstandards for those
operating in GUI Mode.

For those of you still ithis Manual, GUI users, let's look further at the session
parameters window. To let you further control sessittmgs to matctyour
preferences, you can choose things like ‘Monitor Resolutidomake screens bigger or
smaller, you can choose the kind of office package you teause when the system
makes spreadsheets of documents for you, and you can gantradwn password reset.
If you use the ‘Persistent’ switch, you can even makeoptions you choose ftiis
session, to become the defaults for the next timesigruin.

A Few Key Concepts

It should be noted that, in signing in to the ‘Corporastem, you are establishing a
‘session’ that involves you the operator, plus ttler computers — (1) the PC you are
working on and (2) the companies corporate data centex.jafgon here is that your PC
is called a ‘client’, and the company data centealled the ‘server.’

The computer software your PC is running (AccuTerm) ma&as §C act as a
‘terminal’ for the corporate server. All of the key mess data, and the intelligence
provided by the Norse application resides on the sei¥an.the course of your work
you receive a report, in the form of a spreadsheetsttabl. You didn’t have to enter
any data, any yet you get to do all the things spreadstaetioc You can analyze, sort,
graph, etc. Always remember however ihdtis stored on your PC, it represents a
moment in history and that the rest of the compangmlblave access to it.

Do notdo things like make customer lists and save them onBGurMoreover, if you
cannot refrain from violating the above rule, knowhagertainty that all files on your PC
are obsolete within seconds of being saved.



)  Navigating Menus

When you sign into the Norse server, you may ‘see’@rmmore 'Informational
Windows' before being presented with your ‘Starting Menfithdre are any such
windows, you will find that each has just one control;@K’ button. Read the notice,
then click ‘OK’ and proceed through the process until geuto your menu.

The ‘informational windows' may be any of several tyffgstem Bulletins’ can be
posted by the administrator for all the company to ¥ may also see, job specific
type notices. For example accountants may see an adwsninding them as to period
closings, and System administrators may see alert8 Ascbores past due. And lastly
there may be ‘Ticklers’ addressed specifically to goto your department. See heading
[I-D below for more on ‘Ticklers.’

You will notice that this menu system has a ‘Greemre&crlook and feel even for users
with a GUI preference. Microsoft Windows ‘menu methaa® sufficient for simple
File/Edit/Settings/Help lists, but anet particularly user-friendly for serious business
applications with over one thousand selectable prograpwitse and procedures, each
with multiple ‘help’ links.

Figure 2 - 'Typical Starting Menu'
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Your ‘Starting Menu’ will appear once the sign-on operat are complete. System
administrators have the ability to re-define and refage both menus per se, and the
selections on them, virtually without limit. Furthegch individual UserID may be
provided with a menu completely unique to them. Theegfae cannot show you in this
manual exactly whatour starting menu will look like. We can however tell yohat its
characteristics will be, and how to operate it inegahterms. Consider a typical
‘Starting Menu’ shown in Figure 2 and the typical 'lowearel' menu shown in Figure 3.

Figure 3 - Typical 'Lower Level' menu
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As with any menu, you are presented with several safecfrom which you may
choose. The menus will usually also have a ‘Title’ aaga in some cases group labels.

Title Area

Depending upon the system administrator who built your isgantienu, the title will
consist of some sub-set of the following:
* The port number you are signed in on (0031 in Figure 2sext in Figure 3.)
* The ‘UserID’ you are signed in on (dhopper in Figure 2,used in Figure 3.)
» A Static Title (‘Practice Master Menu’ in Figure 2,i@ter Manager Tables’ in
Figure 3.)



The name of the Company you are signed into (‘Welh&ged Company’ in 2,
not used in 3.)

The current Date (not shown these examples.)

The current Time (not shown in these examples.)



Group Labels

The words ‘Maintenance’ and ‘Lists’ in Figure 3 arerapdes of ‘Group Labels’. They
are not selections, but rather simply text elemedtied for readability, and to help you
visually locate the selection you are looking for.

Selection Lines

The ‘meat’ of any menu is, of course, the selectiorslingt first glance, the selection
lines in Figures 2 and 3 appear to be simply little ‘tevdd.” In fact, each menu line will
consist of up to 4 elements as follows:

 The ‘Text Lines’ per se,

* A ‘Fast Key’ letter,

* A ‘Menu-is-menu’ symbol,

* One or more ‘Help Text’ documents.

The Text lines are intuitive. They simply tell you whkiae selection is or does.

The ‘Fast Key” letters are optional — A few menus mayhaste any, usually menus with
more than 26 selections. You can tell what each seléctiéast Key’ letter is, because
it is shown in an alternate color scheme. Note thdahe example menu shown in Figure
2, the ‘Fast Key’ letters ammbedded within the selection Text Lines. By contrast, the
example menu shown in Figure 3 places the Fast Keydeattéont of, rather than

within, the selection text lines. This is irrelevanpfeerations. The person who created
the menu simply chose one way of the other for reétjabi

The ‘Menu-is-menu’ symbol can be seen in the example rsleown in Figure 2. Itis
the ‘greater than sign’ (>) at the end of all the sedlast When you see this symbol at
the end of menu selection line, it simply means ‘tha menu selection does not, in and
of itself, actually run anything.” Instead, it will singgead you to a lower level menu.

The fourth element of the menu selection line isassociated ‘Help Text’ item(s). The
system lets you ask for help in several ways as discusirther below.

A) Selection Methods

While in any menu screen, you will need to ‘navigafEhese means both moving up and
down in the menu hierarchy, as well as up and downrthe lvithin the active menu.
Between menus there are two directions you canlgekwards to the previous (or
‘higher level’) menu, ordrwards to some sub-menu or function associated with one of
the selection lines.

Backwards (or Menu exit)




To go ‘backwards’ you can either hit the Escape key (Esgbankeyboard, or hit the
letter ‘X’ as in ‘eXit.” It doesn’t matter which you use or if the ‘X’ is upps lower
case. In any case, the menu exit operation will take yokitieethe previous menu. If
there is no previous menu, in other words if you argngxfrom your ‘Startup Menu’,
then the system will clear the screen and prompt ytlu aviine like the following:

'O'ff, '"C'ommand mode, or 'R'esume.. _

If you really intended to log off the system, Hit tager ‘O’ (Off) to confirm your intent.
If you want to enter ‘Command Mode’, (discussed beldgn Hit the letter ‘C’. If you
don’'t want either, i.e. if you Hit the Escape or ebytaccident, then Hit the letter ‘R’ to
re-instate your startup menu and continue working.

Forwards (Choose a selection)

There are three basic ways to make a menu selectioticags:
» Click (left-click) the line using your mouse.
» Strike the key on your keyboard that corresponds to thetsmls Fast Key.
» Scroll the ‘Hi-light’ to the selection you want, attien press the ‘Enter’ key.

In the last case, you can use any of the following keysroll the Hi-light:
* Arrows keys - Up Down Left or Right.
» The PageUp, PageDown, Home, or End keys.
* The equivalent keys, 1 thru 9, as represented on your kelgoamber pad.
(be sure ‘Num Lock’ is on.)

Accessing ‘Help’

There are three ways to access the help associdted wienu selection line.:
» Right-Click the line using your mouse.
» Scroll the ‘Hi-light’ to the selection you want, attien Hit the ‘?” and ‘Enter’.
» Type a question mark followed by a fast key letter.

Invoking help by any of these methods will usually give yaore than one help option.
The list of available help documents for your particuirasion will be shown to you in
a fashion similar to those shown in figure 4. The &Pdg Batch Report’ item has been
hi-lighted. The “?-Enter” option has been invoked. AnduFegs shows the several
‘help’ options that are then available.



Figure 4 - Sample Menu and Help Navigation
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The ‘Help Options List’ can be seen in Figure 5. this ‘Box’ providing access to your
choice of four help documents or the ‘Exit’ of the Helpction. Choose any of these 5
lines by using the ‘up’ or ‘down’ arrow keys to move thenpei (=>) to the line you
want. Then press ‘Enter.’

Most menu help functions will provide 3 or 4 document optidsismbered (179)
options will generally NOT be specific to the selectior per se, but will rather talk
about the menu you are on in over-all terms. “The gaef the Accounts Payable
reporting menu is to..."Coded (AP1*C*21) documents will be specific to your menu
selection. “This selection will produce an Accountydble Batch report which...” The
‘Menu Instructions’ selection will provide you with aiddr‘recap’ of menu navigation
commands we are describing here. And lastly, the ‘Hi@t&pecification’ option
should always be in your list. You may not find thige very interesting as a help
resource per se. A sample of one such ‘Execution Spewficaés shown in the
background of Figure 5. These help displays are present primanilyhe benefit of
‘Help Desk’ people in the event you need to call for fertassistance or to report
problems. Your local system administrators may chang®thscreen words’
associated with a menu selection, and thus technicalrperswe may not be able to
recognize what process you are talking about. Thecilable’ information eliminates
possible confusion and also provides other informatiao #% circumstances of your
run.



Figure 5 - Help options available re 'Payable Batch Repdr
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When you are finished using the ‘Menu Help’ function, mthes pointer (=>) to the
‘Exit’ line and press the Enter key. You will be returnedhe menu where you started.

B) Command Mode — The Dot (.) command.

Sometimes, while in a menu, users will want to do sometkhg;h is not an option on
their menu, but neither do they want to leave the meey are on.

Perhaps you want to study COD (Cash on Delivery) purchaspeeparation for credit
negotiations with some suppliers. You may have navigated up amdrdenus, and
found the report which gives you the purchases listinglsariormat you wanBut in

order to run the report you need to know the systermigeZode’ for COD receiving.
You could exit the menu, navigate to the Accounts PayBdltdes menu, where a ‘Terms
Table List’ option exists. But then you would have to reigete to the reporting menu
where you started.



The ‘Command Mode’ capability, together with a little exgece with the system, gives
you an easier way. You could simply type “.SORT TERM&BLE" right in the middle
of the A/P reporting menu. The dot (*.") character insok@ommand Mode’ and the
‘SORT TERMS-TABLE’ command is a valid reporting comna. You will see the list
of the Terms Code Table without ever having to leavedperting menu.

The ‘Dot’ command can be invoked anytime from any menkearty, taking advantage
of ‘Command Mode’ requires experience on the part of ywiuser. You have to have
know how to enter commands. There are a very large nuohlcemmands that can be
used in conjunction with the underlying (UniVerse) databdiss clearly beyond the
scope of this document to provide that level of trainihgerested users should consult
the “UniVerse User’s Guide” available for download at iB&! web sitehttp://www-
01.ibm.com/software/data/u2/pubs/

It should be noted that Command Mode preserves and esfgmaeSecurity Profile’. It
will let you access directly, anything which you coatjlially well access from any of
your authorized menus. It will not allow you to accgisscedures or data to which you
have not been granted access.

C) Calculator — The Plus (+) Command.

Just as the ‘Dot’ command can be invoked anytime, froymaenu, so can the Plus (+)
command be used to access the ‘Calculator.” Thelatdcusnot intended to be the
most powerful available. It does however offer some unogy@bilities as follows:
» ltis accessible via a single key stroke (the Plus key.)
» It offers not one, but 20 memory locations.
» The memory locations aret transient — They will still be there the next time
you invoke calculator, even if that occurs in a subsequssion.
» Certain UniVerse-specific tools are included — InternalEl conversion of
Dates and Times.
» Several useful constants are pre-loaded into memoayidos for easy access.
» It offers ‘built-in’ help instructions.

When the calculator is invoked, it will appear somethikg $how in Figure 6. Typing a
guestion mark (?) accesses a complete guide to its agapabiWithin the guide, use the
‘Enter’ screen to advance through its successive scredmespré-loaded constants are in
memory location 17 thru 20. These are (17) the Fibonaeabar, included mostly for
fun, (18) ‘e’ then natural log base, (19§ pi, the geometric ratio, and (20) the number of
days in the year. Use the calculator 'F6' commarsettprecision to 6-decimal floating-
point precision to see these (and other) numbers inegreetail.



Figure 6 - The Desktop Calculator
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D) Ad Hoc Query Tool — The Minus (-) Command.

Users with sufficient security can, at any time from amym access the build-in ad hoc
query tool called ‘Easy Query’, or simply ‘EZQ’. To dg sou need only to hit the
minus (‘-) key. EZQ is a very powerful report creationltabich allows you, the user,
to ‘invent’ several kinds of reports. You can define-€&reen Listings, Printed Reports,
and even Spreadsheet Objects. Data can be extractediftoatly any database table
(you are authorized to use) and tabulated, sorted, andydidplaa myriad for formats.

The Query tool is such a significant feature of ScreevebDthat it has it's own chapter
in this user manual. See Section VIII for complete mi@tion.

E)  Ticklers — The Asterisk (*) Command.

In section IlI-E-3-c of this manual, where we discussdata-entry processes of this
system, you will see that sometimes there are presegereby ‘Ticklers’ can be
created. A ‘Tickler’ is just a message or reminded, iais usually created in conjunction
with some data entry operation.



For example, if you have a customer on the phoneyandre entering a new charter
order for him, and during that conversation the cust@ags he wants to talk to the
driver on a recent charter, you would under normal circamests try to transfer the call.
If that driver is not available, you need to get a mestagen to contact the customer.
The Tickler processes let you do that via the system.

