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About This Document

This guide is for EIC system administrators. It assumes a reasonable understanding
of DP terms and concepts. and that you will have attended the Basic MAPPER User
Workshop.

Purpose
The EIC Administrator's Guide is designed for the people who will be responsible for

the running of a EIC system. This guide explains the functions of the EIC system
and how to use them.

How to Use this Guide

The document covers the following general topic areas:

1. Introduction

Containing an overview of the system and some special features that make it
unique. ‘

2. Usage and Management

Sections detailing how to establish and maintain the system and its various
funcrional components.

3. Education

An overview of the user and information provider education requirements.

4. Reference Information

Containing technical and "help" resource information. plus details of each
associated application.

Related Product Information

EIC User s Reference Manual
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Section 1

Introduction to EIC

1.1

1.1.1

Overview

As organisations grow and change it is very difficult to meet and maintain the
information needs in the work place. The information in question is the operational
and business information that allows people to keep up with what's happening in
the organisation or corporate body, carry out their job role or provide their routine
reports to management.

Over time a whole range of different systems may be established, generally as a
result of specific computing facilities in place to service finance and administration,
sales, marketing organisations, etc. The day to day needs of an organisation beyond
this are generally seen to be served by various word processing and secretarial
support facilities, spreadsheets on local PC's, etc.

In many organisations electronic mail or information access systems of various types
are used to get information to staff, but these are generally not consistent in their
structure and are often ad-hoc in nature. These often come into being in response to
some management cry to ‘do something.’

The proliferation of these systems is a real problem for people in an organisation
(especially new staff) making it very difficult for them to meet their quality
objectives.

The EIC Solution

EIC is intended to provide a general solution to the management of the business
information flow in an organisation. This flow is seen as outwards from the
corporate entity and inwards to the corporate entity from the field.

The EIC application provides a 'toolbox' of basic functionality which may be
manipulated and structured by a system administrator to meet the particular needs
of an organisation. This functionality is intended to satisfy the ‘real world' needs of
people in the work place and requires no technical intervention to manage it.

EIC can be used as a ‘front-end' to other applications so that it may manage access
and security requirements in a structured way. Other applications can be developed
very quickly using EIC to manage security and user registration.

EIC can be used to display data from an external application or from a specific
external MAPPER cabinet, drawer & report (mode, type, rid). This means that
management reports or charts which are maintained by external applications may
be easily presented to users.



1.1.2

1.1.3

1.1.4

1.1.5

K10 allows & 'workbench’ type 1acility 1o be structured so that novice stall can e
guided to the information and systems areas they need to do their job.

EIC is written in MAPPER and runs on Unisys 2200, A-series and UNIX platforms.

EIC 2.0 implementation emulates a 'windows' environment for non-intelligent
terminal support and is CUA standards compliant.

EIC 3.0 provides full graphics user interface capabilities (Designer Workbench -
12/92)

information Providers

Information is supplied to the system by information providers. In most cases
information providers can only provide information to those areas of EIC that are
relevant to their job role.

Users

Information is accessed by users, who can display information, but not change it.
Exceptions are found in public access areas of the system, for example bulletin
boards, conferencing, electronic mail.

People may be information providers in some instances, users in others.

The Administrators Role

Your role will be to ensure the smooth operation of the system. Apart from
supporting the system functions, hardware operation, system resources, etc., you
will help information providers to make sure their information is organised properly
within the structure of EIC and you will help users by making sure they have access
to the information they need.

To do so, you will need to keep in touch with what information is coming into the
system, where it is put, how menus are structured, how documents are cross-
referenced, who has access to it, etc.

As you become more familiar with the system, you will realize what an important
part you play in its effectiveness.

Documents

Information in EIC is usually represented as straight ASCII text, without
formatting, and is kept in documents. Documents can be organised in and attached
to menus. Documents can be assigned keywords to let users search for information
based on a particular subject. You can assign "profiles” to documents to restrict
access to them. You can also attach a summary to a particular document, which
gives a brief overview of what the document is about.



1.1.6

1.1.7

1.1.8

InfoGroups

The sources of information entered in EIC are classified into "InfoGroups". Each
InfoGroup has an owner registered within EIC, who is responsible for the
information that goes into the InfoGroup, that is, information provided by the group.
An example of possible InfoGroups for an EIC site might be: Sales, Support,
Manufacturing, Design, Finance, Administration and so on.

Menus

There are two independent types of menus in EIC. The first is used to help you
specify what the program should do next. In this guide, it is called "The Menu Bar".
The Menu Bar appears at the top of each screen and contains a number of headings
for different types of actions. When you select a heading from the Menu Bar its
corresponding action list is displayed. It lists all the possible actions that can be

initiated.

The other type of menu is concerned with the representation of information in EIC.
In this guide, it will retain the name "menu".

EIC menus are use to represent the organization of the information within EIC.
That representation depends not only on the information itself, but also on the
profile of the individual user. A user whose profile defines a wide view of
information will see more content in the menus than a user with a narrow view.

MyMenu

The structure of menus in EIC is a hierarchy, which can be several levels deep. As
well as the predefined menu which users see when you first use EIC, there is an
individual custom menu for each user, called "MyMenu". A user can alter the
content of their individual MyMenu at any time, to represent the areas of
information they access most frequently. As well as documents and summaries, a
user's "MyMenu" may include menu names and provide access to other applications.



11.9

1.1.10

1.1.11

News

As new documents are added by information providers, they can be nominated for
inclusion in the News area. The decision to include the document may be made by

the provider or by you.

At any time, system users can Select 'News" from the Window pull-down menu on
the Menu Bar to list the News, i.e. new documents that have been added to the

system.
New material which is relevant only to a small group of people should not be put in

the News area. News documents are usually listed in reverse date order. They
remain on the News list for 60 days. (Other documents normally remain in the

system for up to 2 years).

Keywords

Keywords are attached to menu items to help users find information on a specific
subject, and can be assigned for any type of menu item (documents, sub-menus,
etc.). A command is provided to display valid keywords.

EIC also uses profile keywords to define profiles, but these are explained later.
Profiles

Profiles are used to manage users' access to menu items. They can:

¢  Reflect job roles within the corporate structure;
¢  Define the job roles of a user;
e  Define access for a menu item.

When defining job roles within the corporate structure, a profile is simply a

collection of profile keywords which represent roles within the organization. The
profile database may be organized into a hierarchy, to better represent the structure
of those roles.

When defining the job roles of a user, a profile is a list of profile keywords which
have been assigned to that user. This defines which areas of information they have
access to.

When defining access for a menu item, a profile is a table of profile keywords. The
way in which the keywords are organized on the table defines which profile
keywords a user must have in order to be able to access the menu item.



Example:
Sales may be a parent keyword to Sales Exec, Sales Group 1, Sales Group 2.

Everyone working in Sales will have the Sales keyword in their profile which
will let them access general information in the Sales menu. However, only
members of the specific groups will have the respective keywords in their
profiles, that allow them to look at sensitive information.

You, as administrator, and the information providers must make sure that
information is correctly protected by being assigned the correct access
keywords to match the user profiles.

1.1.12 Screens

1.1.13

Within the context of EIC, a screen is the rectangular area immediately below the
Menu Bar and above the command line.

When you are looking at menus, the screen contains a list of sub-menus, documents
or other menu item types (explained later).

When you access a document or other item, the screen contains the contents of that
document. If the screen is not big enough, you can use the function keys to scroll
through its contents.

Forms

Forms defined in EIC act as data entry templates, where the data is automatically
posted to a pre-set destination, or the application program it was designed for.
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1.2.1

1.2.2

1.3
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Liaison with the MAPPER Coordinator

This is one of the most important jobs of the EIC administrator. Generally, the
MAPPER coordinator is responsible for all of your computer resources. Effective
communication of your resource requirements is essential so that you can provide
the necessary services to your users.

There are two main areas which you need to discuss with our MAPPER coordinator.
These areas are the EIC user base resource requirements and advice on technical
issues, for example linking other applications to EIC.

User Resource Requirements
Both you and the MAPPER coordinator need to be aware of:

e  The number of EIC users;

e  The processing time and storage space that they require, and the charging
mechanism for those resources;

e  Peak usage times, when users make the greatest load on processing resources;
e  What the system response time is like;

e  Increasing storage requirements, and how to manage the problem of running
out of space, if it should happen;

¢  Feedback from users on these issues.

Advice on Technical Issues

You may have to deal with technical problems which you have not encountered
before. You may need to refer to the MAPPER System Administration Guide.

If a solution to the problem is not readily apparent the next step is to consult your
MAPPER coordinator.

Setting Up a Menu Structure

When you first log on to EIC, you should see a default menu structure already in
place.

You should initially work within the existing menu framework, but you can easily
modify the structure at a later date. See the section "Designing Your Menu
Structure” later in this guide for details.
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1.4.1

Managing Users

For new users, you need to:
o  Explain what EIC can do for them;
e  Give them a copy of the EIC User's Guide;

e  Enter their details into the user database, and set up their access profile. You
may also need to amend the profile database to cater for new roles. The
procedure for adding new users is covered in a later section of this manual.

¢ Ensure that users receive adequate training. This training should cover all the
material in the User's Guide, and ideally it should be done by someone who
uses EIC the same way the new user will. If the user is also to be an
information provider he/she should have a good understanding of the structure
of menus, and understand profiling of documents, and when and how it should

be done.

As advanced users become familiar with EIC, they may want to assist in creating
documents and managing information. In this case they need to have a full
understanding of the relevant parts of EIC and will work cooperatively within the
framework of your existing system.

Managing Data

The aspects to managing data on EIC are:
¢  Grouping

. Profiling

¢  Identifying

¢  Structuring

¢  Database Maintenance

Grouping

You should set up InfoGroups so that they reflect the general grouping of
information within the corporate structure. InfoGroups are necessary so that
responsibility can be defined for data. You can assign up to 36 assistants to help the
InfoGroup owner manage the InfoGroup.

Profiling

Profiling is done to control access to information. You will need to set up the profile
database so that the profile keywords reflect appropriate user roles. You will also
need to ensure that the hierarchical structure of the profile database reflects the
roles within the corporate structure. Information providers should set up profiles on
any documents that they bring into EIC when the information should be seen only
by a specific group of users. This should be done when the document is created or
imported, and not left to a later date.



Identifying

Identifying is the process of assigning appropriate keywords and descriptions to
items brought into EIC. This process includes summarizing where necessary and
assigning appropriate keywords and descriptions to the data. This will assist users
to find relevant information quickly.

Structuring

Structuring is organising information into a hierarchical system of menus and sub-
menus. As new information is added, you may need to change the existing menu
structure to better represent the new data. When you do this, you should make the
distinctions between the all of the items within the menu clear to everyone using
EIC.

Database Maintenance

You should always keep the user database and profiles up to date. Entries should be
added for new users as they require access to EIC, superseded information updated,
and profiles changed as user job descriptions change.

You need to update the system tables, which contain the organization and cost
centre codes. This should be done when initially setting up EIC, and then whenever
the organization codes change.

You should ensure that the Administrator Contact Screen accurately indicates to
users who they should contact if problems arise.
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Section 2
Using EIC

2.1 Logging On

The instructions that follow take you from the initial logon screen.

| Unisys MAPPER Systasm 35RICES5 |
| PACE - PAAD PRODUCTICN MAPPER |
| Station: 50205 System: 33 {
I |

Please entar the following information,
or press SignOn to sign on as a new user.

Usex-id
Dept #

I
I
| Password
I

Press XMIT whan oocplete.

13ignOn 2KeyMdlp 3 4 5 CReadde 7 SHelp 9 10Ekxtit

Figure 2-1 MAPPER Logon Screen
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2.1.1 Logging On to the System

1.  Type in your User-ID, department number, and password.
2. Press XMIT

If you experience difficulties in doing this, please contact your EIC assistance
number.

The first EIC screen is displayed. It will look similar to the one shown below.

==

DNERENCE PRODUCT VANRS

Figure 2-2 First EIC Screen
Once you have logged on, you can use EIC according to your needs.

The following pages explain the basic layout and use of the EIC screens and the next
section of the manual gives some step by step examples that you can follow.

2-2
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2.2

EIC Screen Layout

The Common User Access standard has been used to develop the EIC interface
which, in turn, accesses databases kept on a Unisys Mainframe. Using EIC is
similar to using many other packages available on PCs.