As described in I1I-E-3-c, you would make a ‘link’ higfrom the screen in front of you,
(The Customer Maintenance Screen) to ‘Journal/Ticldestessing. There you would
create a new ‘Tickler’ with an addressee of ‘the drid a due date of ‘yesterday.’
The next time the driver signs onto the system hke @iking his sign-on process, see a
message that a tickler item exists requiring his actiwhen he gets this startup menu,
he will process his Tickler items by hitting the astietkey.

Just as that driver must be responsive to his tick#staso must you be. In other words,
you must hit the asterisk key from time to time to @ee act upon your notices. lItis a
good idea to check for your ticklers several timesughout the day. Even if you had no
ticklers assigned to you at the time you signed in, oe@s may have occurred since that
time.

When you hit the asterisk key, any ticklers addresseduawlbcome up automatically.
Figure 7 shows what such a notice might look like.

The important fields to notice here are the two optield$ — ‘Task Complete’ and
‘Mission Complete.” The ‘Task Complete’ would meare$rl checked.” The ‘Mission
Complete’ would mean, ‘Yes we got the check.’

Through these two option fields, you basically haveetlmgtions:
* If you hit the Cancel button, or if you hit the ‘Savetton with both of these
indicators still set to ‘No’, then you will leave theller unprocessed. You will
see it again the next time you check Ticklers.

* If you indicate the Task is complete, but the Missiostiit not complete, then the
system will want to now what should happen next. phigess is described
below.

* If you indicate that the mission is complete, thentfis& is closed and becomes
part of the history of any and all referenced items.



Figure 7 - Typical 'Tickler' Screen
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Dealing with the case where the task was done, buhig®on is still open, Figure 8 is a
typical list of ‘task names’ where you can choose whatishthenext task be. You will
need to bring your business judgment to figuring out wiethswer should be. Some
resources that might help you decide are on the “Trickteeen itself, via the ‘Links’
menu. You can look at (1) the History of this tickler, (2uYean look at the items this
Ticker makes reference to. l.e. you can directly loakatecords for Tdesc item (Bus
number) 3041 and/or look at the records for Customer numbe®©d.83), you can look
at notes others may have made on this tickler, or eade motes of you own onit. Our
selection in Figure 8 indicates the next task regardisgniigsion will be to again
attempt to verify receipt.



Figure 8 - What is the next task.

w What is the next task? !.E
File Edit

Choose/S elect/Click which line.

APPT
ASSESS
DoC
ESEND
MATL
HOTIEY
REQDCC
VERDEL

LCancel ok

Once we have defined what kind to Tickler to create femixt task, The system will
need to know to whom it should be addressed, and wheautdsbecome active. Figure
9 shows the window in which you can provide these answiyslefault, this ‘next task’
ticker will be address to yourself with a due date of 8:00 eamorrow. But all of these
defaults can be changed. If the mission needs to beestajou can change the
addressee to your boss. If there is no basis for eeghection by tomorrow, you can
defer the tickler resurfacing by extending the due date,B¢ sure to provide the next
addressee Instructions and Info fields to help make his jdtle easy.

Figure 9 - Next Task Addressee

. Next Step Definitions.

Addressee |dh0pper ﬁ

Due Date 01422409
Due Time 08:00am
Task Code VERREC > |

Instruction |Ta|k only to Jim Johnson - CFO
Infol (123)555-1212
Infaz2

Cancel QK




[ll)  Operating Data Screens - The 'SCREEN' Method

A key aspect of all business operations is ‘data enif.the processing, analysis, and
reporting tools in the world are useless without comprevenaccurate, and integrated
data. Accurate data, centrally-accessible by all of thi#epavith a need to know is
critical to business.

The ‘Screen’ method is the key tool for data-entry thesNorse system. Like ‘Menu’
behavior, all ‘Screen’ behavior is standard. Once youn ldge methods for operating
one set of these data screens, you will be able tdhaim &ll. There are several types of
‘Screen’ objects as follows:

* Type ‘F — Always the first screen for a data entryqarss.

* Type ‘Fn’ — Always a sub-window of an F-Screen for ovewfidata fields.

* Type ‘W — Always a sub-window of an F-Screen for ‘Sprdedt-Like’ data.

* Type ‘LO’ — Always a sub-window of an F-Screen Major sutegaries of data.

* Type ‘Ln’ — Always a sub-window of an LO-Screen for ‘Sprdeesigt-Like’ data.

Some Examples:

When a data entry process is first invoked (chosen framarai) the procestways starts
with a Type ‘F’ screen. Figure 10 shows what this scl@eks like in the case of
‘Inventory Maintenance.” Sub windows alevays accessed via the F-Screen ‘Links’
menu.



Figure 10 - Type 'F' Screen for Inventory Part data enty

& Inventory Maintenance

File Edit Links Help

Part Number [=TF Browse |

Dascription [AUTOMATIC TRANSMISSION FLUID

Class sl=100= Orig hfg [ OrightfgFart

Line 15—’:_|

LI#kA E_LI Cormm?®s Substitutes

Stdl Cost =2 A, Cost 1.20 T0VY/30-SEF K

FST Source TatRec Yol 1.726 10-HYD j

Times Ord'd 1 Weight 5 8090 |
Last Dt Sold 01704707 Cash Refund
bowement ’E (O

Lead Time IE— Carnrm Group —LI WMRS Code
Price Thi ID PAINT S

Cancel | Save | it |

Figure 11 below shows a ‘W1’ type of screen, linked fromFE-Screen in figure 10
above. Note that this ‘W’ type of sub-window is ‘Spreest-like’.

Figure 11- Type 'W' Inventory Part sub-window of Warehou® quantities

. Location On-Hand Quantities

File Edit | Lines Help

L# | W/H LastPhys Committed Sold Row Shelf | Bin OnHand
1A 02409705 0 1089 A2 2L 27 314
2B 02409705 1] B1 3L 33 224
3 C 02409705 24 1 1L 102 8
4/ T1 0 1] 2
5
6

Cancel Delete Apply




As another example, Figure 12 shows the first (F-Typeglow for maintenance of
records in the ‘Customer File’ and Figure 13 showsadnis sub-windows, a simple ‘F1’
type for over-flow information which isot spreadsheet like.

Figure 12 - Type 'F' Data Entry Screen for the CustomeiFile.

wi. Customer Maintenance !EE

File Edit Links Help

Custarner Mo |

Name [BRIDGEPORT RETIRED TEACHERS
Address [170 OVERLAND DRIVE
City [STRATFORD
State ’Fj Zip ’Wﬂ
Bill To 123 B
Contact [JERRY MOH+YDE
Phone ()376-7212
eMail |

Branch ’El—j Price Lvl |1— Created ’7
Salesman ’AB—A “olume Flg O Terms ’Wﬂ
Distance ’— Discount Iﬁ Cr Tatal ’—
Region cT > | ShipTems [ > Cr Limnit 0.00

Cancel | Deletz | Sawve | |




Figure 13 - Type 'F1' Overflow Screen for Cusotmer Crdit fields.

. Customer Credit Info/Settings !EE
File Edit Help

MName

Interest Flag I Start 30 ﬂ Rate 2.00

Credit Flag " Start 30 ﬂ Lirnit 0.00

Awerage Days Minirmurn Maximum

Mumber of Invoices Last Payment Amt

Mumber of Payments Total Order $'s

Awerage Payment High Credit

Last Payment Date Current Credit

Sawve ‘ it ‘

For completeness, lets look at one more ‘set’ of daty enteens. Figure 14 shows
three separate Screen Types on one desktop. In thelefppee started Purchase Order
data entry for PO number 43. From that window we didrk’ to the Purchase Order
Lines window, an ‘L0’ type screen. From that window, iweurn did another link, to the
receiving window — an ‘L1’ spreadsheet-like sub-window efplrchase order line item
showing (potentially) multiple lines of receiving occuces.



Figure 14 - A Screen 'Tree' of Type 'F', Type 'LO', an Type 'L1'

)

. Purche
fle Edit Lrks Help

FO Humber

Date |05:18/89 Supplier f‘}i LJ
RIC

Depariment [GENERAL ELE

B h
It = = ‘43 Purchase Order Line item

Ship Terms
- File Edit Links Help

AP Terms
Ship Via
TaxExMNo FESEL#12

Issued

Line No.

Printed

Part No

Description

AR FILTER FOR LNB0OD
AIRFILTER LM8000 GEE

& '43' Material Received HH E

Supplier Part Mo - Eils Edit Help

Quantity
Units
Unit Price

Quantity
12|

Promise Date

Type

Cancel Delete

These window type descriptions may at first seem a ditildusing, but these 5 types are
all there is. Further, you may be able to operate thes®ws just fine without
appreciating some of the subtle distinctions between pestyThe key things yalo

want to notice are just (1) whether there are ‘Kegfds, (2) If | am in a ‘key’ field, “Is
the word ‘NEW’ shown”, and (3) am | in a ‘Flat Screem’a ‘Spreadsheet-like’ window.

When you first start a data entry process, wdlbe in an F-Screen and thevel be a
record key field, and thergill be a browse button.

If you werein an F-Screen, and you did a link, and yourastenow in a Spreadsheet-like
window, then you have to know whether or not record keggssing is in vogue. You
may either be in an LO window (where record kegn issue), or you my be in an Fn-
Screen (where record key is not an issue.) The thingkoftw is the big ‘Browse’
button near the first field. LO screens have it, Feests don't.

If you are in a ‘Spreadsheet-like’ window, it doesn’ttteaif it is a ‘W’ type or and ‘Ln’
type. They both operate exactly the same way, and neiteethas to worry about
record keys.



A Item Key Fields

The idea behind the record key issue is really quitelsimvery record in every data
base table has a key. In the Customer File, the keg Suktomer Number. In the
Invoice File, the key is the invoice number. In the &aus Payable file, there are two
parts to the key. The first part is the SupplierNumbertha second part is the
Supplier’s Invoice number, but it is still just one kdp.some files the record key is a
just a simple numeric integer, like invoice file. Whea gveate a new one, it's key is
‘one-greater’ than the last one we created. In otlesr fhay use abbreviations as codes,
and when we need a new one we have to make one up.

1 Old Items

If you are doing data-entry work on some business table ttieee are always two
possibilities. The record (or item, or file, or folderuyaeed to work with is either

already on file, or it is not. When in doubt, alwaysspreeit is already ‘on-file’ and try

to retrieve the ‘old item’ for changes. If, for exampyou are dealing with ‘Customer’
records, and you create ¥ @Bumber when one is already on file, then by doing so you
will create a “Business Problems.” Your enterprisk mat be able to manage pricing or
credit terms correctly, if the customer calls inddr@ss change, the chance are one or the
other customer numbers would get changed, but not both.

There are two ways to retrieve a record already on-fillgou know the ‘record key’,
you can simply enter it, if you don't, click the bigrowse’ button next to the ‘record
key’ field(s) and look it up.

In the case whergou know the record key, in most circumstances simply typinipén
key value is completely straightforward. Just type the kiythe field, then press
<Tab> or <Enter>, and the record will load into younagaw. About the only wrinkle
that will change this is if the table in question usesudi-part key, but this is also simple
and straightforward. For example, Accounts Payableites may be filed first by
Supplier number and then second by specific Invoice numbesuch a case, the
maintenance screen simply has two fields — the first ‘Seipiumber’ and the second
‘Invoice Number’. Type in the first field, hit <Tab> gEnter> to move to the second
field, then type in the second part and hit <Tab> or eEnagain, and the record will
then load.

In the case where yaio not know the key of the existing record Screen Driver provides
a powerful search tool to help you find it — The ‘Br@nsutton.

What happens when you use the ‘Browse’ button depends oncsmon@stances. In the
case of little tables, a list of d@te records on-file may just pop up in a list window. This
is called a ‘Candidates List’ and you can choose tigeyou want to maintain, simply by
clicking it. In the case of larger tables, the Browsepss will entail two windows, the
first being ‘Search Criteria’ and the second be thent@#ates List.” You can go back



and forth between these two windows any number of timébkyou find the record you
want to retrieve for maintenance.

Figure 15 - Sample 'Browse' Search Criteria window.

. Charter Header - Choose ONE search criteria. = x

Soundextame
Cust 18
[t

FPaymentNumber

Fersaon
v b b Gty
Fatranld

Cancel Search

- T

When using a ‘Search Criteria’ window you should keematfengs in mind:

* ‘Lessis More.” Just like when you are browsing ltiternet, there is a
tendency to try and type a search value or phrase, whiary specific to
what you are looking for. When you do so, you often@atnot find any
such thing.” Typing less improves your odds, but risks returcemglidate
lists that are untenable. You may need to try séd#ffarent approaches.

* ‘Field Specific Match Criteria’ -- Unlike Internetdwsers, Screen Driver
usually allows you to associate your search value with pesiart of the
table. See figure 15 as an example. The browse wiliretindidates where
the first two digits of Customer Number are ‘18’ but watit clutter up the
candidate list with items that have 18... Invoice numbers, or P&tron
numbers etc.

* ‘One Search Value at a time.” — Although planned for futaleases, the
Screen Driver ‘Browse’ method does not, as of thisingj support using
multiple ‘Field Specific’ match criteria concurrently



Figure 16 - Sample '‘Browse' Candidate Window.

w, Charter Header - Choose OMNE search criteria.

Statusz 3 — Eeached end of matching items - 8 match

Duote ] Cu=tHo GroupHame Depart Destination Amount Invoice
466 0 18 ERIDGEPORT RETIRED TEA 020208 MYRTLE EEACH 2400, 00

454 Q18 ERIDGEFORT RETIRED TEA 06-15-08 BOSTON 625.00

470 Q 18 ERIDGEFORT RETIRED TEA 07-1e~-08 BOSTON 600.00

471 0 18 ERIDGEFORT RETIRED TEA 07-15-08 BOSTOH G60.00

433 o 18 ERIDGEFORT RETIRED TEA 11-15-08 HEWARK 525.00

490 B 18 ERIDGEFORT RETIRED TEA 12-20-08 BOSTON 590.00 3396
196 P 18 ERIDGEFPORT RETIRED TEA 03-15-87 ATLANTIC CITY 752.49 130
224 P 18 ERIDGEFPORT RETIRED TEA 05-29-87 BOSTON 758.25

Brevious | Hext | Cancel | Select

A few notes about the Browse ‘Candidates List’ windanes in order.

In the sample window shown in Figure 16, the candidatet sequence’ may not
seem obvious. The sequence in this example is Custoumebdd, Departure
Date 2-digit Year, and Departure Date Month. Most otithe the lists will be
less confusing, but the point is, “before you jump todtweclusions that what you
are looking for is not within the list, think closelyaalh what the sort order may
be.

Record keys (Quote Numbers in this case) are not netgsdhunique.
Although rare, in some instances non-unique keys might appeather words
the same record key may appear more than once in thelasntst. This
happens when some database indices are constructed torsetigle fields at
the same time, and where the search value occursretiman one field. In the
Criteria window shown in Figure 17, the Search field ‘SoxMderds’ looks for
matches in First Name, Last Name, and Parent/Guandiare fields. Student
numbers may in these instances be listed once fofieddd Student Last Name)
and again for another field (Parent Last Name.)

Soundex search criteria are supported and are frequeanilstde. This feature
helps find items that may be filed with misspellings.

Case Insensitivity. If you search for ‘'smyth’ and fir@matches, don’t waste
your time looking for ‘SMYTH’. The first search wouldhve already reported
anything on file in either upper, lower, or mixed case.

‘PhoneX’ Convention. This word, with this ‘mixed-casgelling, may be found
in many database table search criteria windows. Eilek as Customer,
Supplier, Student, Employee, etc. which contain ‘Phoumiber’ fields, are
usually indexed on thast four digits of these phone numbers. This ‘PhoneX’



word is your clue on how to use it. This is anothengda of a browse scenario
where the same key may appear in the candidate window ttman once.

* Non-evident matches. Looking at the examples in Figliresnd 18, it is evident
why most, but not all, of the candidate items werectet. Student numbers
30644 and 31032 do not appear to be a matches for ‘smyth’. Alsthaing on
here is that it is not possible (in reasonable windadths) to show all the
columns of data that are on file. In this case ‘Smgld guardian name for 30644
and ‘Smythe’ is a guardian for 31032.

Figure 17 — Student Browse - Another sample 'Browse Qgria’ window.

. StudentFile Browser-Choose OMNE Criteria x

LastMName |

FirstMName |
Soundexitords W
StopPoint l—
FouteMos li
School l—
Fhonex l—

Cancel Search |

Always be aware of the ‘Status’ line at the top of ahyour browse candidate windows.
In figure 18 this is the line that reads “Status 3 — Reaehddf matching items — 40
matches.” Candidate ‘Pages’ are limited to 100 itenastime. Also pay notice to the
vertical scroll bar on the right side of these windowsu may need to scroll up or down
to see the entire candidate listings on your current p#ga.can use the ‘Next’ and
‘Previous’ buttons to navigate through an unlimited numbehedd index pages.




Figure 18 — Student Soundex Matches for 'Smyth’

i, StudentFile Browser-Choose ONE Criteria

Status 3 — Reached end of matching items — 40 matc

Student Lnamne Frname Hn LOB Sch StopPT HonAMEoute =«

20221 SIHDHU AISHA o3l UTH=1126 ]

23297 SINDHU SIRAJ A 521 WTH=1136

23299 SHITH ALEXANDEA 521 WTH=1286

23875 SHITH LEVI M 521 WTH=1083

24601 SHITH WILLIAM IV 31 WTH*1319

24945 SHITH RACHEL E 08-26-1996 521 WTH=5229

25928 SHITH CHRISTEH 521 WTH=5340

26022 SHITH AAROH J 31 WTH*1319

27810 SHITH ZOE 31 WTH*1313 I

28375 SHITH KEVIHN Hi WTH*1014 WTH=08A

28749 SHITH JONATHAN #*SP* 09-14-1998 501 WTH=0000

30644 DUNKLEMAN SANDY 12-25-1995 521 WTH=5411

31001 SHITH DANIEL 31 WTH=1124

31032 REYES JAMITA H 02-04-1996 521 WTH=1326

31183 SHITH EEEHDEN K o1 WTH=1129

31304 TLMEN-SMITH KATHEREIHE 31 WTH*1105 WTH=014

31320 SHITH JACOB E25 WTH*1155

31448 EOMEAREDIER JEFFREY 31 WTH=1011

F1R37 SMTTH JRESSTCA F ni1-N&~1999 522 WTH=1211 j
Previous Hext Cancel Select

There is an interesting wrinkle that can happen with brsvs€onsider the situation
shown in Figures 19 and 20. We have entered a maintenamte fuior
‘MechanicFile’, which is a “sub-set” of the ‘Employét.” When we click the browse
button, the system pops up the question window (Fig. 20.)

What is going on here is the ‘Sub-set’ factor. Theagy be thousands of records in the
EmployeeFile, dozens of whom are already in the Mechamic There are two possible
‘intents’ of your browse. (1) You may want to reteeene of the employees who is
already in the MechanicFile, perhaps just to change tbsting rate, or (2) you may
want look up an Employee who has just become qualifiech@chanic, so you can
create the NEW Mechanic record.

Screen Driver allows you to do either search, depending liparyou respond to the
Question window. Click ‘Yes’ and you will browse thealler list of Employees who
are already Mechanics. Click ‘No’ and you will geteaich of the entire EmployeeFile,
probably starting with a Criteria window.



Figure 19 - Browsing for 'Mechanic'

=. MechanicFile - O] x|
File Edit Links Help

Employee Ma.

MName

Costing Rate

Cancel | Delete | Sae | (=R |

Figure 20 - Mechanic Browse - Interesting Question

Item Id Browse x|

')/ Do you want 1o search OMNLY the MechanicFile file?
‘_‘_t

Answer "Yes' to Browse 'MechanicFile'
Answer Mo’ to Browse 'EmploveeCoeFile'

(n] Cancel

One last note about the ‘Browse’ — It is very efiitie In some technical environments,
where many users are transacting operations againsiegnatgd corporate database,
users are asked to use search services sparingly.r Leslseare ‘resource intensive’ and
can bog systems down, sometimes even slowing down tihe eathpany. This is not
the case with Screen Drivers browse. It can routiredych tables of hundreds of
millions of rows, without consuming significant resow.cé-ailing to use the browse tool
sufficiently is much more likely to be detrimental to greerprise.The highest priority

is to assure welo not create duplicate records.

Once you retrieve your ‘Old’ item for maintenance, @itthrough entering its record key
or by browsing for it, the maintenance window wilacige. The ‘Exit’ button will
become disabled and the ‘Save’ and ‘Cancel’ buttonsrbeenabled. You may make
and ‘Save’ changes, or you may ‘Cancel’ updates of th&itpkr record, but you must
do one or the other, before you can then ‘Exit’ the reamhce application.

It is a good idea to avoid holding a maintenance item opeamfp unnecessary amount of
time. Once those ‘Save’ and ‘Cancel’ buttons are edale what ever you need to do
and then move on. Understand that this is important éyen are the only person in

the whole company who maintains this particular tablehércase of a Customer table
for example, even though you are simply correctedpb#irsg in a customer name,

while you have the record open you may be preventileg §@m being able to book a
new order from that customer, or blocking accountingfpocessing a payment they
have sent in.



On the Menu Bar, pay attention to the ‘Links’ item. ylgperhaps most) maintenance
screens have one or more link selections leadinghr abaintenance windows, or to
‘services’ available relative to the item you then hmvprocess.



2 New Items

Once all efforts have been exhausted to assure that ystwr@er, or Invoice, or Student
etc. does not already have a number in the Databas&ijoeed to create aew

record. All files have record numbering, or namingesukhich lead us to just a few
possible situations. Either (1) new records are giverpaten-assigned number as
record key, or (2) records are given codes you enterexoed key, or (3) some
combination of the two.

In the first case, sequentially numbered files, tbedvNEW’ will automatically appear
in the record ‘key’ field as soon as you open then reaanice window. All you need to
do is hit <Tab> or <Enter> and your new item will be audtically create@nd assigned
a number. In the second case, where a ‘code’ ietioed key, simply type the new
code into the key field and then hit either <Tab> orteEn Your new record will be
created. In the last case, more complex multi-padrcekeys, these same methods still
work. Enter the keys part(s) which are codes, and therThb> or <Enter> on the key
part. If a part of a key says ‘NEW’ just hit <Tab><dtnter> and your new record will
be created.

Figure 18 - Sample Maintenance Screen - Inventory Part

. [Inventory Maintenance -10] x|
File Edit Links Help
Part Mumber 1090-ATF Browse
Description HIGH TEMPERATURE AUTOMATIC TRAMNSKMISSION FLUID BRATED TO ;'
350 DEGREES CELCIUS LI
Class CIRMF Orig hfg STR OrightfgPart# ||
Line 15 B
LIfkA E LI Camms Substitutes
St Cost 132 Auwg. Cost 1.20 10%/30-5EF >
FST Source Tat Fec ol 1.726
Times Ord'd 4 YWeight 5 e
Last Dt. Sold 01704707 Cash Refund
kowernent AB [ |
Lead Time |5 Comm Grougp Ll WMRES Code
Price Thi ID PAINT ol ]
Cancel | Save | et |

When we say, Screen Driver will create the new retmrglou, we should be clear — a
skeletal record will indeed be created with your recosd kat that record will very
likely not conform to all the business rules it must satisfy in ottt it may be filed



back into the database. To begin with, most new reaom@sy table will have at least a
few ‘Required Fields.” Screen Driver shows ‘Requirezlds’ with a yellow Hi-Lite
background. Figure 21 show that 4 fields are required to estabRart Number — The
‘Description’, the ‘Class’ (Raw Material of Finished@ds), the unit of measure for
stocking/pricing this part (Each, Pounds, etc.), astlyldhe Standard Cost valuation per
unit.

Note that there are four fields on this Maintenance winddiich have a light-blue Hi-
Lite — Times Ordered, Average Cost, Total Receiving Veluamd the date when this
part number was last on a customer sales order. The ldkgrband means the data
elements are calculated by other aspects of the systetheannot be maintained via the
data-entry window.

The remaining fields on this data window, those witloamal white background should
probably not be called ‘optional’, but more like ‘As Appriape.’ If the Part Number is
class ‘Finished Goods’ and it is available for sale ost@uer Orders, then business
sense tells us it really should have a ‘Price Tablé n the other hand, many parts in
this application are ‘Raw Material’ class parts, areavatilable for sale, and thus it
would be a waste of time to try and assign them iaéPrable 1D’

To recap: Yellow is RequiredBlue is non-maintainable, and White is ‘as-appropriate.’

B Entering Data Into Fields

The sample maintenance window in Figure 21 also demorsstreeeveral ‘kinds’ of
data fields that Screen Driver uses. These field tgpesery much normal Microsoft
Windows fields types -- Text Boxes, List Boxes, eftiese should be comfortable to
most users. Before discussing the field types indiviguplease note that the “Copy
and Paste” operations are dependant on your AccuTernmggett This manual assumes
that your AccuTerm->Settings->7-Keyboard->CopyPastei8tbis set to “Ctrl-C/Ctrl-
V.” (You can also set AccuTerm to do copy/paste functiomgjube Ctrl-Ins/Shift-Ins
method, which works equally well, but we do not advise simgpa setting of ‘none.’)

For users who are not familiar with Windows copy/pastetions, without benefit of an
‘Edit’ menu, the procedure is to:

* Go into the window where the ‘Copy’ text already exists

» Select the copy text using the mouse,

* Press Ctrl-C on the keyboard to cause the ‘Copy’ tamcc

* Go to the location in the target window and positieearsor where you want

the paste,
* Finally, Press Ctrl-V on the keyboard to cause Bwste’ to occur.

1 Simple Text Fields



The simplest type of data-entry field is the ‘text boExamples of ‘text boxes’ seen in
the Figure-21 sample screen are (1) the Part Nufiddeérper se (the Key field), (2) the
(Product) Lin€field, (3) the_Orignal Manufcturer field, etc.

You navigate into these fields either by clickinghe box, or by ‘Tabbing’ into them
from earlier fields. Once in a text box field yeater data either by typing or pasting.
Once the data in the text box is correct, you exifidie either by hitting <Enter>, or
‘Tabbing’ down to later fields, or clicking on some otkentrol.