There are some basic elements of the screen layout that you need to know about:

Menu Bar Menu Code ’lye Bar Menu Title

_q,éom\ Window Admin Help

m’ﬂm'mnﬂ
JEGETOMER MEDCENTRE FIECTRONIG
i Al 3
g D 3PRFIT Pres Wlﬂ. Fourth Corsecu-ity Quarterly Profi 653
D 4 SEVICE Press: 1Sills Cornecti vity Erings Ras Servicms % S
: g gmrgm Press &{g; “‘"”nf t Jnlg‘: Pcific Rin g Ocreen
RUETE Press rlines Departure 3 :
= b 7 NINCEM Dracc 87182 BT 'a»ply AP Display
=, pomm =i leise TE) Are
BLELOE
DR RO D 1B FINWCIAL  Unisys Corporotion Q3 1682 Finmrial Result &
3 0 11 ARMY LE Arry Rurds lnisys Finarce/Rccanting Contre
!; [g D IZ BANKING toatpen’s mmsn.usmr To fress UnIK - §
D 13 BANRINE Oaitfornia 11 ¢ denk Buksourcing Costract
SALE Wai b 4 DEFEILE o Uh: Fi Conkract: Torainal o
DS {syg Ules UMIISN Codect: Interral Revewn
b i8 MNotioro| lutual Jasurawe Services Cartroct
p A7 Forenest wins UG463M Federal fviation Coatrect
swr.muu SOFTWARE 018 Red Cross Ruards inisys Biood Trardag Systen
b8 msuasmmtrmulmmunmn:w
b @ tng in OLTP S
FXm x R

Figure 2-3 Screen Layout Basics
Features to note:

Title Bar
Title of application selected.

Menu Code (Item Number)
A unique code that identifies a menu. (Example, AUS:MAIN1).

Menu Title

Title or description of the menu.

Menu Bar

This shows the titles of action lists you can select to manipulate or view
documents or screens. When you select a title from the Menu Bar, a list of the
available functions is displayed in a "Pull-down" Menu.
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Screen Display Area

The screen display area may have different formats e.g. Icon Menus, Menu lists
or Documents.

Icon Menu

A window containing icons representing the various options/applications
available .

i EUSLINL,,...

— Icon

ANNOUNCE

——uj— Icon Menu

BULLETIN JOBS us

Figufe 2-4 Screen Icons

Features to note

Icons
Each icon represents an option which may be selected.

Icon Name
The Primary Keyword to identify this menu entry.

2-4
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Menu List Box

A window containing individual line entries for the various options/applications
available .

Locate Button

RS

D 68 EMINRR International Banking D618 INEWIDAS®: Seroll
D 61 EXINW Telemnaunications Services: Users Perspective 28518 INEWIBG:G
62 ENINAR lnix The Technoipgy Catalyst For Your Enterprise S2061B UNEW1BS=E Bar
P 63 ENINAA Insurence D618 INEVIBER":
D 84 ENINAR Solution Develcpeent In An lUncertain Vorld P061B UNEVIBI5
P 65 INIX Unisys To Base desktop Lire On tnix SVA4.2 D618 INEWIBG A
D 66 LNIX Nev Generstion TP Unix Transaction Mgr 20618 UNEWIL

sram sty m e rgs TR PRI S RS Byt NG LTI o £ A8t
R R T e R R
Entry Title InfoGroup Code

Primary Keyword Date Created
Item Number o
Menu Entry Descriptor

Figure 2-5 Menu List Box
Features to note:

Menu Entry Descriptor

Signifies the type of menu entry. Each type is described on the following page.
The complete list is:

Application Link to an external application;

Menu Link to another menu screen;

Document Standard text document;

Form Predefined input form (e.g. ordering);
Summary Summary description of the Link contents;
Graphic MAPPER graphics or chart;

Bulletin Bulletin Board Area;

Picture Bit-mapped Graphics Image.

R R
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Item Numbers (1,2,3,etc.)

Enter the desired Item number in the command field to select that item, e.g."4"
displays item number 4.

Primary Keyword
This is the primary keyword for the item and is indicated to assist you in
targeting information on a particular menu screen.

Entry Title
This is a single line name or description of the item.

Date Created
This is the date that the item was added to the menu.

InfoGroup Code
This is the code for the InfoGroup to which the item belongs.

Locate Button/Input field
Use this function to locate any text/value on the window.

Scroll Bar (to the right and at the end of the window)

The scroll bar is a proportional mechanism and is used to move the viewing
window to the section of the document you want to examine.
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Document

A document is displays as 80 characters of ASCII text. Scroll bars are available
on the right side and the end of the window if it is not large enough contain all

the text.
Menu Bar Scr{ll Bar
Eile NEdil iew Srancy Hve e N
P—---.

28 fuqust 1999

UNISYS MAPPER R POLISHEDP PERFURNER AV ALUGC ©1

Solvisg business problems with Happer, the decision suppart toal Fron
Bnisps. uill be the theme af the Unisps stand at AUUL 91.

Unisys will deronstrate how Happer can transfern neaningless corputer data
into charts, tables and pictures for executive analysis and decision
soppart, with an actual Happer application developed by an international

sportisg gouds company to automate its warehossing operations.

Figure 2-6 Document Display Screen
Features to note:

Scroll Bar (to the right and at the end of the window)

The scroll bar is a proportional mechanism and is used to move the viewing
window to the section of the document you want to examine.
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2.3

2.3.1

2.3.2

2.3.3

2-8

Navigating the Screen

When an EIC screen is displayed use the mouse pointer to move around the screen
and menu bar. When the pointer is positioned at the appropriate place click once to
initiate the action - eg an option on the menu bar or an icon on the icon window.

NOTE

On a menu list box you must click twice to action an item or else click once to
highlight the item and then press XMIT.

Selecting a Menu Item - lcon Menu

Use the mouse to move the pointer to Icon required. Click once (i.e. press the 1st
button on the mouse) to act on that item.

If the item is a menu that menu will be displayed. If it is a document that document
will be displayed.

Selecting a Menu Item - Menu List Box

Use the mouse to move the pointer to the description area of the menu item
required. Click once to highlight the item . Double click (ie press the 1st button on
the mouse twice in quick succession) to action that item. Alternatively after
highlighting the item press XMIT to action it.

Use the Locate function on the list box to locate any value on the menu list box. Use
the mouse pointer or TAB key to move to the locate entry field. Enter the text/value
to locate and XMIT or move to the Locate button with the pointer and click, to locate
the item required. Click or Xmit again to locate the next occurrence of the item.

For some actions initiated at the Menu Bar you may need to "Mark" the menu item
on which you want the action taken. Mark and Unmark are described later in this

section.

Menu Bar Options
The options available to you on the Menu Bar change according to the screens you
are using. Basic headings found on the Menu Bar include:

File

Edit

View

Options

Window

Admin

Help

Other actions may be available on some screens, e.g. When you are creating a note
on your NotePad a Search menu is available.
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2.4 Using the Menu Bar

L
2.

Move the pointer to the appropriate Menu Bar heading.
Click once.

Basic Menu Bar Pull-down Menus

File Admin
NotePad System Message
New Item... Act As...
Import... Profile Maintenance
Title and Options... InfoGroup Maintenance
Access Security... User Registration >
Mail... System Tables >
Download System Options >
Add to MyMenu Reports
Exit from the System Document Pool

Waste Basket
Edit View
Mark Find...
Update Document Keyword list

Sort by >
Options Window
My Profile Previous Menu
My InfoGroup list Main menu
Date Format > My Menu
Language > News
Summary Info
Help
Index >
Using Help
Information Owner
System Problems
About EIC System

Figure 2-7 Basic Menu Bar Pull-down menus

2.4.1 Selecting an Action from the Menu Bar

1.

To access a Menu Bar item move the pointer to the required menu bar title and
click once. The pull-down menu containing the actions for that menu title will
be displayed.

. Actions that cannot be initiated are 'greyed out'. This is because
that action is inappropriate at this screen or because you do not
have the appropriate user profile.
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. Actions which have a follow on input screen have '...' after their
title.

. Actions which have a follow on cascading menu have '>' after their
title.

2. Move the pointer to the required action and click once.
To cancel a Menu Bar pull-down click on the Menu Bar pull-down title.

On any Menu Bar pull-down different options will be available on different parts of
EIC e.g. when editing a document.
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2.4.2

File Pull-down Menu - Movement of Documents

Use the File pull-down menu to manipulate complete documents or files, add menus
or items to menus, maintain security levels, import or export documents or exit the
system.

=

folr View jans  Window 2dmin  Hedp

om

jowpust.

Titic amd Optiores...

Becesa Soourity...

Downlazd i@;

Add s MyMena W
ste RO

Exdt fram {he System @

DONFERENTIS PRADUCT VARS

'y i far

DRECTORY SALE  Wakdenth

EDUDATION  SOFTWARE

Figure 2-8 Options available under File on the Menu Bar

NotePad
Displays your existing NotePad area for editing.

New Item...
Adds new menus, documents, forms, bulletins etc to the system.

Import...

Imports documents from other systems/hosts and puts them in specified
InfoGroups.

Title and Options...
Change titles and options on existing documents.

Access Security...
Set or change access security levels on existing documents.

Mail...
Mail a document to a mailbox.

Download

Down load a document to your PC.
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Add to MyMenu
Add a menu/document to your own menu.

Exit from the system
Exit from the EIC system.

2.4.3 Edit Pull-down Menu - Document/Menu Editor

Use the Edit pull-down menu to update existing menus, forms and other EIC
documents.

Window gdmin Hels

Figure 2-9 Options available under Edit on the Menu Bar

Mark
Marks the item on which you intend to perform some action.

Paste

Places items from the buffer (as result of Cut, Copy or Move) into the menu on
display.

Update Document
Takes you into the update mode to update a document.

2-12
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2.4.4 View Pull-down Menu - Changing Your View

The View pull-down menu provides facilities to locate and manipulate data in the
document currently on display.

=l

EDUCATIN  SOFTWARE

Figure 2-10 Options available under View on the Menu Bar

Find...
Finds a particular string of data - up to 40 characters in the text.

Keyword list

Displays a list of available keywords for a document - provides direct selection
capability.

Sort by
Sorts the data by one of the keys displayed on the cascading menu.

>1 Key (Ascending)
2 Key (Descending)
3 Subject (Ascending)
4 Subject (Descending)
5 Date (Ascending)
6 Date (Descending)
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2.4.5 Options Pull-down Menu - Setting Personal Options

The Options pull-down menu allows the user to personalise some of the system
parameters such as Date format and Terminal screen Colour preferences. Two
options are provided which are essentially for problem analysis and administrator
use - these show the User's system access profile and the Information Groups
(InfoGroups) which they may access.

The Options facilities will gradually be expanded as the system develops.

Windew Admin  Help

w My nfoGroup lct
** par Famm »
Leanguage 3

EDUCATON  SOFTWARE

Figure 2-11 Options available under Options on the Menu Bar

My Profile
Admin use, indicates the user’'s system profile.

My InfoGroup
Admin use, indicates the information areas accessible.

Date Format

Allows the User to select a new date format from the date formats displayed on
the cascading menu.

>1 System Default 5 YYMMDD
2YY.MM.DD 6 DDMMYY
3 DD-MM-YY 7 MMDDYY
4 MM/DDYY
Language

Allows the User to select a new language from the languages displayed on the
cascading menu.

>1 English

2-14



_Using EIC

2.4.6

Summary Info

When this flag is selected then subsequently when any menu item is chosen
summary information for that item (if available) will be displayed before the
details of the menu or document.

Window Pull-down Menu - Changing to another Menu

The Window pull-down menu allows the User to change to a different Menu or
display new items.

EDUCATION  SUFTWARE

Figure 2-12 Options available under Window on the Menu Bar

Previous Menu

Displays the previous menu that the user accessed.

Main Menu
Displays the Main Menu for this application.

MyMenu
Displays the User's MyMenu.

News

Displays any new news items in the EIC

1 Unisys InfoCentre Electronic Centre

All previously selected menu titles are listed and any one may be selected.

2-15
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2.4.7

2-16

Admin Pull-down Menu - System Maintenance

The Admin pull-down menu provides the facilities for maintaining the system,
updating system tables, maintaining user registration, and producing management
reports.

R ARe TS

Bie Fdit Yiew Optians Wisdow

i lefalrong Nainksance
! User Registraticn »
i Syatem Inkica »
! system Optons »
! Bepuns

i Decument Ponl

ey

Figure 2-13 Options available under Admin on the Menu Bar

System Message...

Enables the administrator to enter a message which will be displayed to all
Users under the News menu bar option.