You should be aware that Screen Driver potentiallysdbield Default’ type operations
when a Text Box (or other field type) ‘Gets FocuSimilarly it potentially does ‘Field
Validation’ type operations as fields ‘Lose Focus. eltner of these modes, these
‘Business Logic’ operations may require that you re-doetbimg, or do things in a
different order, etc. On-screen messages will proviekr guidance.

There is one aspect of changing a ‘Text Field’s contéanth can be a little tricky. If the
field isblank and you type something in there, it’s fine. Similariythe field has
something in it already, and that ‘something’ is wroettanging it is also OKBut if the
field has something in it alreadgnd the field should become blank, then you'll see the
wrinkle. If you simply delete all that charactershe box and then press <Enter>, then
Windows will report (to the server) that you entered nathiAnd the servers treats ‘you
entered nothing’ as ‘no-change.’ l.e. the erroneotes\ad persist. The trick is “Type
in two spaces.” Screen Driver will recognize this sderand will not store the spaces
but rather cause the field to become blank.

2 Multi-line (Text) fields

In the Figure-21 Sample maintenance window, Part Desarifgia good example of a
multi-line text field. As the name and shape implyu yare free to type free-flowing text
into this field. Punctuation is allowed including consnsemi-colons, stars, ampersands,
dashes and periods. Note however that these typeddsfdenot sustain formatting
operations. A <Tab> or an <Enter> will neither indeot advance to the next line. Both
will instead advance you to the next field in the memaince window (in this case the
‘Class’ field.) Multiple consecutive spaces are didedra field-storage time.

3 Multi-line (List) fields

In the Figure-21 sample maintenance window, the field lab8lelostitutes’ is a good
example of a multi-line List field. In this case ti® is a list ofother part numbers,

which can serve as stand-ins for this one. In otlpastyf maintenance screens, you will
often see List Type fields for things like ‘Address Lineg®hone Numbers’, ‘Email
addresses’, etc.

Note that in Figure-21 the ‘Description’ multi-line Tdild does not have any lines
within the field. By Contrast, the ‘Substitutes’ mdihie List field does. This is how
you can distinguish Multi-Line Text fields and List fisld



When entering several lines into any such field, the noroogine is to use the down-
arrow key to advance to the next line. You can of cousgesition to a line with the
mouse. All of the normal Windows editing tools work includeagpy/paste.

While in a Multi-line List field, you can get access liné manipulation tools’ via a
right-mouse click. Just point to one of the lines inligte right-click, and a pop-up menu
will allow you to ‘Append’, ‘Insert’, ‘Delete’, ‘Move Up’of ‘Move Down.’ It should be
noted that in some circumstances only some sub-skésd tools will be available. For
example ‘Line Delete’ may not be allowed becauskusiness rules. In other
circumstances, ‘Move Up/Down’ options may not be presgehe list will be computer-
re-sorted every time it is saved.

4 Option Fields

In Figure-21 the ‘Class’ field (‘R’aw Material type part‘Btinished Goods type part) is
an example of an options field. Another example is tlesiRefund’ (‘Y’es or ‘N’0)
field. These option fields are completely normal Windeptgons. They are usually
manipulated with either the arrow keys or with the mouse.

C Fields with Browsers

Earlier in this section we discussed using the big ‘Bevbutton in conjunction with
‘Record Key’ fields, to look-up the item we need to maimt The same concept applies
to helping you look-up the correct codes to be used in sdnie other fields. Field
Browsers can be seen in Figure-21 for fields ‘Line’, ‘U/Momm Grp’, ‘Price CD
Table’, and ‘Substitutes’. The Field Browse Buttoresthe small [}buttons behind
these fields. To use the field browsers to help yol igncodes for these fields, you
simply ‘click’ on these buttons.

The Field Browsers function just like record browserheyractually use the same
methods. This means that all the variations describedeadre possible. You may get
only a ‘Candidates’ window, or you may get both ‘Browseetia’ and ‘Candidates’
windows. It also means that all the instructions praViaeove, work equally well here.

If you get only a ‘Candidates’ window, just double-clicle tppropriate line and the code
will be entered into the data field for you. If you geéBrowse Criteria’ window, then
enter some search criteria that will enable theesysb give you manageable sized
candidate list.

It is worth noting that Screen Driver’s behavior igaeds to browsers is dependant upon
file sizes, availability of secondary indices, and eékistence of browser definitions
provided by the application. The browsers will alwaygk, but the way they work one
day may not be exactly the same way they work another.



One last comment about fields with browse buttd®dsme of them magiot be browsers.
Application programmers using Screen Driver have the optionbstiuting special
subroutines in lieu of browsers so you may see behawbig different from out
descriptions.

D Spreadsheet-like windows

As described at the beginning of this chapter, therenardoasic forms of Screen Driver
maintenance windows. The ‘header screen’ type formsgited at length above and
in Figure-21, and the Spreadsheet-like windows.

Technically, there are three variations on the heaen, f(1) the ‘true’ type-F screen, (2)
the F-screen overflow type (Fn), and (3) the embeddedtem header (LO) type. All
three variants behave exactly the same way. Thedifdyence worth mentioning is
that the ‘F’ and ‘LO’ types have record keys with keys sems and the ‘Fn’ has neither.
Operationally, there are no differences.

Figure 22 - Manager Table Maintenance

=. Manager Table Maintenance =] 3
File Edit Links Help

Initials ILEP Browse |

FullMarne (LNF) IPETERSON, LEIFE.
Title |CHIEF HOMCHD
Haome Address
123 MAIN STREET -
APPT 3C LI
City BRAMFORD

St cT > zZip  [se08 s |

Cffice Address

16800 FEMNMNSYLYANIA AVE -
BUILDING C-7TH FLOOR d
City OSHKOSH

st b > zZip  [sem s |
Lewel |1_ Compary IT;I

Reports to ILEP LI

Cancel | Delete | Save et




The 29 major category of window types is the ‘Spreadsheet-likiedows. Technically,
there are two different types, the ‘Wn’ and the ‘Lot again operationally they are
identical so we’ll make our comments and instructionseGsly.

Figures 22 and 23 show maintenance windows for a ‘Mangagde’ application. Figure
22 is a type ‘F’ window as described earlier, and Figure 28 @ssociated (Linked)
‘Spreadsheet-like’ window for this Managers Contaabdmfation.

The information within the ‘Spreadsheet-Like’ windowudly maintainable (depending
upon programmer provided privileges) just like the fieldhe'F’ window type.
Required fields (Columns) are shown with a yellow keL Unchangeable field
(Columns) are show with the light blue back-ground.

You enter data into the ‘cells’ of these tables #yaas you would into a ‘field’ of a 'flat
screen." All normal ‘Windows’ tools are available tauyincluding copy/paste functions.
Note that ‘Default’ programs may run when you clicloiatcell, and the ‘Validation’
programs may run when you exit one. This simply meansydtem may present you
with error messages or questions as you operate, butstheglel always be straight-
forward.

Figure 23 - Manager Table 'Contacts' window.

w. Manager Contacts -0 x|

File Edit Lines Help

|cType |CSType |CData

I_PHONE HOME (203)123-4567
FHOME |WWORE (521)957-6543
ErAIL  |HOME norseman{@aol.com

ErAIL  |WORK leifp@norsesys.com

Cancel I Delete I Apply I

Note that the ‘Menu Bar’ in the ‘Spreadsheet Typeidwws contains a ‘Lines’ option.
This menu selection provides access to tools that Eperaentire rows within the table —
‘Append’, ‘Insert’, ‘Delete’, ‘Move Up’, and ‘Move Dowh.Most of these tools (all
except ‘Append’) require that you first select a line db this, you simply click the left-
most cell on the line you want to select.

It should be noted that, depending upon business rules sgdayfithe programmer, not
all of these tools may be available. In tables thrmtamputer sorted when they are re-



filed, the positional tools (Insert and Move tools®y apt available. In other types of
tables, line deletion may not be allowed.

As with flat windows, there are often fields (colummsg)ere field-level browsers are
available. Unlike in flat screens, there is no roomdrowse buttons ([ so instead you
access them withraght mouse click directly in the cell where you want tada value.
This will usually provide access to just the ‘Browse’ {dmit if more than one tool is
listed, you can then choose ‘Browse.’

The Browsers per se work here the same as everywisereRerhaps only a
‘Candidates’ window will appear. Or perhaps a ‘pair’ ofdaws - ‘Search Criteria’

plus ‘Candidates.” Either way, find the item icandidate list and click it, and then that
code will be entered into the cell for you.

E Using Links

On all of the F-screen windows, and frequently on othedeow types as well, you will
note that there is a ‘Links’ entry on the Menu BahisTmenu selection is your key to
navigating through other screens and services relativeeteetord you have under
maintenance. In the previous example (Manager Tablat®tence — Figures 22 and
23) the links menus was used to call up the Contacts (IWpe&indow from the
Manager (Type-F) window.

The variety of ‘Links’ available from any given windowary greatly from application to
application, depending upon how the programmer constructexpgieation. Generally,
these links fall into one of three major categori€as-windows, Services, or
Attachables. To operate, simply click on the ‘Link’mae and drag down to which ever
link you wish to take.

1 Sub-Windows

Sub-window links allow you to navigate from the mainte@ascreen you are on, to
other screens related to the same database itemxdmaple, from a Manager screen to
Manager Contact Information, or from an Inventory Rait’s storage locations screen.

Note that when you link to a sub-window, the buttonshensub-window wilhot contain

a ‘Save’ button, but rather will have an ‘Apply’ buttohhis is because filing a sub-
window does not commit your edits directly to the databdse information within the
sub-windows is just a different part of the one databasard in process at the parent
window. You can ‘Cancel’ changes on a sub-window and thodoUthat portion of

your item edits un-applied. When you ‘Cancel’, ‘Apply’,'Bkit’ a sub-window, you

will automatically be return to it’s parent window. eéltCancel or ‘Save’ issue at the
Parent screen is more significant in that the ‘Saveethend only there, actually commits
your edits to the database.



2 Services

The ‘Link’ entries of ‘Services’ category are diffitub describe in that application
programmers can offer a myriad of options. Two typesatices you may frequently
see are ‘Poplinfo’ links and ‘FormsPrinter’ links.

Both of these link categories are non-updates, so youssathem without fear of
changing data inadvertently.

The Poplnfo links will generally show you a summarylbthe information on file
relating to the item you have in process. In otherdsoyou’ll be able to see information
from the entire sub-window tree without actually having itiklto those sub-windows
individually. In many cases these links will show ynformation, related to the item in
process, for other files as well. For example, foridraverMasterFile’ screen, a Poplnfo
link might show you a good deal of information from tBeployeeMasterFile’ allowing
you to see a good deal more information than that whiofaistained in the Driver
record alone.

The ‘FormsPrinter’ services you may find as ‘Linkgjain vary widely depending upon
what the application programmer has provided. From a “\i8lsclreen, you may be
able to print the vehicle record in-process directlypdhe State’s ‘Registration Renewal’
form. Or from the Purchase Order screen, you mayleeta print the PO you have just
created directly onto the company’s letterhead.

All of the ‘Service’ type links available from onenvaintenance window will return you
back to that same window once the service processnpleted.

3 Attachables

The third ‘Link’ category is ‘Attachables’ and within thaategory there are three
different kinds of things which might be ‘attachedtie record you have open for
maintenance. In all three sub-categories, you haveption to both look at items
already attached, or make new attachments of your own.

a Notes
The simplest form of an item attachment is calledt@mNote. The ‘Link’ to Item notes

will always be through a subroutine type link to ‘Notesidger.” When you click on this
link, you will see a ‘Notes Index’ window similar to tbee shown in Figure 24.



Figure 24 - Item Notes Index.

w. SupplierFile - 21 Notes -0 x|
Click Mate line to Edit
Mate Created Drezcription
100 0518495 SAFTY ISS5UE! Shop Accident 5415795 - Litigation alert,
107 11422405 Matice of name change
Mew Today Create a new Mote.

Attach TED Connect an existini nobe to this SuiilierFiIe Itern.

In this example we took an ‘Item Notes’ link from a ‘Supfile’ maintenance screen
where we had already retrieved supplier number 21 fonter@ance. As you can see in
the Note Index window, this supplier has not one, but twesattached — Note Items
100 and Note item 107. To ‘See’ or ‘Edit’ the specificsitifex of these notes we need
only to click one of these note numbers. Figure 25 shosvdetails of Note Item 100.

Figure 25 - Detail Item Note
= Note - 100 SAFTY ISSUE! Shop Accident 5/15/ =10] %]

Edit Title:

SAFTY I1S5UE! Shop Accident 51504 Litigation alert,

MHote:

emploves 203 E Cloud. The supplier of the part was Suppl 21 Good4Muthin Drive Shaft Systems. The
irventory Part Mumber for thiz corveerter is 3376123, The .employees, GooddMuthin, and wel Managed

On 5/15/04 a faulby torque comverter blew up in the maint thop inunng employee 107 G, Miller and -
Compaty are entangled in litigation. “w'hile we cannot 'blackball the supplier..