Act As...

Enables the Administrator to act as some other user by changing to that user's
User-ID.

Profile Maintenance

Enables the administrator to add, modify or remove profiles on the Profile
table.

InfoGroup Maintenance

Enables the administrator to add, modify or remove InfoGroups on the
InfoGroup table.

User Registration
Provides access to the user registration functions of add, modify or delete user
details, and the account and Application Maintenance functions through the
menu.
>1 Add, Modify Details
2 Account, Application
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System Tables .

Provides update facilities for the tables listed in the cascading Menu.
>1 Cost Centre

2 Organisation

3 Distribution List

4 Spawning Menus

5 Remote Users

6 Admin Contact Info

System Options
1 Date Format

Allows the User to select a new date format from the date formats displayed in

the cascading menu.
>1 Date format>1 YY.MM.DD
2 DD-MM-YY
3 MM/DD/YY
4 YYMMDD
5 DDMMYY
6 MMDDYY

2 Language .

Allows the User to select a new language from the Language displayed on the

cascading menu...
2 Language > English

Reports

Provides access to management reports on user profiles, resource utilisation,
and operations.

Document Pool

Displays the Document Pool menu. The document pool is a holding area for
menus, documents, forms etc received into the system but not yet assigned to
an InfoGroup.

Waste Basket

Displays the contents of the wastebasket for a specified InfoGroup.
Wastebasket contains documents, bulletins etc retired from the active menus.
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2.4.8 HELP Pull-down Menu - The System Help Area

The Help pull-down menu allows the User to gain access to the various Help and
assistance areas established in EIC.

! Admb Hc?plndtx
| Liging Halp
Infarmation Qwner
i System Boblems 7
i About EIC syatem

fooeen:
CDUCATION  SOFTWARE

Figure 2-14 Options available under Help on the Menu Bar

System Help Index
Index and access to System help documentation.

Local Help Index
This is local application specific.

Admin Help Index
Index and access to Administration help documentation.

Using Help
Displays information about using the EIC help system.

Information Owner

Information about the owner of the current screen.

System Problems
How to report system problems/gain assistance.

About EIC System
General information about your system details.
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2.5

2.6

Marking a Menu Item

For some actions, you need to nominate the item or document that you want the
action taken on. This is called marking.

You mark the item and then initiate the action.

To mark an item:

Display the menu that lists the item;
Select Mark from the Edit pull-down menu;

3. Move the pointer to the description area of the item to be marked and click
once (press the first button on the mouse).

The marked item is highlighted.
To mark a number of individual items at the same time:

1.  Mark the first using the pointer and click;
2. Move the pointer to the next;
3. Mark that one, repeat the process as required.

Unmarking a Menu Item

Move the pointer to the item to be unmarked;

Click once to unmark a marked item.
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2.7 Using the Scroll Bar

Scroll bars may appear to the right of a window and at the end of a window. You
can use the scroll bars to scroll through a long list or a long document, and to shift

your view to the left or right.
Seroll bars contain arrows at either end.

e  Move the pointer to the arrow painting in the direction required and click.

¢  Click once to move one line ( or one row if horizontal scroll bar) or hold the
mouse button down to scroll continuously.

Seroll bars contain a scroll box. This can be used to move to a particular part of a
document. Move the pointer to the scroll box, click once and holding down the mouse
button, drag the scroll box to the required position aon the scroll bar and release the
mouse button. The document is now displayed at a section (vertical or horizontal)
corresponding to the position of the scroll box on the scroll bar.

D

D Press: 19885 Comactivity Brirgs

D Press 14/18! Unisys Flies in the Pacifit Rim

D Press 12710 Bust Airiines New Departure System::
D Press 8/181 BCC Si-lﬂ y Sys, to Unisys & Minco gg
D Press 7/18: Minms isys IWM Partner B
D Press 287181 Unisys & Telecon Work Together £y
D1 Unisys Corporation 03 1992 Financisl Result 7
D 11 ARMY US Army Awards thisys Finance/Rccounting Contr S
D 12 BANKING Boatmen‘s Bencshares Buys CAP To Access Unix &8
D 13 BANKIKG California Republic Bank Qutsascing Contract 53
D 14 DEFENGE Unisys Vins FAA Contract! Terminal Softvare i
D 1S GOVERNMENT Unisys Wins US$115M Contart: Internal Revenue §F
D 16 INSURRNCE  Nationet Mutual Insurance Services Contract 2y
D 17 DEFENGE Poaramax wins USSESM Federal Aviotion Contract 58
D 18 USh Red Cross Auards Unisys Blood Tracking Systen 4
D 18 UsA 553 Vins US4$5.4M Con’tract with Bell [ndust's £
D 28 INIX usae 85 Leadm&m 1n ELTP performmcz N

Figure 2-15 Scroll Bars
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2.8

Searching for Information -
the View FIND Command

When new information is inserted in the EIC system, the Information Provider may
optionally insert the document in the News list (accessed by News on the Window
pull-down menu) as well as being indexed under the targeted menu.

News items would typically stay in the system for 60 days (retention periods are
established for each menu screen by the System Administrator) and within the
system for a maximum of two years. Apart from looking for general information in
News, you will often want to look up:

¢ Information about a particular subject. Enter an appropriate keyword.

¢ Information that was created by a particular person (this is the person's
MAPPER user-1ID, not their surname).

e Information that was created around a particular date range.

EIC lets you search for information using any of these criteria or a combination of
them. If your first search finds 40 documents, but can only display 20, you can use
scroll to roll to the next document. In most cases you will only search using

keywords. For each document, the keywords - up to 25 - are checked to see if they
match the one you entered.

Enter your search parameter|s).

Keyword

| Created by Userid woe e mameeen

| Crestion dete range [YYMMDD] ... iy |

Iten no. 10 start SCAN mcrccmmeeimna

Figure 2-16 The Find Window

To search for information
1.  Select Find from the View pull-down menu on the Menu Bar,
2. Enter your search criteria and press XMIT, or click on the OK button.

2-21



Using EIC

2.9 Finding the Correct Keyword

If you don't know which keyword you want to use, click on the Keyword List button
to display a list of valid keywords like the one that follows:

.ﬁ- «ww» R et wﬁ.w .w-
ndow
,,;;';-, NS [-=v]
Pross 187103 Fourth Ctf | #2098
Press: 1908s Comrmctivt FRES
Press 14/10: Unisys F§ | 2opR/800
Drucc L2/18: Auct. Qlrf | 22RR/908
Press 0/i8: BCC - Sl | 72DESERLES
[NCON Press 7718: Mincon = i} § ig_
O;El.imﬂn g‘mwm uulg:su: 10 81 PROFIT
INAAG sys Carparat R/6G
AR/ 1S droy fusrds Unisys § | § BERIES
BANKING Batren's bancshares B -
BENKING Cal Ifornia Republd ¢ B3
[+ligd, ®d thisys Uins A Contry
BOVERNMENT  Lrisys Uins 154 Cq
IIURNCE iGtional Mstal Incurs
DEFENCE Darazay ULAC USSERN Ft) 3
usa R Cross huords Us Bray 1 XY
usa risys U A Contract vith Bell Tadst's L)
11]+4 IB:;E

Figure 2-17 List of Valid Keywords

This list of keywords can be displayed at any time by selecting Keyword List from
the View pull-down. Once you have found the keyword you want, move the pointer
to it then click or press TRANSMIT. You will then be presented with a Menu list of
all documents registered as having that keyword. You may repeat the process to
narrow down the document list.
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2.10
2.10.1

2.10.2

2.10.3

Special Facilities

MyMenu

This is your personal menu. Documents or menus that you commonly use can be
added to MyMenu making access to them quicker. Note that you cannot add an
external application - these can only be accessed via a system menu.

You can delete items from your MyMenu that you no longer use.

Switching Between MyMenu and Other Menus
MyMenu is available from the Window pull-down on the menu bar.

e  Select Window from the menu bar.
e  Move the pointer to MyMenu and click. Your MyMenu will be displayed.

e  Use the Window pull-down to move from MyMenu to another menu or go back
to previous menu.

How to Add an ltem to MyMenu

An individual item or group of items may be added to MyMenu. These may be menu
entries, documents or application links. You may not copy individual conference
items or items from the main menu on your MyMenu screen.

When items are added to MyMenu (that is by marking them at the menu screen
level), all keywords, security characteristics and summary information is
automatically moved with the marked items.

Adding to MyMenu from the Menu Screen Level

1.  Move to the menu screen of interest;

2.  Go to the File pull-down menu;

3. Select Add to MyMenu;

4. Mark the items required and click on the OK button.

All selected items will be copied to your MyMenu.
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2.10.4

2.10.5

2.10.6

2-24

To Delete an Item from MyMenu

Select MyMenu from the Window pull-down menu;

Select Mark from the Edit pull-down menu;

Mark the item(s) to be deleted;

Click on the Delete button;

A confirmation box will be displayed. To delete the item click on YES

A A

The marked items will be deleted.

What's New

This facility is simply to let you know what information has been released to the EIC
system and is available on the Window pull-down menu.

e  Select Window

e  Select News

You can use the Find option (undér View on the Menu Bar) to list all news items
with a particular keyword. If you find a document that you want to "keep”, you can
copy it to your MyMenu.

If any system messages exist which have not been previously displayed to you, then
these will be displayed in a message box when you select news.

NotePad

NotePad is a work area for compiling your own notes to send to associates using
electronic mail.

Each user has one NotePad "document”. Whenever you select NotePad from the File
list on the Menu Bar, your NotePad is displayed. It will contain the same
information that you entered prior to your last save of the document.

NOTE
NotePad notes cannot be added to MyMenu.
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2.10.7 To Create a NotePad Document
1. Select NotePad from the File pull-down on the Menu Bar.

A screen like the one below is displayed showing your NotePad. The first time you
access NotePad it will be blank; otherwise it will contain the last notes you created.

Fle Edii \iew Search Run Heip

Notepad text area

Figure 2-18 NotePad Showing the File Options

Any data may be entered directly on to the screen. Use the Menu Bar options to
manipulate text.

NotePad Menu Bar Options

File Pull-down Menu

New Open a new NotePad file.

Open Open an existing NotePad file.

Merge Add one NotePad file to another.

Save Save the NotePad on display in a file.

Save as Save a file as another file.

Preferences Change default file settings.

Print Print a NotePad file.

Page setup Change default page settings for printing.
Printer setup Change default printer setup.

Exit Exit NotePad.

Edit Pull-down Menu

Undo Undo the last change made to the document.
Cut Cut the marked lines from the document.
Copy Copy the marked lines from the document.
Paste Paste the cut to copied lines into the document.
Delete Delete the marked lines from the document.
Select All Mark all lines in the document.
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2.10.8

2-26

View Pull-down Menu

Tabs Set the number of rows for tab insertion.

Wordwrap Set the flag for text to wrap around the screen.

Search Pull-down Menu

Find Find first occurrence of a string of data.

Repeat Find Find next occurrence of a string of data.

Change Change a string of data to some other string of data.

Goto line Go to a specified line number

Run Pull-down Menu

Options Enter or change a program nam;e and the Windows command
to call a program.

(run name) Any program name entered in options will then appear on

the Run pull-down menu and may be initiated by selecting it

Help Pull-down Menu o

Index An index of the NotePad help available.

Keyboard A description of the function of keyboard keys in NotePad.
Commands A description of the commands available in NotePad.
Procedures A description of the procedures to use in NotePad.

Using Help An explanation on how to use NotePad help.

About PowerPad  Information about this version of NotePad.

Managing the NotePad Document

When you call NotePad your existing NotePad area is displayed.

Enter Text/Data as required . Use the actions in the Edit pull-down to move data
around the document Use the pointer to mark data lines. Marked lines may be cut
or copied or deleted.

To Move text to another location

Mark the lines to be cut/copied.

2. Select Cut or Copy from the Edit pull-down - Cut moves the lines to the new
location, copy duplicates the lines at the new location.

Mark to line where you want to insert the lines.
Select Paste from the Edit pull-down menu.
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To Delete text from the NotePad

. Using the Pointer Mark the lines to be deleted.
2.  Select Delete from the Edit pull-down.
NOTE
You cannot delete a NotePad.

Saving changes to NotePad

When you have finished updating the document select Exit from the File pull-down
menu. If the NotePad document has been changed a Save confirmation screen is
displayed. Click on Yes to save any changes.

While a user has one NotePad "document” on the EIC system, you may use the New,

Open and Save As function on NotePad to open a separate NotePad or save a copy of
NotePad as a file on your workstation.

2.11 Help

On line help for the EIC system is available under the Help pull-down on the Menu
Bar.

The Help pull-down menu is available throughout the EIC system.

Admin Help index
Liaing Help

Informetion Owner
Systems Probioms 9

Abcut EIC system

by
N
B

EDUCATION SORTWARE

Figure 2-19 Help Pull-down - EIC Help
Options available on the Help pull-down menu

Index
Provides an index to the System, Local and Admin help
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System

Provides help information on various functions in the EIC system - eg MyMenu
or News . The topics available are displayed in a list box from which you may
select one using the pointer.

Local

Provides help information on various local applications available on your EIC
system. The topics available are displayed in a list box from which you may
select one using the pointer.

Admin
Provides help information on various Administrator functions available on the
EIC system. The topics available are displayed in a list box from which you
may select one using the pointer.

Information Owner
This is the name and telephone number of the information owner, that is the
person responsible for this area of EIC or the person who actually provided the
information.

System Problems

Provides the names and phone numbers of the people to contact if you need
assistance.

About EIC System

Current user-ID, name and telephone number, current run name, version,
remote site-ID and language.

Print

Menus or documents may be printed on your local printer. Menus may first have to
be downloaded to your workstation using the Download option.

1. Select Print on the File pull-down menu. If there is no Print option select
Download and then repeat step 1.

2. Printing will now be initiated. A message will be displayed showing the
destination printer. You can cancel the print process by clicking on the Cancel
button.
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2.13 Mail

Menus or documents may be mailed to a mail box.

1 Select Mail on the File pull-down menu.

Sender: B

Subject | Priority 2: 1N | YorN

" TO} Dirld ™ COPY } Dir-id

~—

i i o Yy SOt o St e g
SO
~—

.................................

Figure 2-20 Electronic Mail Input Screen

2 On the input screen displayed enter Sender, Subject, Priority, To (dir-id) or To
(list) and optionally Copy(dir-id) or Copy (list).

3 Click on OK. When mailing is complete you will be returned to the menu or
document.

2.14 Download

Menus or documents may be downloaded to your workstation.
o  Select Download on the File pull-down menu.
The downloaded document will be displayed. You may now save the document as a

file on your workstation by using the Save or Save as action on the File pull-down
menu.
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Section 3

Information Management

3.1

3.1.1

3.2

3.2.1

Management Policy on Information
Distribution

As a general rule, information in EIC is available to all users. Restrictions on
information distribution is determined by information providers, and by
management. As an Administrator, it is your responsibility to implement those
policies through the use of profiles and keywords.

Distribution Channels for Corporate Information

You will need to identify your main information providers and set up menus that
reflect the type of information they will be submitting, but also to reflect the way in
which it will be accessed by users.

For example, product announcements and press releases issued by the marketing

department may be attached to the main menu under their respective titles.
However, users may only be interested in announcements that are relevant to

particular products or topics.

You will need to make sure that the information providers are aware of this fact and
that they attach keywords that are meaningful for product/topic oriented users.

Where the Information Comes From

Submissions From Local Sources

Information providers working on your local system will create documents and add
them directly to the system. You need to make sure they fully understand the
structure of the menus and you may need to inspect their initial submissions.

31
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3.2.2

3.2.3

3-2

Submissions From Remote Sources

Information providers working on remote systems will have a MAPPER utility for
creating documents and attaching appropriate keywords. They will then have to
assign it to a screen number within your system. Each screen or document is
assigned a unique identification number in the following format:

EIC/SY:22PM1
Where:

EIC/SY equates to the unique EIC system identifier
(Network System - ID).

22PM1 is the unique screen or document number.

Information providers may be submitting documents to a number of EIC systems,
each with its own menu structure, and they need to keep a list of the correct screen
numbers for each.

Two types of information providers may exist in your organisation.

e 'Trusted' providers who are known to the home system administrator and who
may be given the right to send documents to their own screens without
administrator examination.

e  'Non-trusted' in the sense that they may be general users or outside the direct
supervision of the local system administrator.

Documents submitted from a 'non-trusted’ source must be ‘vetted' by an InfoGroup
Administrator.

Procedure for Reviewing Remote Submissions

In the standard EIC system deliverable, a Document Pool capability is provided so
that any document sent to the EIC application by a non-trusted Information
Provider will be trapped for examination by the System Administrator. This would
be especially applicable to general documents routinely sent to a distribution list.

Access to the Document Pool menu is achieved via the Admin pull-down menu.
In this implementation, once the Administrator has determined that the document is

acceptable, it is placed in the appropriate menu area by using the Mark and Copy
functions.
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3.3

3.3.1

3.4

3.4.1

3.4.2

3.4.3

Other Information Sources

File Imports

Files may be imported into EIC from a remote site, by you or an information
provider. These files can be unformatted ASCII text files, MAPPER graphic files, or
host-specific data files. See "Import” in the Administrator's Reference Manual for

details.

An example of this is chart runs which are managed externally but supply data to
EIC for display.

Where the Information Goes To

EIC information can be output in the following ways:

e By printing;

e By the screen;

e  Through electronic mail;

e By facsimile;

e By exporting to the local system via MAPPER;

e By exporting to the host'system;

e  Downloading to a local terminal (host system dependent).

The Screen

The most common form of output is the terminal or workstation display.

Electronic Mail

In the standard EIC application, documents from EIC may be sent to any
destination supporting MAPPER electronic mail. Some installations may have other
electronic mail systems, so detailed procedures are not contained in this manual, but
left to you to arrange with your MAPPER co-ordinator.

You can then document these details and advise users in a Help document.
Facsimile

If the facility is implemented EIC documents may be sent as a facsimile. Discuss
your sites procedures and advise users.
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3.4.4

3.5

3.6

Exporting to Workstation

Any document within EIC may be exported to your Workstation by using the "Save
As" option in the File pull-down on the Menu Bar. This function is only available
when the document to be exported is displayed on the screen. If the "Save As”
function is not available (e.g. when the document is a menu) use "Download” on the
File pull-down menu to initially download the document on to the screen.

"Save As" saves the document on a file on your workstation.

When exporting, EIC keeps no references to the fact that the information has been
exported.

Where the Information is Stored

Usually, EIC data is stored on the local host machine. When several sites run EIC
and share their data, data viewed from a terminal connected to a local host may be
stored on a remote host. This issue is unimportant to the user, but you should be
aware of it, as it will have a major bearing on storage requirements.

Refer your queries to your MAPPER co-ordinator.

MAPPER - What you Need to Know to Manage
EIC Lo

You do not need to have a deep understanding of MAPPER in order to manage EIC
effectively. However, functions such as creating forms require a knowledge of
MAPPER reserved words such as TIME$, DATES$, USERS etc. These reserved words
are covered briefly in this guide in the section "Creating forms". You can find a full
reference to them in the MAPPER documentation.
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Section 4
Setting up the System

4.1

EIC System Sizing Guidelines

Limitation of Total Menu Items

System

No system limitation on the total number of menu items. The system
administrator may assign maximum growth constraints for any particular

menu.

InfoGroup

System Administrator defines how many menu items may be assigned within
an InfoGroup - up to 99,999 items.

Menu
The InfoGroup owner (defined by the EIC System Administrator) or the EIC
Administrator defines the maximum number of items allowed for each menu
within the InfoGroup.

The total number of menu items is counted as RESERVED for each menu.
Total of RESERVED items cannot exceed the preset limit for the InfoGroup.

Database

A MAPPER Drawer cannot exceed 2,000 reports. Multiple Drawers may be assigned
for the User database, should the area required exceed the capacity of a single
Drawer.

EIC System Runs and Tables
~ Number of Cabinets required - One

- Drawer descriptions Drawer Record Length

System Screens F 80
System Tables G 80
System Help Docs. H 80
System Runs I 80
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User Database

There are nine (9) database types within EIC, with each database having one or
more MAPPER Drawers. Alternatively, one MAPPER Drawer may be assigned for
multiple database types.
The Database types are:

User Tables

User Lists

Menus

Documents

Forms

Conference Area

Bulletin Board

NotePad

Graphics

History

Workarea

Binary Files
User Tables
Record length = 80 characters.

Two (2) new reports (Index Table & Wastebasket) are created for each new
InfoGroup. ‘

The first twenty (20) reports are reserved by the system (InfoGroup registration,
User registration, User Profiles, etc.).

User Lists

The User List contains a User's detailed information such as User Profile, InfoGroup
accesses, User defined colour scheme, Application environments, etc).

Multiple access drawers may be required if the number of Users exceeds 2,000.
Record length = 80 characters.

Number of MAPPER reports equals the number of Users.

One (1) new MAPPER report is created in this drawer and two (2) in another drawer

for every new User registered. (NotePad in User NotePad drawer and MyMenu in
User Menu drawer).
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Menus

Record length = 100 characters.

Number of reports = number of menus + number of Users (MyMenu).
One (1) new report is created for every new menu.

Multiple drawers may be required if there are more than 2,000 menus established in
the system.

Documents

Record length = varies according to site needs (80 - 256 characters).
Number of reports = Number of Documents.

One (1) new report is created for each NEW document in the system.

Separate MAPPER Drawer(s) can be assigned for the following situation where a
document is created by the EIC IMPORT or by the external CREATEDOC functions.

Maximum and Minimum number of lines for a Drawer (e.g. 0-500,501-2001,2001-
10,000).

Maximum and Minimum width - 1.e. Number of characters (e.g. 0-80, 81-132)
Forms

Record length = 80 characters.

Number of MAPPER reports = Number of pre-defined forms.

It is recommended that one of the Drawers assigned for Documents be used if only a
few forms are required. (A Drawer of 80 characters and less than 500 lines 1s
recommended.)

Conference Area

Record length = 100 characters.

Menu, Conference area and Bulletin Board are treated as a menu and have the
same report format. This means that all menu types can share the same Drawer.

It is recommended that one of the Drawers assigned for Menus be used if only a few
Conference areas are to be utilised.
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Bulletin Board
Record length = 100 characters.

Menu, Conference area and Bulletin Board are treated as a menu and have the
same report format. This means that all menu types can share the same Drawer.

It is recommended that one of the Drawers assigned for Menus be used if only a few
Conference areas are to be utilised.

NotePad
Record length = 80 characters.

One (1) new MAPPER report is created in this drawer for each new User. Multiple
MAPPER Drawers are required if the number of Users exceeds 2,000.

Graphics

Record length = 80 characters.

MAPPER Graphics code is stored in this drawer.

History

Contains a history of EIC system usage.

Record length = 80 characters.

Number of reports = 62.

Workarea

Used as a holding area for documents being updated manually.
Record length = 80 or 132 characters ( two Drawers required) .
Number of Mapper reports = one per document.

Binary Files

Used to hold user defined Designer Workbench Icons.

Record length = 132 characters.

Number of Mapper reports = As required by users.
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Example Database Configuration

@ User's Orawer List

WVrawer description
x

User Tables

user List

User Menus

User Conference fArea
User Bulletin Board
User Conference

User Documents

User Documents

User Forms

User Graphics

User Binary files
User HNotePad

User Work Area

User UWork RArea

iResume 2Paint 3

2042 DOC 8 ©
132 je42 DOC 881 132

132 €020 WRK 981 132

MaK  Max

20000 2088
20080 2082
20000 2080
200088 20080
20088 20008
20080 2000
20000 20088

6TasKs 7Uiew SHelp

Figure 4-1 Example Database Configuration

NOTE

Maximum Reports Size.

It is recommended that this limit be set to 90% of the MAPPER limit for the
maximum allowable number of reports. This is to allow for storage of updated
copies.

Creating System Entities

The following procedure creates your system entities (InfoGroups, users, etc):

Basically, you need to:

1
2.

.CJ!

Enter organisation codes;

Enter cost centre codes;

Organisations and cost centre codes must be established before you can create

InfoGroups;
Enter Profile Keywords;

Profiles must be created before vou can create users and information providers.

Enter details of information providers;

Create IntoGroups;

Enter details of users with high profiles (other users can create their own user

records).

To establish these entities, use the options available under Admin on the Menu Bar.

After these entities are created, you need to create menus and load documents, ete.

These procedures are discussed later in this section.
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Figure 4-2 Administrator's Pull-down Menu

Organisation Codes

You must register at least one organisation code. Organisation codes are used to
produce management reports for monitoring such things as system usage. You can
use these reports to determine how often documents are created, how often they are
accessed, what storage capacity is being used and what may be required in future.