Although 2 of these parts remian in inventon they are to be neither uzed nor disposed of until.. _I
-

Hiztomy: Where Uzed:

Date Time| By - File |tem -
11/08/06 02 23pm | dhopper EmployeeCoeFile 101
11422/05 05:05pm | dhopper EmploveeCoeFile 203

11422/05 05:03pm | dhopper InventomyFile 9876123
112205 N5 M3nm | dhonner ﬂ SunnlierFile M d

W&o dlert Detach | Cancel | 0k |

As you can see the ‘Note’ detail contains a TitlepgeMext area, a History list, and a
‘Where Used’ list. You are free to edit both the Taled the Note per se, however the
History and Where used are maintained automatically bgytstem. The History tells
you all of the people who have made changes to thisteote The ‘Where Used’ list
shows all of the database tables, and table itemshwilaice an attachment to this note.

If, as is shown in this example, a note applies to rtiwae one record in the database,
then each of the items to which it applies must bantamied to reflect the attachment. In



this case, we did maintenance on the ‘EmployeeFilesywBed for or otherwise loaded
Employee number 101, went to ‘Links-Notes Manager’ and usetAttach’ option on
that records ‘Note Index’ screen, and then attached Noteolb@ttemployee. This
process was then repeated for Employee number 203. Thenesedemiaintenance for
the InventoryFile, part number 98761223 and did the same tleng. tifhe ‘Where
Used’ list is thus automatically built by the system.

The ‘Auto Alert’ check box allows you to flag notes thatynbe critically important.
This has the effect @utomatically alerting maintenance operators throughout the
enterprise of important situations. When you entanteaance for any item with an
Auto Alert message attached, you will be immediately iectif In other words, If we
were now to enter Employee Maintenance, and eitloavded for, or directly entered,
Employee number 203, we would see a notice as showgume=26. When you see
such a notice, just click the OK button and the MainteaeScreen you are loading will
then load the record requested. Once the record loadshpuld generally immediately
to the ‘Link’ to Notes manager and read the details ofghsgticular note.

Figure 26 - An Auto Alert Notification.

AUTO ALERT! x|

.’.T The itern you are loading has been flagged
. for an auto alert message as follows:

SAFTY ISSUE! Shop Accident 5/15/04 -- Litigation alert.

See note itern 100 for details,

b Objects

The next form of ‘Attachables’ is simply called ‘Obje’. These are basically Microsoft
files. The system currently supports uploading, storing xinde and attaching objects
with ‘File Type’ extensions as listed below.

SORT ObjTypes 03:59:05pm 29 Jan 2009 PAGE 1

Obj. Description............... Default....... MSOf ficeOpen... OpenOfficeOpen.
Type Obj Library...

AVI Video Clips ObjLibrary iexp lore.exe iexplore.exe
BAS uniVerse Basic Programs

BMP Bit map images ObjLibrary  pain t.exe sdraw.exe

DOC MS Word Documents ObjLibrary  winw ord.exe  swriter.exe

ITM uniVerse Dynamic Iltem

JPG Digital Images ObjLibrary iexp lore.exe iexplore.exe
PDF Acrobat Document PDFLibrary  Acro Rd32.exe AcroRd32.exe
RTF Rich Text File ObjLibrary wordpad.e Xe swriter.exe
TXT Simple text documents ObjLibrary winword.e Xe swriter.exe
XLS XL Spread sheets ObjLibrary excel.exe scalc.exe




The access and manipulation of objects is very sirtoléhat of ItemNotes. When an
item is loaded for maintenance, you access the Link whieksociated with the
Subroutine ‘Attachables’. An Object Index will appear simiathe one shown in
Figure 27.

Figure 27 - An index of 'Attached Objects'
= ScriForms - NYS-MV-82p1 Objects =10] x|

Left Click to Open, 'Mew' for upload, ‘Attach’ for a new link, or Right Click Object to Detach.

Object | Created Type | Object Libran Dezcription
FE TED
Aftach TED

152 101907 [JPG NYS-MV-B2i1 ii EII::'LiI:urari N5 -H eiFDrmF"I

In this example, we have loaded and item for Maintenandaijs case an ‘ScrForm’
definition for a form named ‘NYS-MV-82pl’. (‘.jpg’ type objectattached to Forms
definitions in Screen Driver, have a special use — The{pant overlays’.) As the
‘Caption Line’ in this example says we have four optifdeft click the ‘152’ to
download/view the object, (2) left-click ‘NEW’ to uploaddex, and attach an new
object from your PC, (3) left-click ‘Attach’ to asso@aan already server-resident object
to this item, or (4) right-click the ‘152’ to detachrio this form.

The ‘New’ object upload process starts by spawning esedunction against your PCs
file system so you can select the DOS file you warsteind/attach. The process looks
something like that shown in Figure 28.



Figure 28- Object Upload Browser

= WinExpSel - C:% -0 x|
Eile  Edit
Chooge/Select/Click which line.
Tyvpe Long Hame Tpdated Tine Short Hame Size ;I
<DIR: St—Demno 04-24-2007 02:42PH St—Demo ]
<DIE: Streets 12082008 09;:34AM Streests I
<DIR: Temp 01-29-2009 04:21PH Temp 1]
<DIR: WIHDOWS 01-14-2009 07:26AH WINDOWS I
<DIR:> WMSDE 08-17-2006 06:45PH WHMSDE I
<DIR: WUTemp 07-18-2004 03:06PH WUTemp 1]
AUTOEXEC BAT 10102003 09:32PH AUTOQOEXEC BAT I
CONFIG.5Y¥YS 10-10-2003 09:32PH CONFIG.S¥S ]
gdiplu=.dll 05-04-2004 10:53AH gdiplus.dll 1.645,320
LogiSetup. log 03-04-2007 09:39PH LOGISE~1 . LOG 183
=tatu=sclient oo NAA28-2008 N4-N3IFPH STATITS™1 T, RAG LI
Cancel | ok |

Files are stored on the corporate server using DO&tSlames.” When you select an
item in this browser, it will be uploaded automaticallyan object with the same DOS

Short name already exists, you will be asked if youtw@aover-write the file already on
the server. If you are asked if it is OK to over-e/tihe existing server object, be sure

that you know if it is indeed the same file.

As soon as the file upload finished, the server wilbendtically create and index record
for it, and ask you to type up a description of the dlgeat can be found later on by the
server browsers. A sample ‘Object description Entryidew is shown in figure 29. If
you want to attach this same object to some other dea later date, you may not
remember its object number. The ‘Attach’ function (fg@7) will ask you what object
you want to attach. One of the lookup options there éy ‘Word’ and the works you
type here will be available for matching.



Figure 29 - Text Entry Window for Description of an uploadced Object

= ObjUpload Object - 0] x|

& print overlay for ;I
NYS Registraion
reneval process=ing.

Eancell ok

c Ticklers and Journals

The last type of Screen Driver Attachable is the ‘Jd(ifickler’ entry. The ‘Link’ item
for these ‘attachables’ is always done via the ‘Joiaahger’ subroutine. Just as with
‘ItemNotes’, and ‘Objects’, the process begins withratex window similar to the one
shown in Figure 30.

Figure 30 - Jorunal/Tickler Item Index.

= AccidentReport - 114 Journal / Tickler - 0] x|
Click line to Edit

Entry Created Type | Stz |Due Description -
NewBem Future T Create a new Reminder. =
Mewlog Today J Log what just happened.
126 06411408 T C test future task
125 0641108 J C Thiz iz a test LI
112 NEA NN T r R Y - —
1 | 2




As the name suggests, Journal/Tickler attachments aee‘Axtion’ oriented then the
other Attachables. The are two kinds of entries, (1Ythenal or Log, which allows you
make notes as to some action which has already happslatde to the Item you have
open for edit, or (2) a Tickler entry, which allows yowcreate a reminder to yourself, or
to someone else, that at some future point in timeetloing should happen. In the first
case, you click the word ‘NewLog’ and in the later case click the word ‘NewRem.’

Entering a ‘NewLog’ will produce a very simple screen like one shown in Figure 31.
These ‘Log’ type entries become a part of our recordsive the Accident in question.
Note that there is no option to ‘delete’ either Log tgpéries or Tickler type entries.

Figure 31 - Entry of a Journal/Tickler 'Log’ Type Entry.

=. Journal /Tickler Entry =0 x|

Title
Received natifcation from Atk for Driver of Yehicle 3

temodtission:

Per phone with Atty Dewey Cheetum, representing Andrev Jackzon, driver of Yehcile 3, that he iz wiling ;I
to zettle hiz claim for $5,000.

Cancel | Q. |

If you click on ‘NewRem’, to create a Tickler, the snscreen is a little more involved as
shown in Figure 32. In addition to the Title and ‘Missiai@tement, you will need to
define the person (User ID or Department) who shouldchieg on this Tickler, the Date
and Time when they should be ‘Tickled’ to take the a¢t#ospecific ‘Task’ they are to
perform, and lastly references or instructions whichhinie helpful to the ‘addressee’ in
the performance of the task. As a general rule, Statemission’ as a goal-oriented
objective. There may be many ‘Tasks’ taken toward iegdhe goal. You're

immediate addressee may be frustrated at the first-stepify Receipt. They may
process the tickler on schedule and have to record ‘Tashkplete’, but mission ‘Not
Complete.’ In this case, the tickler will be rescheduland perhaps re-directed to
different addressees. As this sequence of goal-oriergpd ate taken, the system will be
keeping, and documenting all of the efforts made.



Figure 32 - Creating a 'Tickler' Log entry.

= TklInl - 143 Created 01 /29/09 06:15pm =10 x|

Title
Confirm Inzurance Company has active cliam waorking and defending us on this accident

Mizzion

Contact 'The Hartford' - Claims adjuster James Baker, who took the claim notification verbally aver the ;I
phone and pledged to mail receipt confirmation. 1t has not been received and we do not want to be
ewpoged for 'Failure to Motify.'

=l
T0O: Ileifp [ Mission &ccomplished
DUE: [2/2/03 |00 TasK: | |
TASE: IVEHDEL-Verif_I,I delivery HEXT:
IMFO: |anc|-555-1212 |Elml¢55244?83[?] DLE: |

|
!

INST: il INFO: | [
—INST: |

[~ Task Complete

Hn

Hiztomy | Cancel (1] |

F Accessing 'Help'

Last, but certainly not least, you will frequently havestioms while operating the data
entry and maintenance windows of Screen Driver. Téehanism for doing so is the
‘Help’ selection of the Menu Bar, on every Screen Drseeen.



Figure 32 - Maintenance Screen for 'Charter Destinations'

w. Charter Destination Maintenance - O] x|

Eile Edit Links Help

Dest Code IFENWAY Browese |

Type =

Name BOSTOMN RED S0X STADIUM
Address 1 RED SOX WAY

City BOSTON

State W >

Zip patoz > |

Drop Comment

Drop-off's at Femway are atthe main (Ticket Office) gate.

Fickup Comment

PICK-AJFE POINT MOT THE SAME AS DROP-0OFF POINT. Bus will
pick wou up after the game outside gate 17.

[-]
[]
-]
[]

Cancel | Delete | Save | et |

Consider the maintenance window shown in figure 32. Clickmghe menu bar entry

‘Help’, and then the sub-menu ‘Help’ again, produces thegH\zvigator’ window
shown in Figure 33.



Figure 33 -- Sample 'Help Navigator'

=. Help Navigator = |=lx]

Available='n' - Click to open
Field | AmcH M ame Help | Spec | DDD
2 oz Type o o o
3 o3 M arne ] ] ]
4 o4 Address ] ] ]
] [1]1}5] City o o o
G 00& State ] ] ]
FILE CharterD estinagtions ]
v oy Zip o o o
0

ItemKeis Fecord Keis 0

This simple ‘Help Navigator’ provides easy and direct actesdl of the documentation
provided by the programmer, which is specific to theearn process. The first
Column, Field, lays out the ‘Tab Sequence’ to the undeylywindow. This is indented
to help you relate the available help documents tdie¢le on the window which they
address. The Amc# column displays the mapping fren©Ou-Screen Fields, to the field
numbers within the database records where they reldte. NEme’ column replicates
the name of the On-Screen fields, to eliminate any canfuss to which field the help
documents relate. The last three columns, ‘Help’, ¢S@ad ‘DDD’ house buttons each
of which corresponds directly to document.

You simply click those little 0’s to see the helpttgau want.

The documents available in the ‘Help’ column per se wgllally be your best source of
information. These are documents the programmers typedh the intent of answering
guestions they think you might have.

The documents available under the ‘Spec’ column tend togedechnical information
about the field. You may glean helpful information by regdhem, but they are there
primarily as an aid to customer support personnel. levtbat you need to call for more
help, your support agent may want to know this informatioto &lise field you are in.

The documents available under the ‘DDD’ column point@rtainderlying set of what is
called ‘meta-data’ - Information about the informatiddDD stands for ‘Detailed
Database Definitions.” You will find quite frequentlyat if the programmer did not
provide adequate explanations in the Help document, thg\nenge none-the-less
provided it in their data schema work.



IV Argument Windows - The 'GetArgs' method

In Screen Driver based applications, may functions gtier, the user, exceptional
flexibility to control standardized (Objectized) reports @anocesses. You generally do
this by specifying ‘Arguments’ or ‘Parameters’ which effde way programs run. The
standardized method for argument entry is called ‘GygAr

GetArgs appears as a window resembling a ‘Screen’ dataveiniow. A primary
example of a GetArgs window is the Screen Driver ‘logamdaw’ show as Figure 1 at
the beginning of this manual. Just a few notes are apatepri

* In a GetArgs window, you wilhever have a ‘Save’ or ‘Apply’ button. These
windows simply have an ‘OK’ for you to use when to havetthe fields set the
way you want them.