For installations that provide services for a single organisation, you only need to
create one organisation record.

To Enter an Organisation Code:

1. Choose System Tables from the Admin pull-down menu.

2. From the cascading menu displayed select Organisation.

A screen like the one below is displayed. The instructions are listed at the end of the
screen.
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Organization Description

0000 MEDIA System
842 usIs

pini Quality Systenm
85085 Australia

Salect an Organization cods pou want.
Then click on the appropriate command tutton.

Figure 4-3 Organisation Codes Screen

Click on the Add button to add a new Organisation Code.

A window is displayed in which you enter the new Organisation Code &
Description.

Organization ..

. Description ........:

Figure 4-4 Add Organisation Window
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4.2.2

5. Enter the code you want to use and the name of the organisation;
6.  Click on the OK button or press XMIT.
7.  Use Exit on the File pull-down to return to the menu.

Cost Centre Codes

Cost Centre Codes are used in management reporting so you can determine which
departments are providing information to the system, which departments are using
the system, how much storage they use/require, and how much processing time they
use.

Cost Centre Codes should be assigned to coincide with the cost centres of your
organisation. You can refine them at a later date.

To Enter Cost Centre Codes
1.  Choose System Tables from the Admin pull-down menu.
2. From the cascading menu displayed, select Cost Centre.

A screen like the one below is displayed, listing the registered Cost Centres.

Organization Cost Centre Description

2o bo0e MEBIA System
pRaz 2028 LS1S

Biol p000 Quallity System
8505 8818 PACE

Select & Cost Centte code you want.
Then click on the apprupsiate command button.

Figure 4-5 Cost Codes Screen
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3.  Click on the Add button to add a new Cost Centre code. A window is displayed
in which you enter the new centre's details.

%
%
;
;
:

H

Organization

| {0000 MEDIA System
| i0DAZ USIS

¢ {g101 Quallty System
' 10505 Australiz

Cost Centre { Description

HE : H
RN

Figure 4-6 The Add Cost Centre Window

4. Select an Organisation Code from the List Box and enter Cost Centre Code and
description.

5. Click on the OK button or press XMIT.

Admin Contact Information

Use the Admin Contact Info option on the System Tables cascading menu to enter
contact information.

Msxdify Castect Inlovmation of Syzt=e Adwsristsatacis].
Then click on the OK buttor te update.

Figure 4-7 Admin Contact Information Screen

You should enter relevant details so that anyone using EIC is able to contact you
about problems that they might be experiencing.

When you have set up the data structures within EIC and the system has become
stable, you may wish to amend this screen so that there is a selection of people to
contact depending on the general nature of the help required.
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4.2.4

4-10

Under Information Owner in the Help pull-down menu list is the name of the
Information Provider for the current item and how to contact them for further
information about that menu item.

Setting up Profiles

Profiles are assigned to users as a means of establishing security of access to
information.

When a document is created, a list of profiles is attached that determines which
users can access it. Up to 36 profiles can be attached to a document.

For general access to a menu screen, leave the menu security table empty (no
profiles).

Users can be given a number of profiles to reflect their responsibilities across the
organisation.

Profiles can be "built" into a hierarchy to reflect the structure of your organisation.
Each profile can have a parent to which it belongs. This organisation - using parent
profiles - is only to help you in creating different levels. Profiles are mutually
exclusive. A "high level" profile does not give access to a profile that has a "lower
level” in the structure. A user can only access a document that has a matching
profile.

If the Sales Department has one general manager, three group managers and a
number of sales personnel within each group, you can create profiles as follows:
e  S-MGT, for the Sales General Manager.

e S-GRPA, S-GRPB, S-GRPC for Group Managers.

e  S-SALES for General Sales Personnel

Depending on who you want to have access to the document, you can assign
appropriate profile keywords.
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To Create Profiles

Initially, you can
1. Select Profile Maintenance from the Admin pull-down menu;

A screen like the one below is displayed, which lists the existing profiles.
Instructions are displayed at the end of the screen.

Profile Profile Desaription

i ADHIN [nfolentre Adninistrator

: AUSTRALIA Unisys Australio

: BILLTEST acus tect profile
PUBLIC Customer - Publit
SERVICE Lustomer — Servire :

: SERVICE-MF  SERVICE Service - Mainfreme %
U-L3 fustralia Unigys Custamner Service @
U-HKTG Rustral ia Unisys SPMG Rzl
U-BALES Rustralia inisys Sales Forte =
3 i3 Group
U3-2208 U3 U3-22e8 %
Us-4a us Us-46L P

i | U3-RSERIES U3 US-Aseries oo
$ | U3-EXEC 3 U3 Exeartive S
§ | U3-MICRO u3 U3-Microproduct T
U3-0PERATIDN U3 U3-Operat ions RS
U3-UNIX/PC U3 US-UNIX/PC i~
Selert 2 profis code sow want
Then chick o the sppropoist: d bxatton.

Figure 4-8 The Profile Maintenance Screen

2. Click on the Add button to add a new profile. The Add profile window is
displayed.

Profile code ....... |

Parent Prolile ....

| Description ...}

Figure 4-9 The Add Profile Window is Displayed

3. Enter the profile name and the parent profile (if there is one) and a description
of the profile group.

4.  Press XMIT.

4-11
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4.2.5 Setting up Information Providers

Information Providers, as part of an InfoGroup, will create documents that can be
entered to the system. Information Providers are the same as any other user when
they are accessing information outside their InfoGroup.

To create Information Providers, simply register them as users. When you create the
InfoGroup to which they belong you enter their User-ID. Refer to the section on
Registering a User for detailed instructions.

4.2.6 Setting up InfoGroups

InfoGroups are established for three reasons:

¢  To help you organise your information sources, e.g. a sales department with
three product groups should correspond to four InfoGroups.

e To assign responsibility for the information provided, e.g. each InfoGroup has
an information owner.

e  To relate menu items to information providers. Generally speaking each menu
item relates to a corresponding InfoGroup.

The later point is not always true. You could have a Product Announcements menu
item that belonged to the Sales InfoGroup as well as a Latest Product Sales Report
menu item that also belonged to the same group.

To Create an lnfoGroub

1.  Select InfoGroup Maintenance from the Admin pull-down menu. A screen like
the following one is displayed.

S S
InfFoGroup Description Dept
B etin Board
Butletin Area £

CALL Catendar B5vS .0684 DEMO 371

i CONF CON- Conferenci 95085.8584 DEMO 371

: Conference CONF Conference 0585.8684 DEMO 371

: DEMO DEMO test info group B5S85.8818 DEMO 38

: DOCUMENTPOOL PODL ADMIN DOCUMENT POOL  BS85.8864 DEMO 371

{ Buide GUIL User Guide ¥sus . WEH4 DEMU 371

i HELP HELP Local en help 0000.8888 DEMO 324

INDEX INDX InfoCentre Index 2585,8684 DEMO 321

i JOBS JOBS Paositions Vacant asps .Q684 DEMO 321

i MRIN MAIN Main Manu scresn 1505.08884 DEMO 371

{ MKTB~COMMS MCCE Markating a5e5.a684 DEMOD 32

i MyMerss HEHQ My merw screen @sps.a8s4 DEMO 3721
i Nmwx NEWS Nwws & Whaot's Naw R525.2884 DEMO 71 Wi §
Sricet an Infoliroun you want. :

Then olick on the approgriate command batton.
Figure 4-10 InfoGroup Maintenance Screen
NOTE

A user may own more than one InfoGroup.

412
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2.  Click on the Add button to add a new group. The Add InfoGroup window is
displayed.

sy

InfoGroup-ID «.cecee st omes seosmes i

Description e.ciceimeie. —

Owner's User-iD  Dept# ... | Ll

Organization { Cast Centre __ : ¥E {

Scrcen or Document Prefix .. |

Limit of total menu ltems —.. | ;

InfoGroup Admin list ? w.ew-

Figure 4-11 New InfoGroup Details

Enter the name and description you want to attach to the InfoGroup.

Enter MAPPER User-ID and department number of owner. Click on User List
button to get valid User-IDs.

5. Enter organisation & cost centre numbers for InfoGroup. Click on
Organisation/Cost button to get valid input codes.

Prefix - attached to front of screen or document numbers.

Limit to total number of menu items (across all menu screens) in the
InfoGroup.

8. Add InfoGroup Admin List? - If "y", input screen for up to 36 alternate
administrators 1s displayed.

9.  Click on the OK button or press XMIT.

4-13
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In addition to the owner of the InfoGroup, you can assign up to 36 users as
"assistants”, who will also have read and write access to all of the contents of the

InfoGroup.

&

e

2 Enter User-idis) who will have same p
i Owmer hes,

revileges as the InfoGroup

2 drreereoraserssensaransan it Sremesreemnraiensetansteaninnnens

Figure 4-12 InfoGroup Administrators

4-14
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4.2.7 Registering Users

The Registration Process

The registration process is split into two major functional areas.

e  User registration in EIC

¢  Registration of users job accounts then account access to specific applications.
(see Section 8 for application & account registration).

Registering Users

User Registration is achieved in two ways:
¢  User Self Registration
e  Administrator Registration

Self Registration

While the EIC system expects every user to be registered, it is not intended that an
administrator must do this for "public” or basic users.

A self registration capability is provided for "public” users of the system. The public
user must provide the system with basic information on first calling the EIC system.

This "public” or base level user has a default profile attached to them.

CINFO/SY ~ Salf Registration

Please enter your personal details as a new user,
Then press the transmit key to register your User—ID.

User—ID ..iveeesnccnsnnsannsse [DEMO 1
Employee number ......... eensol 1
Organxsation 7 Cost Cantre . L ] %% See NOTE below
Your Nam® ...ccevcescacccnsnes E 1
............ 1
E-Mail box number .......[ J
2 Note: 1. If you don't know your ORGANISATION code,

tab to the Organisation input field then press FS (Prompt

2. If you don't know your COST CENTRE code,
enter your ORCGANISATION and tab to the cost centre
input field then press F5 (Prompt).

E

12Cancel
1 2 3Exit  4Refrsh SPrompt 8 7 8 3 18
Figure 4-13 Self Registration Screen
NOTE

That each user must provide organisation and cost centre numbers. This is
used for reporting purposes.

4-15
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Administrator Registered Users

1. Select User Registration from the Admin pull-down menu. Select Add, Modify
Details from the cascading menu. A screen like the one below is displayed,

listing the existing users.
craa tast fy Al

Usar-1d  Dept Code Cntr Honu DFRS Contact Nama Enplayactt
e 30_0605,6018 £3  HNNH DEMONSTRATION 688855 @
: BUMYS p_PA7B.5888 2B MNNN l=if Repistration S35
| DLMW/b0042  0_(342.8808 2B NNNN fELF REE FOR @342  DUMMY4G042 @
: DLMMY$05E5 8_9505.0010 25 HNWN 4ELF REG FOR 5B  DUMMY4ES0 bRl |
i GRLA 42.0042.0800 2B NN Carl Brula usis & ]

HUERLIMANN  12.9595.881@ BB HNWN Bruno huerlimnn %) % ;

HUMPHRIE] 1 0585.8810 20 YWY DEBEIE HUMPHRIES 285799 o i
: 205052818 4B VWY Jin V. Lee B
i JINEE $0_9505.0818 20 Yy Jtnlea 2020004 [
| LLIXDDER 1220042.2000 20 NNNN Hov Lizaddar = ]
| QWSLEY 42_0042.0060 2B NN «m%11 usis i
 PURNELL 20 25,8810 48 VYWY Lin el ! 24335 Y
| S5J0MB 1 UER5.881@ 4B VWY Julian Natts S
P3E 78 U505.0810 4D Yy Jeongo Bae ol
: STEVENSON 20 oG, 08i0 20 YWY flew Stovenson 24479 ey
: QULERDYE 42 9342,68008 2B NNNN Lomnie Bulgrove usis %
| YR 12P342,0008 28 NNWN Tetsuo Vana SIS =

Ssalsct &8 m uset you want.
Then click un lhmmna&' 'zamand batten.

Figure 4-14 User Registration Maintenance Screen

To add a new user, use Add to display a fresh input screen or use Copy to copy an
existing user's details (the system comes with a "dummy" user set up). If you have
users from the same department or in similar roles, copy one to set up the others.

2.  If you want to Copy a user, use the pointer to mark the User-ID that you want
to copy.

3. Click on Copy. The user details window is displayed showing the details that
you copied. Or click on Add to display a new input screen.

Mapper Userld .....cca.w. cemasess ; JEHO

- Function Control

O system Adminlsuator [ Protile Maintenance
O infoGroup Malntenance [ Uger Registration

Figure 4-15 User Details Window
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4. Change details as required. Make sure that you change the User-ID.

5.  Click on the OK button or press XMIT.

Once you have recorded the user's details you need to set up the user's profile. The
user profile (of the record you copied) is displayed. A blank input screen for user
profile codes is displayed.

If you are not sure of the profile to be applied click on Profile list.

=

Exfer approprigie userprofiles.

Figure 4-16 User Profiles Window

6. Enter the profiles required - up to 36. Use the Profile list button to display a
list of valid profiles and make your selection from the list if required, by
marking the profile(s) and selecting amend or replace.

7.  Click on the OK button or press XMIT.

4-17
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4.3

4.3.1

4.3.2

4.3.3

4.3.4

4-18

Setting Up a Menu Structure

Managing Menus

It is recommended that two separate sections be setup in the menu structure within
EIC. They are the Index Section and the Organisation Section. These sections
should both contain basically the same information, but differ in the way that
information is organised, or structured.

In either of these sections, fast access menus may be set up which provide a quick
method of accessing frequently referenced information which is stored deep within

the menu structure.

The Index Section of the EIC Menus

The Index Section of EIC structures information according to the subject of the data.
As changes are made to the InfoGroup database, you should make corresponding
changes in the index menu.

Sub-menus within the Index Section of EIC should always be organised purely
according to the subject of the information, but should only be detailed enough to
make searching by subject as efficient as possible.

The Organisation Section of the EIC Menus

The Organisation Section of EIC should be structured in a way that reflects your
organisation's structure. The top level of this menu should contain all of the
independent organisations within your corporation.

As a System Administrator, you will probably be responsible for the way EIC runs
for one or more of these organisations. Within each of the organisations for which
you are responsible, you should set up a menu structure which matches its
organisational structure. The purpose of structuring this way is so that information
can be located based upon what part of the company it belongs to.

How the Two Sections are Related

In order that no duplication of data occurs, the two sections of the menu must be
directly related, with no information present in one section absent in the other. This
is done through a process of double reference.

What double reference means is that there are two references to every entity within
the EIC menus. In this context, an entity can be an individual item, such as a single
document or form, or a collection of items, such as a menu structure containing sub-
menus, documents, applications, etc.

For each reference which you make to an entity from the index section, you must
make a reference to the same entity from the organisation section.
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4.3.5

4.3.6

The way that you divide up all of your information into entities is entirely
dependant on the way that the structure of the index section can be related to the
Organisation Section.

If the way your organisation is structured is similar to the way in which the
information is structured, then the number of separate entities which must be
double-referenced will be small.

If however, the way that your organisation is structured is very different to the way
in which the information is structured, then the number of separate entities which
must be double-referenced will be large.

Fast Access Menus

Once you have set up the menu structure, pecple will access information according
to their individual needs. Often there will be a particular menu, document, or
application which many people will access frequently. If this frequently accessed
information is several levels deep inside the menu structure, you can improve the
useability of EIC by adding fast access menus to the menu structure. You can create
fast access menus by making a sub-menu which refers to an already existing menu.

Example Structures

The following screens show an example structure following the approach just
outlined.

v Weip

:UM'EH!NCD PRODUCT

DIRE:YOFIY CALE Vakﬂ umh

tDU CATION JOFTWARE

Figure 4-17 Main System Screen
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Note the following points:

U3 user grouping;

Go - index to specific information items;

Track - access to a specific application,

VARS - access to information via value added grouping.

CINFQ/Z L]

e .'is_ys e
Conference Enquiries ;
2298 User Broup ey
4BE User Group gi

9z

R Series User Group
Executive Irfomatlon Provision Screens

Figure 4-18 User Group Index

CINFO/SY:INDX]

Unisys New Product R Press Releases
A Series Workbench
Bul letin Board Arecs
1992 Calendar of Events
1882 Dia
CASE Lbr ch
9 CONFERENCING Customer To Customer: Conferencing
B8 Crog CT109 Workbench
i DIRECIORY  Unisys Directory
2 EDUCATION Customer Education
3 SUIDE InfoCentre User's Buide
4 HDTLINE Your Feedback To The (nfoCentre Adninistrator
Positions Yacant Notites
8 ORDERY Foras For Placing &n Order With Unisys
PC Workbenth
Product Information
For Sale ~ Bulletin Area
Avallable SOftua%e

~
3

TUEXXXXXXTXEXXIEXEDEETXTXEXE

TV et e ok o e e s e i P
wn
&
7]

i

Figure 4-19 Index to Information Items
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CINFU/SY

T Urgent PLE Rlert Bulletins
ENQUIRY General NIP Enquiry Screen Si

Figure 4-20 Access to Other Applications

i oo . CINFO/3Y -VARSH

1 ANNOUNCE Unisys New Praduct & Press Releases g
2 CALENDAR 1992 Diary 93
3 MARKETING VAR Horketing Bul letins LS
4 PRODUCT Product Information g
5 SOFTWARE Available Software g

EXEXEEDX

Figure 4-21 Value Added Group Index
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4.4

Establishing Items on Menu Screens

There are seven Item types which may be added to an EIC menu screen.
e  another menu,

. a form,

¢  afree-form document,

e  an external application,

¢  asummary message area,

e a Conference area,

e  a Bulletin Board area.

To enter a new item on a menu screen, go to the File pull-down menu, select New
Item. An item type selection screen is displayed.

. O Document
- O Application

i O Summary onty

' O Conference Area
C Bulletin Board

...........

O System default
QO Customized

Figure 4-22 New Item Selection Screen
If the item is to be an Icon, the icon type may also be selected. The options are:

System default Standard Icons defined by the system for menus, forms etc;
Customized Not available;
Traffic Right Not available.
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4.41 Menu - Creating a New Menu Entry

Select Menu in the New action window. A screen will be presented which solicits
information about the Menu type to be generated.

=
InfoGroup far the Menu?

.| Maximum no. of items:
Retentian perind:

............

........................

. '
| QKey ® Accending | | O Creation Datc
¥ 8 gu:’fd C Descending i | © Bereen-iD | ™ Updete users
@ 2 i i ® Nonc | :
i None P
%vl.' optinns -----------

i [J 1. Documents only
O Dispiay ltems crested by current user only
{; [J 3. Dispiay a3 ICONs - OW Workstation olny

Figure 4-23 New MENU Item Set-Up Screen

The entry items required are self explanatory. In addition to the InfoGroup owner
and the administrator, up to four other persons may maintain items to be attached
to this menu screen.

Use the InfoGroup List and the User List to select InfoGroups and User-1Ds.

Under Options you can specify if the menu will:

contain documents only;

only display items created by the user calling the menu;
display items as Icon menu or List Box menu.

NOTE

The number of menu items nominated for this screen 1s deducted from the
allocation setup by the system administrator for the InfoGroup as a whole. A
warning message will be given when the upper limit is reached.

When the entry fields are completed, click on the OK button or press TRANSMIT.

4-23
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The next step is to enter details on the Title and security setup screen.

- e iiemintomat
| Frinory Key ........ [HEW | AtColour-Key: | | Subject | |

......

.................................................

Figure 4-24 Title and Security Set-Up Screen

Note that the primary keyword is displayed on the menu screen along with the
menu entry title. Twenty four other keywords may be entered, these are not
displayed.

A summary description may be established to describe the menu entry, this is
selected by entering 'Y' in the Summary? field. On completion of data entry and
transmitting, the following input screen is displayed to allow the summary to be set

up.

Figure 4-25 Summary Input Screen
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If access security is required, enter 'Y’ in the Access Security? field. On completion of
data entry and transmitting, the following input screen is displayed to allow the
necessary role profiles to be entered in the security input screen.

Use the Profile List button to display a list of valid profiles.

Enter profiles to be matched against user profile.
{ ™ Note: Vertical is OR, Horizontal is AND candition |

Figure 4-26 Item security Input Screen
NOTE

Role profiles entered ACROSS the screen are AND'd Role profiles entered
DOWN the screen are OR'd. Any combination may be entered to achieve the
necessary access security. Only those users thh the specific role match will be
allowed access to the menu screen.

4-25
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4.4.2

4-26

Form - Creating A New Input Form

Forms are used to apply for things, or as control documents of some kind. When
used in conjunction with the mail system, they become a simple but powerful
mechanism whose functionality may be used by the EIC administrator for many
different functions.

In addition to mailing, a Form may also be optionally saved to a nominated menu
anywhere in EIC. This allows an audit copy of a completed input document to be
saved.

The input forms are completely free-format. The descriptive (literal) text is protected
when displayed for users. Input fields are defined by use of the underscore '_'
character. The use of MAPPER reserved words adds a powerful capability which
allows a document to be sent which has the current date or time or an incremental
sequence number, etc.

Select Form from the New entry window. A List Box of InfoGroups is displayed.

Which InfoGroup does this ltem belongte 7
. 1 0 AR

{BILLTEST tegémmcm =
info group
:BOARD But letin Bgd

:BULLETIN Bul letln Area
:CALENDAR Calendar

:CONF Canferencing
:CONFERENCE  Conferente Area
{DEMO test info Hup
:DOCUMENTPOOL ADAIN DOCURENT POOL

RN %
AAARARA CARSKANDTN

Figure 4-27 Define the InfoGroup for the Form
Select the InfoGroup in which the Form will be registered.
Enter the Title and keyword details as shown in Figure 4-20.

The process of entering the New Form is now completed, the menu screen on which
the new form is attached is displayed.

To develop the form, select the form entry the user created (as detailed previously
from the menu) and TRANSMIT to go to the form.

A blank input form will be displayed.
Go to the Edit pull-down menu, select Update, then TRANSMIT.

Enter the necessary text, using the editor commands as required.
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If the Form is to be saved in an audit trail menu and/or to be sent to the E-Mail
system, go to the File pull-down and select Title & Options.

Setup a save area by entering the InfoGroup and menu number in which the form is
to be saved. If not required, leave blank.

Enter the Mail details if required.
When data entry is completed, press TRANSMIT.

Now go to File pull-down and select Save to store the form.

4.4.3 Document - Entering a Free-Form Document

. Select Document on the New entry window.
2.  Nominate the InfoGroup in which the document will be located.

o

Enter the Title, Keyword and access security details.

On initial entry a blank document will be displayed.

Go to the Edit pull-down menu and select UPDATE to update the document.
Use the editor commands to edit the free-form entered text.

On completion of text entry, select Exit on the File pull-down menu.

N o

On the pop-up dialogue box select yes to save the text and return to menu.

The document is now available to users.

4-27
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4.4.4 Application - Connecting an External Application

Two major capabilities are provided by APPLICATION connection function.
. Passing control to an external application.

In this mode, the EIC system hands control over to the selected application and
the user is under the control of that application. On exiting, user control
returns back to EIC.

. Displaying data generated by an external application.

In this mode, EIC does not know anything about the external application
simply displaying data presented by it. This is a core component of the
Executive Information capability.

Select Application on the New input window.

% Application call statement:
|

{ Result type to br passcd from the spplication:

‘ ® None
L OText
{ Mapper Graphics
i O As defined In the result heading
{ . O Menu ENTRY POINT of a farelgn InfaCentre
’ O Designer Warkhench Applicatian

Figure 4-28 Application Details Screen
Enter the Application Call details. (Run name, sub- calls, etc).

Select the result type to be passed - this determines whether control is passed to the
application or not.

If EIC is to pass control to the application select 'none'.

If EIC is to display data from the application without passing control select the
appropriate result type definition.

If the application being called is on a different system to this one, select Foreign
Media Entry Point.

Enter Title, keywords and security details in the setup screen.

Example;
PRICES,2200.software

4.28
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4.4.5 Summary - Setting Up a Summary Note

1.  Select Summary on the New entry window.
2. Setup the Title, keywords and security details.

Figure 4-29 Summary Note Input Screen

3. Enter the summary note details then click on the OK button or press
TRANSMIT.
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4.  To access the Summary Note, position the pointer to the menu item created
and 'double click’ or press Xmit.

CONFERENQI PRODU;

S

DIRECTDRY w‘ E

Figure 4-30 Summary Note Display

4.4.6 Conference - Setting Up a New Conference Area and Facility

Select Conference on the New input window.

Establish the menu screen using the setup entry screen.