* There is no ‘Menu Bar.” There are only two navigationadaions — ‘OK'-Go
forward, or ‘Cancel'-Go back.

* ‘Help’ instructions, if provided by the programmer, are al#é to you via a
‘Help’ button in the lower left corner of the window.

» Copy and Paste functions are available but only via tmelgWs Ctrl-C/Ctrl-V
keyboard functions.

* Field types, corresponding to the individual argumentsayelentering, are all
simple ‘Windows’ standard data fields.

» As with Screen windows, Required fields have a yellovkdpeound

» Screen Driver browse buttons [[are used in the same way they are in ‘Screen’
windows.

* GetArgs sometimes uses ‘Pull Down’ lists (Which ‘Sofegindows do not
currently use.) These are completely ‘Windows Standardu simply use the
pulldown button ([§) to access valid selections in the same fashioheas t
Browse ([¥) buttons.



\% Controlling Reports

Many of your many menu selections will, of coursedpie reports. There are many
kinds of reporting tools that your programmers may hesesl. Methods run the gamut
from ‘custom programs’ usually written to deal with spezéd complex reports, to any
number more simple database ‘listing’ tools.

Many times when you select a ‘Report’ item from ongaafr application menus, you
will be running one of several Screen Driver unique repgiibols. In these cases, the
descriptions below should help you manipulate the repoptingesses to get what you
want. In other cases you will need to use the ‘Helptrstructions’ which the
programmers will have provided in their programs, or ipphcation Specific’ manuals.

A Phrase Reporting

There are actually three types of ‘Screen Driver unigeigorting tools. The first,
discussed here is called ‘Phrase Reporting.” Thensetype is ‘Format Based
Reporting’ discussed later in this section. The thirchited ‘Easy Query’ (or EZQ)
which is sophisticated enough that we dedicate and eetitéon of this manual to it.
(See Section VIII below.)

The first category of ‘Screen Driver unique’ reportinglteaalled ‘Phrase Reporting.’
This tool is designed to let you get meaningful informationodat potentially huge
database tables. It is useful to think of these dagatadrdes as huge spreadsheets. In
business applications, database tables will frequently comteidreds of columns and
millions of rows. Without sophisticated selectivitypogting simply produces
information overload.

There are two aspects to selectivity — Column selectanty Row selectivity. Consider
for example the case on an Inventory File. The coluemusnerate, for each part number
defined, many data attributes such as ‘Description’, ‘Prodped’, ‘UnitOfMeasure’,
‘Warehouse Location’, ‘QuantityOnHand’, ‘StandardCp'SellingPrices’, ‘Suppliers’,
‘Purchases’, and ‘CustomerQOrders’.

First Case — Simple Report

If you have a mission that requires reporting from theehtory’ database table, then the
mission will usually suggest your selectivity needs. Kample, If you want a report to
help you negotiate better purchasing of something, you aititwo see onlgolumns

like ‘UnitOfMeaser’, ‘Cost’, and ‘Purchases. Furthgsu will want your report to

include only Part numbefsows) of some specific ‘ProductType’. Other columns and
rows donot want to be on your report.

Concepts:
» The columns of every database table have names.



» These names are defined in a ‘Data Dictionary’ assediwith the table.

» Every standardized reporting ‘tool' needs a list of colurames.

* A Dictionary may contain one or more Words, calledrd2les’ which are
themselves just lists of column names.

* Phrase Reporting works by letting you choose one phase twaspecify your
column selectivity.

Figure 34 - Simple Phrase Report - Inventory File
w. Destination and Format for ¢ - 0] x|

Diestination >

" Slave
" Spooler

Format IE j
e B

Al LABLE
FetTypePH
OrnHandPH
QrdeMNoFH
JFHYS.LOC o

Cmbl~

Help

Assume that you have made a Menu Selection for PRagerting of ‘InventoryFile.’
The process will start with a ‘GetArgs’ window as simow Figure 34. There are two
arguments to specify (1) the report ‘Destination’ where do you want the report sent,
and (2) the ‘Format’ meaning, ‘Which of the defined Phirdames (Sets of Columns) do
you want on your report. You choose your destination lokiolj the appropriate Option
Box, and you choose the set of columns you wantddgeselected a ‘Phrase Word’
from the drop-down list.

The Phrase Word ‘@’ should always be present and idefyition, the default sub-set
of column names. Other phrase names you will fintwaily greatly depending upon the
type of database table.

To get the report, you will simply set these two argusémdefine what you want, and
then click ‘OK.’

Second Case — A little more complicated, a little enmowerful

There is a second class of ‘Phrase Word’ that may soegexist within the dictionary
of the database table you are reporting from. ThesaseéhNords’ are ‘Sort By’ type
phrases, and they allow you to not only control the stilmfsdatabase columns you want
to report, but also control the order in which thes@re sorted. When you select a
menu line that calls for ‘Phrase Reporting’ against sutdble, the process will again
start with a ‘GetArgs’ window, but it will be more likbe one shown in Figure 35.



Figure 35 -- Phrase Report - Example 2

= Destination and Form =10 x|
Destination O
" Slawve
" Spooler
Format @
" Team
i~ Timeline
" Whide
Sort order & ByDriver
i~ ByTime
o ByVehicle
Help | Cancel |

Again, set these arguments to define (1) the ‘Destinatiasiere you want the report to
go, (2) the ‘Format’ — Which sub-set of database coludangou want to see, and (3)
How do you want the rows sorted, (or grouped.) When youveaay, just click ‘OK.’

Third Case — More powerful still — Adding ‘Row’ selectyit

The final case of our ‘Phrase Reporting’ discussiortigadly not so much an extension
of this tool per se, but rather the result of marrytrtggether with another standardized
Screen Driver tool call ‘File Selectors.’

B File Selectors

File Selectors are a method Screen Driver applies tbasgaables, to allow you, the
user, to specify the criteria by which a sub-set oflzkega rows can be isolated for
processing. The ‘file selector method’ is linked by apfbicaprogrammers to
enumerable system processes, which need to processkadmet all, of the rows of
some table. You will find File Selectors at thentrof several kinds of reporting
processes. You will also find file selectors at thaetfraf ‘processes,’ for example
perhaps selecting ‘AccountsPayable’ items due for Cheokirig).

They occur anywhere in you application where you must salegb-set of table rows.

When a File Selector runs, you will see a window, witichtains the words ‘Selection
Criteria’ in the title bar and which looks somethiitge the one shown in Figure 36.



Figure 36-- A Sample 'File Selector' window.

= Dispatch Selection Criteria - 0] x|
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Cancel | QK

In this example, the File Selector is for a ‘Dispatdatabase table, where the records
(rows) define all of the assignments relative to thes¥ng’ jobs the enterprise must
perform. Unlike with ‘Browsers’ you can use any combinatbthe available fields to
very specifically define the criteria for exactly thésset of table records to be
processed. Further, you may frequently use multiple ‘rhatibria, within each
selector field.

Some points to note:

* As with all Screen Driver windows, required fields dnewsn with a yellow
background.

* You will find that the field labels in File Selectalate directly to words in the
database data dictionary for the table in question.

* Fields where the data dictionary word is suffixed wijlo(,(,s) are the ones that
allow you to specify more than one match criteriayoli want to use the
‘JobNo(,s)’ field in figure 36 example, you could enter ‘38, 192’ to select
Dispatch records associated with any of those threeyatbers. Spaces after the
commas are OK.

* Fields with Code Lists (for example ‘Job Type’ and ‘Evémpe’ in the example)
allow you to choose multiples as well. Use ShifteKlio select ranges or Ctl-
Click to select individuals.



* Labels with ‘Min’ or ‘Max’ prefixes (for example MinDatgfaxDate in the
example) allow you specify minimum values and/or maximualues for the field
in question.

* As with other Screen Driver windows, fields with ‘Braav$uttons ([}) allow
you to look-up codes to use for match criteria in the Specifeld.

* Don't be surprised if there is some screen variatidpplication programmers
may build more than one File Select definition for given database table.

C Reports with 'Forms'

In many Screen Driver data entry windows you will find_mk’ for Forms Printing.
Likewise you will find that many times certain ofyoMenu Selections correspond to
‘Forms Printing.” In these cases, your application prognars have taken advantage of
Screen Drivers basic Form Printing methodology.

The Screen Driver ‘Forms Printing’ Tool is a powerful setnethodologies allowing for:
» Defining Background forms as Text and Lines, or
* As PCL Graphics components, optionally include bit-nmagges, and/or
» Either of the above in conjunction with “.jpg” image$§ of actual scanned
forms.

The forms printing tool further provides for One-passgainting, allowing for the
intersection of a data record from any database tafile any given form. Auto location
of data elements onto the form is predefined as pdhedbrm definitions. The process
is highly efficient, taking advantage of printer memory wehavailable to pre-store both
“.Jpg’ overlay layers, and background layers, allowing phggage data transmission of
only the ASCII data elements.

In the case of ‘Links’ from maintenance windows, there mrayay not be asked a
guestion as to ‘Which Form?’ In the case where your pragrers have provided one
and only one form definition, relative to the file yoe @rocessing, the form and your
data will print directly to your slave printer withowtrther question. If however, more
than one form has been defined, a list box will app@aitasito the one shone in Figure
37. In this example we have linked to the FormsPrinten fsadViaintenance Screen for
MotorVehicles within a fleet. FormsPrinter here isdiso print Vehicle Registration
Renewal applications directly onto the States Formsipl$ click on the form you want
to print your item with, and the combination will go to yolave printer.

In the case of application menu selections that launch‘Banth’ jobs, for example
‘Print Customer Invoices’, or ‘Print A/P Checks’, th@pess will usually start with a
‘File Selector’ and then not involve any further intgi@an with you, the user. These
‘Batch’ type forms printing jobs are usually configurecbne specific printing task, with
one pre-specified form definition.



Figure 37 -- Forms Printer ‘Which Form' selection list

=10| x|

File  Edit

Chooze/S elect/Click which line.

Select Which Form
HYS-_HY-—82p]l ¥ MNeyg YVork State DMV Vehicle registration Form Page 1

NTS—HV—82i2 ;*® Hey YVork State DMV Vehicle reiistratinn Form Paie 2

LCancel | Ok |

There is one additional note regarding Printing withnk In some printing tasks,
particularly those that involve ‘.jpeg’ image files, itlvibe necessary for you to have
installed ‘PrintWizard’ on your PC. Additionally, wheinis is done, your AccuTerm
setup parameters will need to reflect that ‘PringWizadivailable. Contact your PC
support staff for assistance with these setup issuesnigprinting functions are not
behaving as expected.




VI Manipulating 'Lists'

There is Screen Driver standardized method, which yourcapiph programmers will
have almost certainly used within your software, caled'Screen List Box.” This ‘List
Manipulator’ is similar to Microsoft list boxes yorefjuently see as parts of data entry
windows. It differs in that ‘Screen List Boxes’ aflg fot part of any other screen, and
(2) they are capable of far more manipulations.

Figure 37 (above) is one of the simplest uses of aeBdrist Box. In this case the tool is
being used to support a “Select One Item From a List” req@nt. For you, the user,
the key to effectively operating all Screen List Boxethe ‘Instruction Line.” In figure
37, this is the line which reads “Choose/Select/Click whieh” This ‘Instruction Line’
will have different wording with different usage, butlvailways be in this location — just
above the list items per se.

Figure 38 is another example of a Screen List Box. IncHse, the ‘Instruction Line’
tells you that there is another option available to you begig clicking your selection.
In this case, you can right-click any of the lines t® s®ich information and therefore
help you decide which line to choose.

Figure 38 -- Another Screen List Box

w. CharterBrowse - Choose a line. - O] x|
File  Edit
ChoozesSelect/Click which line.; Right click items for mare info.
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483 §Q 11-15-08 1 &5 18 BREIDGEFORET EETIRED TEACHE GIANT STADIUH
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471 Q 07?-15~-08 1 7 18 ERIDGEPORT EETIRED TEACHE BOSTON RED SOX STADI
454 Q 06-1G5-08 1 7 18 ERIDGEPORT EETIRED TEACHE BOSTON RED SOX STADI
466 Q 05-02-08 & 9 18 BRIDGEFPORT REETIRED TEACHE MYETLE BEACH
224 P 05-29-87 3 5 18 BRIDGEFPORT RETIRED TEACHE BOSTOH Z00
196 P 03-15-87 3 2 18 BREIDGEFORET RETIRED TEACHE TROPICAHA CASINO
LCancel | QK |

Programmers can, in any instance where they call aé8dnst Box,’ configure it to
allow you, the user, to have access to some sub-dat &fltowing options:

» Choose One or Choose Multiple lines,

* Add lines to the list,

* Delete lines from the list,

* Edit (Change) the text of a lines within the list, amd/o



* Re-order (move lines up/down.)

Screen Driver will, in any given instance of a Screeh B, provide you with an
‘Instruction Line” which will make it clear which optiorsse available to you ithis
instance.

Here are some general rules:

* In list boxeswithout any advanced options, a single left-click is sufficient
select an item and close the list window.

* In list boxeswith advanced functions, a single click selects a limgpfocessing
(e.g. to be edited or moved) and a double-click is usedléat and close the list
window.

* In list boxeswith advanced functions, there will be a ‘Lines’ elemaithin the
Menu Bar. This 'Lines' menu provides access to functikasAppend’, ‘Insert’,
‘Delete’, etc. as may be appropriate for this instasfdest box.



VIl Output Presented in "Text' windows

As you run your application, you will frequently find infortizan presented to you in the
form of ‘Text — Inside a Window.” This is frequentlyet case when you invoke a ‘Help’
function, when you select ‘Window’ as the destinationsiome report, or when you run
programs which simply use this form of output. Like moseptkcurring situations,
Screen Driver has a standardized (Objectized) methodologidaving you to
manipulate these ‘Text Display’ windows.

Figure 39 shows the output of ‘ListDDD’ (List Detail fa@dase Definitions) that has been
directed to a ‘Window’ destination.

Figure 39 -- A sample 'Text Display' window.

= ListDDD o]
File Edit Send
InventoryFile Definitions as of 02-03-09 Page 1 I—
H & HE TYF AHC HE &DTHTI QCONY WTH J ASSOC AE
@ID D i} Part Humber 17 LS
Part Humber
Description D 1 Description 19 TS
Supplier D 2 SuppHo 8 L MC:40.58,61Y
Cost ] 3 StdCo=st HD2, 9 IS
STANDARD COST
nHand D 4 Qty0H MDo, 10 R MZ:6,21.23. e
OnHand 28-31.34-3
b
OTY ON . HAHD
SellingPrice D 5 SellPrice HD2, 10 R MC:41
SELLING . FRICE
LastFhy=sical D [3 LastFhy D 11 R MHD:4
LAST .PHYSICAL
Class D 7 Class 5 LS
Polo o a PC Hum 3 L HMZ:9-14
PO &
i
Fres Mext Cancel

‘Text Display’ will, if the information it is handlig is not already broken into pages,
paginate it into blocks that would roughly fit onto 8-1/2 x 1figya To navigate all the
information in the display, you will usually need to usehlite scroll bar to move up and
down within a page, and the ‘Prev’ and ‘Next’ page buttétBeabottom of the window
advance through pages. You can use either the ‘Cancel’ lmutidase the window'
when you are done with the display.



‘Text Display’ windows always show a menu bar withethmain options.
A 'File' Menu

The options available under the ‘File’ menu are ‘Prititém Print’, ‘Print Setup’, ‘Save
As’, and ‘Cancel.’

Use the ‘Print’ option if you want to ‘Slave Prirdt’picture of the ‘Text Display’ window
exactly as it currently appears. This will not prir¢ #mtire document or report. It will
only print the window as it is shown.

User the ‘Item Print’ option to print the entire unger document. This option is
sometimes useful to get a ‘hard copy’ version of somesyseport that does not
otherwise have a printer options as a report destinaBamports can usually be directed
to a ‘Text Display’ window, and from there printed.

The ‘Print Setup’ option is very much Microsoft Windowarstard, and let’s you select
which printer you want to use, Portrait or Landscape taiem, etc. Note that ‘Item
Print’ operations may need to over-ride you Portraittismape selection given the ‘Text
Geometry’ it currently has in process.

Use the ‘Save As’ option to save the report or documamiaye looking at, as a PC “.txt”
file on your local work station. When you use this amtigou will be asked to assign the
document a name under which it will be saved. The sysati#reave the document,

using the name you provided, in your default File TranSfezctory. (See session sign-
on arguments at the beginning of this document to see whargpecify what you want
to use as your default File Transfer Directory. )

B 'Edit' Menu

In Text Display windows, the ‘Edit’ menu provides optidos‘Find’, ‘Find Next’, ‘Fine
Prev’, and ‘Copy.’

Using the ‘Find’ option allows you to enter a ‘Sea8thing’ for some word or phrase,
which should appear within the document or report youoaiang at. The system will
prompt you to type in the ‘text’ you want to look for ardt exists, position you to the
page and line where the first occurrence of that stsirigund.

The ‘Find Next’ and ‘Find Prev’ menu options can onlyused after a ‘Find’ has already
be done. They simply repeat the search, advancing &itheard or backward through
the document.

Use the ‘Copy’ menu function if you want to extrastre portion of document or report,
for later ‘Paste’ operations into some other windowstion. This feature is again
Microsoft Windows standard. Simply highlight the pontiof text you want to copy, then



click the Edit/Copy menu function (or simply hit Ctrl-CThe highlighted text will then
be available on your PC clip-board for your subsequentépaperation.

C ‘Send’ Menu

The ‘Send’ menu of Text Display windows has only one opti@mail. Use this option
to send the report or document you are looking apieese-mail address. Here are some
things to remember about the e-mailer:

* The e-mailer does not sent the report as an attachimgntather as the body of
an e-mail per se.

* You will be prompted to enter the ‘Addressee(s)’ and ‘Subiee for your e-
mail.

* The addressee will see a ‘Reply To:’ equal to that wiazhspecified in your
system sign on parameters.

* The e-mailer is not magic. It cannot circumvent intesme limitations.



VIl Building Queries

Screen Driver offers users an exceptional database quénatned ‘Easy Query’ or
simply ‘EZQ.’

The access to EZQ processing starts when you touchinis (+*) key while at any
application menu.

What launches is actually a Screen Driver maintenaneersccomplete with Browser, to
help you find existing queries, and/or oversee your pramfdssilding a new one.

Figure 40 shows a sample of an EZQ Library Header scvd®mre we have retrieved a
query named ‘PARTIAL.PAYS2.’

Figure 40 -- EZQ Library Query Header Screen

= EZQ Library Update =]

Eile Edit Links Help

EZCMNAME IF’AHTIALPAYSE Erowse |

Cescription [!%"F" IMWOICES WITH PARTIAL PAYMENTS
File hame AccountsPayable LI
Security NONE > |

Chiner o

Fasswaord Ll

Cancel | Save | et

The ‘Links’ available from this screen include ‘DesigRun’, ‘Users’, and ‘Notes.’

We will start our EZQ section of this manual with a disgion of the general concepts.
In the second part we deal with detail descriptions &wlisisions relating to the ‘EZQ
Designer’ -- How queries are created. These menu lirgkdiscussed in more detail at
the end of this section.

For now, this manual will focus on the steps for creptl query. These are (1) enter a
‘new’ EZQ.NAME, (2) Provide a description, (3) seldut t~ile name you will be
reporting from, and (4) use the ‘Links’ menu to invoke tE@€®E)uery designer.

Concepts



In our discussion of ‘Phrase Reporting’ earlier in thesxoal, we described a simple, yet
powerful tool for extracting reports from the datahaseording to specification you, the
user define when you run these reports. In Phrase Repgdinghoose which ‘pre-
defined’ data dictionary ‘Phrase’ describes the set @ir@es you want on your report.
Further, when you run a Phrase Report (if the progranwherset it up provided one)
you specify ‘match criteria’ in a pre-defined ‘File 8etior’ to control which set of rows
are extracted from the table for your report.

In EZQ, unlike in Phrase reports, you are not confingatéedefined dictionary phrases,
nor to pre-defined ‘File Selectors.” With EZQ you aeefto define your own reports
derived fromany table in the database. (At least any for which lyave authorization.)
You can choose as your report columns literally that are defined in the table’s data
dictionary. You have control over which, and how maaljpmns are used for sorting
and control breaks. And you can define ‘Extractigpédfications that perform
unlimited ‘match criteria selection’ against any fieldyour table.

The tool becomes even more powerful in that therseweral standardized ‘options’ you
can employ to do things like ‘suppress details’, or route tiud to any variety of
‘destinations’ including printers, on-screen windowspreadsheets. Yes, you can build
gueries that supply virtually any data from your corporatebadaty directly into your
spreadsheets.

Further, EZQ queries can be saved, recalled, sharedstexstand even converted into
application software ‘menu objects’ by your system adstriaior. In other words, you
gueries can become an integrated part of your applicatiomaseft

A Data Dictionary

Before you try to design a query, it is important thai yre comfortable with the concept
of database tables and, in particular, data dictionafledabase tables are analogous to
‘spreadsheets’ in that they can be thought of as rows@ndins. For any given table,
‘words’ in the dictionary are the names given to thduoms’ of the table. As with
spreadsheets, there are usually two basic types of oslgrhose that contain ‘physical
data’, and those that contain ‘formulas’ and thus shoxalae’ that is calculated rather
than stored.

When you are designing a query, you are ‘choosing’ words the dictionary, which
you want to be shown as columns on your report. In dodehoose wisely’ you should
be aware of these dictionary word types.

In IBM Universe database dictionaries, words are aibagd a type code of either ‘A’,
iD!, III’ IS1, Or EPH’.

Words that are Type-PH are ‘Phrases’ — for the most jnat lists of other dictionary
words. Phrase words are used in Phrase Reporting, msearlier in this manual, but
are not used in query processing.



Dictionary Word Types ‘A’ and ‘D’ are in a sense redundariey are both used to
identify words that collectively provide a complete et layout’ or ‘Column List’ for
the table. In other words, they name columns of ‘physiatd’ rather than computed
data, and the ‘set’ of Type-A words should account ¥ergphysical column. . If type
‘A’ words are provided, there should generally be eyaatie type-A word for the first
field, exactly one Type-A word for the second field,. etdie same is true for the ‘set’ of
type-D words. They provide you with a comprehensive viethe physical records.
You will frequently find that a table’s data dictionary tains type-A words, but no type-
D words, of visa versa. If the dictionary provides tHey$cal data layout’ both ways, in
other words a full set of Type-A’s and also a full sk Type-D’s, then the Type-D word
set will usually be the more modern set.

Type-1 words are the ‘modern’ version for computed columns,liysmanipulating type-
D words. Type-S words are typically older style malapans of Type-A words, also
denoting computed columns. Unlike ‘Type-A’ and ‘Type-D’ worlthgre is seldom any
redundancy between Type-I and Type-S columns. If yedoaking for a dictionary
word that corresponds to a ‘computed column’, then gepeamaill will want to look for
the appropriate word in both (‘I and ‘S’) word groups.

It may frequently also be useful to look at the ‘I' a&dword groups, for alternate
definitions of ‘physical’ columns. You may find words theret thiee ‘trivial

computations’ or even ‘synonym’ words. You may find synonwhi&h show the same
data as an ‘A’ or ‘D’ word, but which use a different columidth, column heading, or
numeric precision. Perhaps a D-Type word for field 1%adesDollars’ and an I-Type
word exists like SalesKDollars. The Kdollars altgive may be preferable to your query
with a smaller column width and a heading like Sales($000).

B Query Designer

When you invoke the EZQ designer, you will automaticadlgtao windows. The first

is the data dictionary window, and the second is theyJagout window. Essentially,
you are going to be selecting a word in the dictionary windmd then clicking the top
of a column in the design window, to ‘drop’ that word ghaadefinition of what you want
in that column of your query.

1 Dictionary Window

Figure 41 shows a typical Dictionary window used by EZQ.hisn¢ase we are defining
a query against the AccountPayable database table. Tmencbeading (of the
dictionary window) are:

* Name - the dictionary word per se

» Type—A, D, I, or Sdiscussed at length above

* Amc — Physical field (or column) number for Types A &hd

* Oconv — for Output Conversion formatting. ‘D2/" for ‘[@at

fields means format dates using ‘/’ as a delimiter aavs?:



digit years. ‘MD2,’ for ‘Amount’ fields means ‘Mask a
decimal point 2 digits from the right side, and use commas to
show thousands, millions, etc.

* Formla — for definition of the computed columns.

» Just — For ‘Justification’ within the report columntiafigned
or right-aligned

» Width - for the ‘Width’ of this column if used on your ogp

Note that in Figure 41, the word (line) ‘CreateDatas bbeen ‘clicked. It is the active
dictionary word and can be dropped on the designer layowrsarnéh just a mouse
click.

Figure 41 -- EZQ Display of 'AccountsPayable’ table Dictioary

w. AccountsPayable Dictionary - O] x|

M ame Type | Amc| Heading OCaony | Farmula Juzt [Width d
SUPPLIER.FPOSTAL.CODE A 30 L 40

PERIOD A il R 5

FILLER1 A 32 L 10

FILLERZ A 33 L 10

FILLER3 A M L 10

FILLER4 A 35 L 10

@D D 0] AccountsPayable L 10

Date 8] 1| Imvoicell ate D2/ R a
Lreatelats B 2| CreatedD ate D2/ R a

Statug D 3|5t L 2
Purchazelrder 8] 4| PurchazedOrder L 1

Dateliue B L] D2/ R g

Papl ate B B D2/ R a

Comments 8] 7 L 15
Quantitylnvoiced D 9| Gty R 3

Regizter B 9| Reg. dHumb. L ]

Currency D 10| Cumnrfiency L 4
Ledgerdccount D 11| Ledgerddcoount L 11
Digtributedamaount D 12| Digtributedtiémoun | MD2, R 12
ExpectedCost D 13| ExpectediCost rD2, R 12

Amount D 14 MO2, R 12
Dizcountimount D 15| Dizcountedidmour | D2, R 12 ;I
et s n 16| Arae ki s b1 =] 19

< | )

2 Layout Window

Figure 42 shows the sample EZQ Layout window where wealding the definitions
for our query. With the ‘Create Date’ word active ie thictionary window, we need
only click the designer-layout cell at ‘Dictionary/2’ tbange our query from a
‘DateDue’ to a ‘CreateDate’ report.