=

@

InfoGraup far the Menu:

i
i
i . .
{1 Maxdmum no. of items:
Retention perind:

T Sortby { 7 Display

OKey. ® Ascending O Creation Date |
g [5)::’!1“1 O Dcscendlng% ; O BereendD " Update users

® Nont

..........................................

Oz Dispiay tems created by current user only
[0 3. Display as ICONs - DW Workstation olny

Figure 4-31 Conference Setup Input Screen
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Enter the details for the Title, keyword and access security setup screen.
The Conference Area menu screen is now setup.

Go to the new conference area, a blank menu screen will be displayed.

: assssssaessmmsassntanss CINFO/SY :CON-11

Figure 4-32 Initial Menu Screen for Conference Area
The next step is to establish a conference.
Go to File pull-down and select Open New Conference.
This will allow the establishment of the initial conference.
Enter Title and security details as for previous actions.

Go to the new Conference, a blank input screen will be displayed. The initial text to
start the conference process will be established in this area.

To do this, go to Edit and select UPDATE.
Enter the initial text, using the editor as required.

To open the conference for use, go to File and select Open Conference.
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4.4.7 Bulletin - Bulletin Board Establishment

Select Bulletin Board on the New entry window. This will initially establish a
Bulletin area.

Enter the InfoGroup and menu setup data.
Enter the Title, keyword and security details.
The Bulletin area is now established.

Go to the new Bulletin area, a blank menu screen will be displayed, select New on
the File pull-down menu.

EHcaangr:: Qs

Figure 4-33 Bulletin Input Screen

Enter the data in the Bulletin input screen as required, then click on the OK button
TRANSMIT.

The person who sets the Bulletin up will see the above screen entry. This will allow
further updates if required.
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All other users see the Bulletin as a Pop-up window.

View

Yindow Help

new hulletin nex deno ites
NEW Nex bullet in board

NIRFCICRY. SALE

Figure 4-34 Example Bulletin Pop-Up
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4.4.8 Changing lcons
1. Display the menu to be changed.
2.  Select MARK function on the EDIT pull-down.
a menu of screen items will be displayed.

File QL8 View Options Window Admin Help

d

Facke

E/SVHAINI

Update document

Figure 4-35 Change Item - Edit Pull-Down
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PACE Information System

N 1 Adein PACE Adninistration 15-85-92 ADMN1
B 2Bulletin  Diary Dates / For Sale / Announcerents 15-85-92 BULL1
N 3 DEMD Demonstration Menus 84-83-93 CSPR2
M 4 Directory  Telephone Listings 18-84-92 PACO7
H S8 Index to PACE Information 11-88-91 INDX1
N 6 Groups PACE Group Information Areas 29-85-92 PERP1
H 7 Info Project InfoCentre Development Related 36-86-92 infol
M 8 Library Library - PACE Library Operations 11-82-92 LIBR1
N SPACE Information about PACE 10-83-92 PaCo!
N 10 Policy PACE Policies and Procedures 17-89-91 PAPR1
N 11 PRINUS PRIMUS Services 03-82-92 PAPP2
N 12 PROGRAMS (S Prograns @7-86-93 CSPRI6
N 13 Quality PACE Quality Progran 18-89-92 QUAL1
M 14 Reporting  General & CSPG Reports 11-89-91 GREP1
N 15 Travel International & Domestic Travel Bookings 22-84-92 travi

Mark the item{s} you want to selecl.
Then click on the appropriate command button.

Figure 4-36 Select Item to Change

3. Select the item corresponding to the icon you wish to change.
4. Select the CHANGE button.

the Change Menu Item selection screen will be\displayed.

PACE Administration

@ Key. Subject, Colour and Keywords
O Summary

O Access security

O Applicatian call sfatemeat
QO Object class of the binaty Hife

Figure 4-37 Change Menu Item
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5.  Select the CHANGE ICON button.

- an Icon source selection screen is displayed.

~ . Choose an lcon: -~

Enter a Menu-ld which contains an icon
you want to choose from :

Menu-id: ||

Figure 4-38 Choose Icon Source

6.  Select SYSTEM ICONS.

. an icon Picture Selection menu will be displayed.

- - Picture Selection Menu -

TFile Help

| 5|

-
A

Select the picture you want to use for this menu stem.

Figure 4-39 Select Icon Picture
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7.  Select the required Icon.

- the Change Menu Selection screen will be redisplayed.

PACE Administration

® Key, Subject, Colour and Keywords
O Summary

O Access security

O Application call sfatement

O Object class of the binary Hie

Figure 4-40 Return from Icon Selection

8.  Select CANCEL to process the selection, or CHANGE ICON to choose another
Icon.
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4.5

4.5.1

4.5.2

Getting Data into the Structure

Creating Documents

You can create a document within EIC in several ways:

e  Create a blank document, then enter the text content;
¢  Importing a text file from the host computer;

e  Use the external CREATEDOC capability.

These three methods are detailed as follows:

Updating a Blank Document

To create a document within EIC:

1.  Move through the menus to the menu in which you want the new document
recorded.

2. Select the "File - New item" option from the Menu Bar.

If there is no ordering setup for the items on the screen, EIC will display a
message requesting that you position the cursor at the position on the screen
where you wish to insert the new menu item. Once you have positioned the
cursor, press the transmit key.

4.  Specify the type of item you are creating as a document,
Specify the InfoGroup to which this document will belong.

8. Complete the standard item definition form, which is documented under
"Establishing items on Menu Screens" in the "Setting Up the System" section of
this guide.

Once this process is completed you will have an empty document to which you can
add text by following the "updating” procedure, which is detailed further on in this
section.
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453

Importing Files

PC, host or MAPPER files may be imported into EIC and stored as menu items -
these may be text, binary or MAPPER graphics files. For PC binary files, EIC
requires that a PC application (for example Microsoft WORD for Windows) must be
nominated as the mechanisms which EIC will launch to display the file. This
software must obviously be installed and configured on the User's workstation
workstation - if not available, EIC displays a message that the file is not displayable
on the current workstation.

To import a file as part of the process of creating a document, select the "File -
Import" option in the Menu Bar

The File Import screen provides the facilities necessary to import and establish a file
as a menu entry in EIC and to establish the necessary security and access controls.

Source: | @PC QO Host O Mapper
File Name: Full path name for PC / Hostfile or Mapper Reportid (R-D-C).

Object Class: File type or Application associated with.  InfoGroup: Width:

| 1B | B 18

Menu ltem Informations:

Primary Key .......... ll ]

Subjedt ... l

Keywords ........c....

lcon type: lcon menu only Options:
@® System default O Summary Info
O Selectfrom System Icons
] Access Securi

O Selectfrom & menu (Enter & ment-d) ... i l scumy
O Traficlight 00 What's New

Figure 4-41 File Import Screen
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4-40

The File Import screen comprises two major functional areas, each detailing the
information to be provided in establishing a file in the EIC menu structure.

File type selection area

Source: | @ pC C lost O Masper

File Namo: F.l psthname fcr °C/ Hocttilo or Mzppor Ropor-id (R-D-C).

| |

Objec: Class [l= ype 21 Appication essodetedwit.  InfoGroup: \ diix

5 PHWER £ ¥
MEPIW {

MS WINDOWS PAINT BRUSH (~.BMP)
MS WIIDNWS PAINT RRIISH (* PIX)

MS WORD FOR WINDOW (=.D0C)
MS-DDS BATCH FILE (~.BAT)

MS-DDS EXECUTABLE PROGRAM (* EXE]
MSDDS SYSTEM FILE {*.SYS]

TEXT FILE {".THT})

WINUUWS ME TAFILE

Figure 4-42 File Type Selection, Associated Application
This section of the screen allows the target file name to be defined as folows:

Step 1 - nominate the source file type by checking the respective Source indicator.

-PCfile - use the standard PC file definition nomenclature (example
C:\EIC\test.doc).

- Host file - use the standard host file definition nomenclature.
- MAPPER REPORT - use the standard nomenclature (example 1A20 = Report
1 Drawer A Cabinet 20)

Step 2 - If PC file, you must nominate an application which will be loaded to view it
once it is inserted in EIC. (When the user selects the menu entry, the file is
downloaded and the viewing application is launched automatically). Otherwise, go
to step 3.

Step 3 - Nominate the Infogroup in which this item is to be inserted.

Note: Leave column width at default (80) for PC files.
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EIC Menu establishment area

Menu item informations:

Primary Key ......... | |
SUDJECt [
Keywords
icon type: icon menu only Options:
© System defautt [J Summary Info
O Selectfrom System icons [ Access Securiy
O Selectfrom a menu (Enter a menu-id) ... l l
O Trattic ligat L] What's New

Figure 443 EIC Menu Item Establishment

Note: For a full description of this process, refer to Section 4.4 in this
Administration Guide.

To complete the menu description, the following must be provided:
- A Primary Keyword.
- Subject heading (menu item description).

- Additional keywords (more may be added by selecting the More Keywords
button.

- Select the source of the icon to be paired with this file (Icon menu only).

- Options:

- Check the Summary box to attach a summary message to the menu entry.
Check the Access security box to control access to this item.

- Check the What's New box to have the item added to the News menu
area.
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4.5.4

4.5.5

File Name:

{eicdisti dat B e\
! eicdlst2.dat
- = .
3 List Files of Type: . Drives:
% Data file (~.DAT (@ e: i
¢ iData file [ ] ‘ﬁaﬂi | @2 o: me-ramdrive
B o e ke e e o

Figure 4-44 Imported PC File Location Screen

Enter details of the PC location of the file.

External Document Interchange and Placement

The Document Interchange and Placement (DIP) capability will be established on
each host system used as a document source. This capability is intended to allow
any MAPPER report to be directed to a target EIC system menu on a nominated
host or hosts. Where a host system is also to be used as a queuing node for
documents being sent to other local EIC systems, additional functionality (not visible
to the user) will be provided to achieve this.

The Document Interchange and Placement Mechanism

For the User, the DIP mechanism consists of three major functionality components.

e the external DIP run which transfers the document to nominated EIC systems.
. a Distribution List mechanism.

e  A’spawning menu' capability.

On selecting a document to be sent to an EIC system, the User accesses the
document and then calls the 'CREATEDOC run (note that the run name may vary).

A selection screen is presented on which the User may nominate a predefined
distribution list name or the specific EIC system name(s), Information Group and
menu(s) to which the document is to be directed. This screen ailso allows the User
the choice of including the document in the public news area and whether there is to
be access security constraints attached to the document.
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PACE/SY Create PAAD Documant

| Enter your distribution list name or Menmu-ID/System datails.

|
Distridution list name ............ L ]

Destination Menu-ID/System daetails.

I

I

| I
| |
1 i
! |
H EXC | Rews? | Access | Informmtion |....Destination Menu-IDs...|
| System-ID | ¥/N | Security? | Group-ID | Menu 1 Menu 2 Menu 3 |
1 ! 1 | | |
1 | - | | 1
{ [ T - | 1 |
1 | | - i i !
1 | - 1 1 1
! | I | - ! I !
| | - 1 1 |
1 | I | - ! | 1
1 !
! 1
Commmand 12Cancel
b3 2 SExit 4Refrah S5Procpt 6 7 8 9 10Action

Figure 4-45 Document Interchange Menu

Enter a distribution list or destination details. A menu confirmation screen is then
displayed after completion. The DIP mechanism will then place the document on a
transfer queue and notify the User that the process has been committed.

If the User does not have the right to send a document direct to a'menu screen in a
EIC system, the incoming document will be trapped in a system 'pool' menu for
authorisation and final placement by the system Administrator.
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4.5.6

4-44

Distribution List Establishment

A distribution list is established by the EIC Administrator in order to have a
standard set of destinations for particular document types. The Distribution List
information is copied to the Document Interchange and Placement Directories on
each host where documents may be dispatched to an EIC system.

To establish a distribution list, select System tables on the Admin pull-down menu.
On the System Tables cascading menu select the Distribution List entry.

&

Window

Ein l;dll Yiow QOptiona
_COFU/SYSNL 3”“"‘ Mescage..

i as
Profilr Maiskenzoce
IREmun MM nance

liser Repisiration 14

e TRA Laat centes
~ i sysem Qpio Qrgarizavon
RIETH oo W T enors
.-. : : : : I Spawning Mencs
- -E Becarcnt Paal i Flomots Usere
conrsnmcm PRODUCT  VARS  iacte Basket . Admin Comect info
‘WohBach

EUCATIUN SUFWE

Figure 4-46 System Tables Menu on Admin Pull-down

Step 1

List nama  News? Sec? Infolroup  Description
TTEST N~ N RDHIN test dist list

4 R%

Saloct a Distribution liet you want.
Then click on the appropriate command buttoe.