This layout screen provides a good sense of what our query @ugminhg to look like,
including column headings, Control-break lines, and colunalstolWe need only to
manipulate this image to control what our query will acyuptbduce when we run it.



Figure 42 -- Sample EZQ Design Layout window.
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The Menu Bar items hear on the Layout page include ;Figit’, ‘Columns’, ‘Tools’,
and ‘Help'.

The ‘File’ menu provides options for ‘Run’, ‘Save’, \BaAs’, ‘Cancel’, ‘Print’, ‘Print
Setup’, and ‘Exit.’

You use the ‘File/Run’ options when you think your query isngef the way you want to
see it, and you are ready to see the real thing. lds&#ve’ and ‘Save As’ options as
you would in any Microsoft Windows application. l.eat®’ a query that is good before
you experiment with some change that may not be.” Use‘88’ after you have
retrieved a working query, and want to build a new one wisieéhvariation on the first.
The ‘Print’ and ‘Print Setup’ options let you print thayout Page, and the ‘Cancel’ and
‘Exit’ options both end the EZQ design session.

The ‘Edit’ menu provides access to the typical ‘Ci@py’, and ‘Paste’ functions that
may be occasionally useful within the designer, but whicktimare included just for the
sake of completeness.

The ‘Columns’ menu, provides assess to options for ‘Agpéimsert’, ‘Delete’, ‘Move
Left’, and ‘Move Right.’

Except for the ‘Append’ option, these services requiat ybu first select one of the
existing columns, by clicking on the column numberabthe column you want to
process. If in the example, if we wantAdd a column for ‘Create Date’, rather than use
it as a replacement for ‘DueDate’ column, then we wolidk the ‘3’ above the
‘AMOUNT’ column, and then choose ‘Columns/Insert’ fronetmenu bar.




The ‘Tools’ menu let’s us open either of two additionaldaws used in query design —
the ‘Extraction’ (record select) criteria window, ané t@ptions’ window. These are
discussed further below.

The ‘Help’ menu provides access to (basically thidruttional text on query building.

On-Layout commands

Besides dropping dictionary words onto column headings witi@rtayout, and beyond
the functions accessed via the menu bar, there lage cdmmands that are done directly
on the layout page.

In the Cells of the ‘Sort Priority’ line, we can ‘jusy clicking’ add additional aspects to
the sorting of our query. In figure 42 we can see the ‘Supplealready designated as
sort priority 1. This means that, when our query is tiia selected A/P rows will be
grouped first and foremost by supplier number. If ‘within sigppive would like rows
sorted by date, we can specify this simply by clicking @ ‘8ort Priority’ cell under the
‘Date’ column.

In the ‘Bigger Values’ line, we see the letter ‘A’ undlee Supplier# column. This
corresponds to Sort Priority line and can only be usedmunction with columns which
are sorted. The ‘A’ stands for ‘Ascending’. Cliegithis cell repeatedly toggles back
and forth between ‘A’'scending and ‘D’ecending settinjsve wanted our selected A/P
invoices listed ‘Within Supplier’ by Dollar amount. Ainfdve wanted biggest items in
each supplier group listed first, then we would click inS$oet Priority row, under the
‘Amount’ column, to set it as thé“Xort priority, and then in the cell beneath, cliclséb
the sort to ‘D’ecending.

The ‘Exploding’ line is a set of specifications whereyby can insert an ‘X’ in sorted
columns to cause a sorted column to be a ‘BY.EXP’ typerather than a simple ‘BY’
type sort. This is a subject which is a little beydimel scope of this users manual, but for
user’s who are familiar with the difference, a simmleuse click in these cells will turn
the X’ flags on and off.

Turning attention now to the lines on the lower parheflayout page, the ‘Break’ row is
a control where you can click cells, of sorted colunmsndicate if you want control-
breaks in your report, when values in this column ghan

Lastly, the ‘Total' row of the layout page lets youigate which numeric columns of the
report should be totaled. Again, simply click in the appede cells to turn totals on or
off.

3 Extraction Window



As mentioned above, the ‘Tools’ menu of the layoutdein provides links by which you
can open the ‘Extraction Logic’ window, and/or the ‘Optiomgdow. Figure 43 shows
an example of the ‘Extraction Logic’ window.

Figure 43-- Sample EZQ 'Extraction Logic' window.

w. EZ() Data Extraction criteria =] x|

Eile Edit Lines Help

# | Connectar Dictionan Comp0| &rguments(s]

WITH DTE GE "¢{E arliest lnvoice Datey»"
2 | AMDWITH AmmountDue ME "0
3 | AMD WITH |edgerdccount LIKE | 01-.

The EZQ run-time process will automatically incorporat8edect’ process against your
database file (AccountsPayable in our example) if yoe lspecified Extraction Logic
via this window. In other words, it will process ofilgws’ from the database which
meet all of the criteria you specify here.

The columns of the ‘Extraction’ window are as follows:

» # --Just a row number used for reference.

» Connector — one of several valid ‘Key Words’ for asdraigthis line of
‘Extraction’ logic with the others. As you add lines hdsttable, and you enter
this column, you will see a ‘pull-down’ list showing you thie valid Connector
phrases you may use.

» Dictionary — A word from the data dictionary of your takiteat you want to use
in some comparison to ‘match’ in order for the row teélected into your report.
As you add lines to this table, and enter this columo,wi find that the
selected word in the data dictionary window will appear aatmally. If this is
not the word you want, then activate the data dictypmandow, click on the
correct word, and then click back to this window.

*»  CompO — Comparison Operator — any of a list of valid ‘Campa’ words
which describes the relationship between values fos @ithe database table,
and the ‘Match’ value you specify in the Argumentsucah, in order for that row
to be included in your report. When you add lines totdbée, and you enter this
column, you will again find that there is a drop-downdisall your valid choices.



* Arguments — Match values to be compared to database roteefgiven
dictionary word and comparison operator.

Note that in the ‘Argument’ column, match values dti@enerally be enclosed in
guotes. The convention of “<<....>>" is used to defer spegfyhe match value you
want until the time when your query is run. The EZQ rumetprocess will see these
specifications and incorporate the enclosed ‘prompthasod the ‘GetArgs’ elements it
will look for before running the query select.

4 Options Window

If, from the query ‘layout’ window, you activate the ‘Tolptions’ window, you will
see a control that looks something like the one shiaviFigure 44.

Figure 44 -- Sample EZQ 'Options’ window.
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Check the ‘HEADING’ option, and you will then be albtetype in a ‘Report Heading’
you want on you query output. In report heading lines thard ‘P’ conventions are
used to cause ‘Run Date’ and ‘Page Number’ substitutionsatme.

Check the ‘FOOTING’ box, and you will be able to typgpage footing text to appear on

your output report.

If you are totaling one or more columns, EZQ will alwaryclude grand totals. The
‘GRAND-TOTAL’ check activates the ‘Total Label fielso you can control how that
line is labeled.



The other ‘check’ controls here are largely self explary. Check ‘DET-SUPP’ and
your query will suppress detail (invoices) from your remitgwing you only Total lines.
(in the case of our example, our Supplier Totals.)

The two ‘Run-time Elections’ allow you to specify sgiecdestinations and formats you
want to always use when your query runs, but the ‘defaulibth cases is ‘Prompt’
meaning, “Ask me at run-time.”

C Query Test, Save, and Recall

When you believe your query definition is the way you warit & time for the first test
run. This is usually done from the ‘File’ menu of tteyout window, but before you run
it, be aware that every ‘run’ event causes the query sabed. If you are making
changes to a ‘working’ query, and do not want to immediatetylay it with your
changes, then do a ‘Save As’ operation before your first run

When we run the sample query we have been using in tisesessions, the run-event
starts with a ‘GetArgs’ window as shown in Figure 45. Nb# both ‘Destination’ and
‘Format’ are included as Arguments to be specified atim@, just as we specified on
the ‘Options’ tool. The ‘Target File’ argument is hepest in case’ we were to choose
‘FTP Site’ as a report destination. The ‘GetArgs’ éitdo asks us for “Earliest Invoice
Date”. The system needs our specification for thigtAment’ so that it can complete the
‘Extract Logic’ table. Once we have specified all #nguments, we click ‘OK’ and our
report is displayed on the PC.

Figure 45 -- Run Time 'GetArgs' window for query 'PARTIAL.PAYS.2'

w. Fasy Query Run Time Arguments - PARTIAL .PAYS2 - 0] x|

Destinatian Crt v
Format & Normal

& TakbDelimited

" TabExploded
Target File Hocalftp/PARTIAL PAYSE2
Earliest Invoice Date 14702

Cancel | (8% |

After the report finishes, we see a window as showigiime 46. This ‘Run Event
Recap’ report happens only when a query is run from the LalfdetRun’ menu bar. It
does not appear when queries are run from the Screen DA@HEader Screen ‘Links’
process. (Figure 40 above.)



Figure 19 -- 'Run Event Recap' window for Query 'PARTIAL.PAYS2'

EZQ.EXEC.SUB -- Run Event Recap x|
DEST =Crt
MODE  =Mormal
FipFile =

FileMarme=AccountsPayable

CMMD=SORT AccountsPayable WITH DTE GE "1/1/82" AND WITH ArmountDue NE "0" AND WITH Ledgersccount LIKE 01-... BY
SUPPLIER. # BY-DSMD AMOUNT BREAK-OMN SUPPLIER. # DateDue BREAK-ON AMCOUNT TOTAL AmountPaid TOTAL AmountDue
CREATE.DATE CET-SUPP HEADING "Partially Paid Invoices as of ‘D' — Page P ID-SUPP

Press the ‘OK’ button to return to the ‘Layout’ page &rdny problems you noticed in
the output. When the Query is perfect, then again censging the ‘File/SaveAs’ menu
option to save it using the actual name. When you are,d@u may just close the
Layout page to exit the Query designer.

If, during your design session you have done any ‘Save Asatpes using temporary
names, remember to retrieved and delete these ‘tessbng’ once you are back at the
EZQ Header Screen.

It is a good idea, when you finish building (or changing) ZQKuery definition, to
always go to the ‘Notes’ function, available as a ‘Lifntem the EZQ Query Header
Screen. Once there, make sufficient notes as whajuiry does, and/or how you
changed it. These notes can be very helpful when the quecgassed at a significantly
later point in time, or by persons other than yoursélbtes' are attached to EZQ Queries
as ‘Help Text.’

D Query Ownership and Security

As shown on the EZQ Header Screen (Figure 40 above,)dhesecurity related fields

for ‘Security Type’, ‘Owner’, and ‘Password.” In addmiothrough the ‘Links’ menu you
have access to a Sub-Window for Users which is alsot@fpthe EZQ Access Security
function.

Before determining what kind of security you need on youyqufeany, please consider
that EZQ Security isn addition to Screen Driver security, which is itself in addition to
database (uniVerse) and operating system (Linux) sgcufdgr example, if you query
reports from the 'EmployeeFile," other ussiid not be able to run your query unless
their Screen Driver Security Profile authorizes acteshat file. Access will be denied
to those other users even if you choose EZQ security INGNE'. Also remember
neither Screen Driver Security, nor EZQ Security, caddmmed truly secure from any
user granted SYS4 access privilege.

The ‘Security Type’ field




If you want to limit others from changing and/or runnimyyquery, the first step in
doing so is to specify a security mode. There are fourigenodes to choose from.
These settings, in combination with the other securigtedlfields (Password, Owner,
and Authorized user list) let you control who (besigesrself) can modify and/or run
your query.

* MODE = NONE (or blank) Use this mode when little orsaeurity is needed.
Essentially, all system uses have access to changer and/the query. Access is
unrestricted even if the authorized user list is populated attiéqrassword field
is non-blank.

» MODE = PWD Use this mode for straightforward 'Passivsecurity. Any/All
users who know the password may run the query. The oameQnly the
owner, may make changes. When you use this mode, you MEBIE a
password.

* MODE = USERS Use this mode for deeper security. Spaltyfj you must use
the 'Links' menu and complete the list of 'AuthorizsdriDs' for the people
allowed to access the query. In this mode, the uagpassword is optional. If
you specify a password, in order for someone to accespudry they must
BOTH (1) be in the authorized list, and (2) be ablprtavide the appropriate
password. NOTE that in this security mode, users who gagsa are authorized
to both run and to to change the query.

* MODE = OWNER Topmost security level. The owner, anly the owner may
make changes to the query definition. When you use thisityecurde, you
must supply both a password and a list of authorizesguses., you and only you
can change it, Only users in the list can run it, and thgnbyrproviding the
password.

Query ‘Owner’ field

The UserlD of the person who created, or who now adhagjuery. Note that the
ownership may be changed at any time by the current oanby, other users who may
be authorized to make changes to the query.

Security ‘Password’ field

The secret word needed to gain access to this querg thi this field has effect only
when used with a non-nominal security mode, l.e. only wWiibPUSERS, or OWNER
modes.