Figure 4-47 Dip Distribution List Maintenance Menu
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Step 2

To add a new Distribution List, select the Add button. An input screen will be
provided which solicits the following information.

. the Distribution List name;
. the InfoGroup it will belong to;
e a descriptive title for the Distribution List.

Enter the necessary details then click on the OK button or TRANSMIT.

RIC/SY Distribution list In: lof1l
rile Help

to the item you want to copy. Then press 2.
. Tab to the item you want to delete. Then press r6.
to the item you want to change. Then press X{IT.

!

|

|

|

I

|Seq | Create a NEW distribution list }

fome ceemcemeoce f {

| 1 _ TEST { Press the transmit key when you conplete. !

{ { {

| { Distridbution List mame ..........00v0e0n0s [NEw 11

] | Which InfoGroup does this list belong to ? [2200 11

| { Desaription ........... [NEBW DIST LIST - Documantation ] |

I { f

| I {

| f

| {

| {

| {
[ 4 12Cancel

1 2 3pxit 4Rafxsh SPromxpt 6 7 8 9 10

Figure 448 DIP Distribution List Input Screen
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Step 3

The system now redisplays the list of distribution list names with the one just added
highlighted. Select the Destinations button to add destinations to the list.

InfoCentre Access
System-ID InfoGroup Men-ID News?  Security?

Sslect a Destinalion you want.
Then click an the appropn’ate command button.

Figure 4-49 DIP Destination Maintenance Screen

Initially the destinations for a new distribution list will be empty, select the Add
button to add destinations.

} InfoCenire System:
Efﬂ?m LNI&YS UJSTWNFﬁﬁmE ‘

CINFO/ VIR DJST(NER INFOCENTRE - (5BE@/65
. NED[A/PU@! MEDIA TEST SYSTEM - USER/SS
'NIDIA2/SY  MCDIA TCOT OYSTIM - BY

i
;
i
)

£ Options
! O News? .
i [ Access Security?

{

§ InfoGraup-ID ...... od

MenuD e §

Figure 4-50 DIP Add Destination Screen
Select the destination system from the list box, enter the destination InfoGroup and
Menu ID. The Administrator may optionally have all documents displayed on the
target system News screen and also establish access security parameters. Transmit
or click on the OK button.

Use the Add function to add as many destination systems as required.
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Step 4

When all of the target system entries are completed, select the Go Back button to
return to the Distribution List maintenance screen.

: Jat Names
#of
List name News? Sec? InfoGroup Description Lns
TEST N N FDMIN test dist list 1
testlist N N RDMIN Distributian list 1

Selact a Distribution lizt you want.
Then click on the appropriale command bukton.

Figure 4-51 DIP Distribution List Maintenance Screen - Example

Step §

The new Distribution List is established and at this stage the DIP directories are
updated. The Administrator may now exit back to the system.

4.5.7 Spawning Menus

The Spawning Menu capability allows a regional information manager to have
documents sent to nominated menus, automatically 'spawned’ to other menu screens
on other EIC systems in the region.

As an example, a Product Manager in SPG in directing documents to the local
InfoCentre system (using the EIC Application) would have them automatically
distributed to the Customer InfoCentre systems (UNIX-based) in Australia and New
Zealand.

Note that the 'spawning’ capability is only utilized by the Document Interchange
and Placement (DIP) mechanism.

Any EIC system menu may be established as a spawning menu.
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Step 1

Select the System Tables entry on the Admin pull-down menu and nominate
Spawning Menus. A Spawning Menus maintenance screen is displayed.

In the example, no menus have been established.

Spowning #of
Menu News? Ser? InfoGroup  Deso-iption Lns
| sortl Y N lsoftuare Available Seftuare 1

Select a Spawning Menu you want.
Then chck on the approprisic comnmand butten.

Figure 4-52 Spawning Menus Maintenance Screen
Step 2

Select the Add button to add a new Spawning Menu.

The system will provide a pop-up window which allows the nominated menu to be

defined.

Enter a Menu-ID which will have
i Spawning facility.

H

Figure 4-53 Nominating a Spawning Menu
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Step 3
Enter the required menu ID then click on the OK button or TRANSMIT.

The system now redisplays the list of spawning menus with the one just added
highlighted. Select the Destinations button to add destinations to the menu.

W e WV VWA

N e S Attess
System-1D Infobroup Merm-ID  News?  Security?

Scioot a Destination you want.
Then click on the apmropriate command hutton.

Figure 4-54 Spawning Target System details

Initially the destinations for a new spawning menu will be empty, select the Add
button to add destinations.

=

InfoCentre System:

.........

BT e &\
| MEDIA/PUBY MEDIA TEST SVSTEM - UBBBR/SS Lo
| WEDIA2/SY  MEDIA TEST SYSTEM - SY @

: " Options
¢ | InfoGroup-iD ......... ; Billtest OiNews?!

.| X Access Security?

| MenwlD

Figure 4-55 Spawning Menus - Add Destination System Details

Select the destination system from the list box, enter the destination InfoGroup and
menu ID. The Administrator may optionally have all documents displayed on the
target system News screen and also establish access security parameters Click on
the OK button or Transmit.
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Step 4

Having entered the target EIC system details and nominated security provisions are
required in this instance, on transmitting a Security Access maintenance screen will

be displayed.

! Enter profiles to be matched against user profile.
i [ Note:Vertical ic OR. Horizantal is AND candition |

Figure 4-56 Target System Security Details

Enter the EIC Access Profiles allowed to have access to the target menu screens
then TRANSMIT.
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Step 5

The destinations for the spawning menu are displayed.

CUSTOMER INEOCENTHE ELECTRONI

InfoGentre : Access
System-ID InfoGroup Menu-ID  Neus? Security?
* CINFO/BY BILLTEST MAINL N ¥

Solooct o Destination vou want.

. Then olick on the appi v

»

Figure 4-57 Target System Maintenance Screen
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4.5.8

4-52

Step 6

Select Add to add more destinations or Go Back to return to the spawning menus
maintenance screen.

This will now display the new Spawning Menu entry.

R W |{ R A B et hcdd % 4
sml s Maws? Sac? InfoGroup  Description Lne
paini ' N ¥ KAl CUSTOMER INFDCENTRE ELECTRONIC 1
softi Y N Usoftuare  Rvailsble Softuare i

Select a Spawning Meny sou want.
T hen click on the appropiiate command button.

StAue SITIAT g
Rtradet

Figure 4-58 Example Spawning Maintenance Screen

The Administrator may now return to normal EIC system operations.
Document Interchange and Placement - System Overview

The Document Interchange and Placement mechanism is an external mapper
system which is used to transfer a MAPPER report to any number of target EIC
systems by individual system selection or nominated Distribution List.

Each DIP host has a current copy of the EIC DIP System Directory which identifies
the available EIC host MAPPER systems and the DIP node from which they are
queued.

Within a region, one of the EIC system hosts will be nominated as a queuing node
for the systems around it.

"Trusted’ Information Providers are allowed to send documents direct to nominated
EIC system screens without Administrator intervention.

'‘Non-trusted' Information Providers may not do this - the documents they create and
send to a nominated EIC system, are trapped in the document pool for that system
for inspection prior to placement by the system Administrator.
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In the event of errors such as the Information Provider not being recognised on the
target EIC system, menu screen number invalid, etc., the document is trapped in the
EIC system pool menu. The Administrator can examine the control information
attached to the document in order to track down the originating system and
Information Provider.

4.5.9 DIP System Tables and Components

The system tables and components that make up or are used to manage the DIP
mechanism are as follows:

DIP System Directory (Network EIC Configuration tables).
System registration table.

Remote User table.

Spawning menus.

DIP Distribution Lists.

DIP Queue.

EIC Document Pool.

MAPPER run and user registration for DIP.

Network Configuration Report.

© P SOk W N

A B
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4.5.10 DIP System Tables Summary

1.

DIP System Directory (Network EIC Configuration Table)

This table shows the DIP node queuing systems and the EIC systems directly
associated with them.

System Registration Table

This table describes the information that the DIP mechanism needs to know
about the location of the database for each EIC systems on local host.

Remote User Table

For each remote host identified in this table, a relationship is defined between
the Information Provider's MAPPER User-ID used on that remote host and the
same Information Provider's MAPPER User-ID on the target EIC system.

The DIP mechanism passes the Remote User-ID, Remote MAPPER
Department number with the transferred document.

A number of default options are available with this table by leaving the Remote
User-1ID, Remote Department Number and/or Local User-ID fields blank.

2 Remote MEDIA Users
X Remote Remote Rmte Local Loc
% Host-ID User~ID Dept User-Id Dept
% - JEIImE ===,
MAP1SN 641
MAPZSM DEMO 6841
MAPSSN
MK
..... END REPORT .....
1 2Paint 3 4Return S BTasks 7View S8Help

Figure 4-59 Remote User's Table
Example for the table shown:

If Remote User-ID is left blank, anyone in Dept 641 can send documents direct
to a menu on the target EIC system.

If the Local User-ID is left blank, the Remote User-ID is used on the target EIC
system.
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Spawning Menus

This table shows the nominated Spawning menu with the 'slave menus'
attached.

The information for each 'slave' menu includes the InfoGroup and system
name.

This facility in effect provides a distribution list attached to a nominated menu
in the local EIC system.

Identification of an existing menu as a spawning menu and maintenance of the
'slave’' or target system menu lists, is done by using the functionality available
in the System Tables area of the File pull-down menu.

DIP Distribution List

This table shows the originating system and copy-to system details for each
DIP Distribution List defined.

DIP Distribution Queue Index Table

This table describes the queue index structure for the DIP node queue (one per
nominated queuing host).

Document Pool

The document pool is a standard EIC menu which is restricted purely for
Administrator and system use. The main functional exception is that this
special menu is accessed via the Admin pull-down menu as an Administrator
function.

Mapper Run and User Registration

The standard run name used for the DIP application 1s CREATEDOCBG. The
standard Application User-ID is BPORT641

Network Configuration Report

This is a table of MAPPER system and network path names established and
maintained by the local IS MAPPER co-ordinators.
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4.5.11 Remote EIC User Registration

4-56

Authorised users may send MAPPER reports or documents from remote hosts to the.
local EIC information system by calling a special run on the remote host which
communicates with the Document Interchange and Placement mechanism.

Users must be registered for use of this mechanism, this is achieved by using the
Remote EIC Users control table mechanism.

Register a user on the Remote Users table.

Select System Tables entry on the Admin pull-down menu and nominate Remote
users. The existing details are displayed.

emote emote “Hemote  Local Local
Host-1d User-Id bept  User-Id Dept
IMAPISN™ ' 641 i
{ MAPZSM DEMO B41

Salact a Remota User you want.
Then click on the appropriate command buttan.

Figure 4-60 Remote Users Maintenance Screen
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Click on the Add button to add a new user.

An input screen for user details is displayed.

N

Remote Host-1D:

MAP2SM

Remote % Local
UserlD iremoteuser localuser

. Dept. No. (641 4B

Figure 4-61 Remote User's Details Screen

Select the Remote Host from the list box and enter the remote and local user-ids
and department numbers. When complete Xmit or click on the OK button.

The updated table is redisplayed. Add additional users as required or use exit to
return to the menu.
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4.6

4-58

Loading Documents After the System Has
Been Set Up

Once the organisation structure and InfoGroups have been setup, you can start
structuring the menus, setting up forms, importing documents, ete.

A number of strategies may be adopted for loading documents into a new menu
system. The most practical approach is to train clerical staff to gather, classify, then
import the documents into the defined areas.

The administrator is then left to finally classify, position or discard documents as
required.

Titie snd Oatinm...
Accrss Seruriby...

Maif..
Qownigad

Andd tv MyMena
Exit fram the System
iy
ONFRRENCIM FRODULCT

DIRECTORY  SALE Watdench

e

EDUDATION  SOFTWARE

Figure 4-62 Administrator's File Pull-down Menu
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4.6.1 Create an "INDEX" Menu

1.  Select New Item from the File pull-down menu.

O Doctfment  lcon type
i O Application
: O Summary only % O System default
O Conference Area i O Customized
O Bulietin Board § O Traffic light

Figure 4-63 New Menu Item Selection

2. Select menu.
3. Click on the OK button or press XMIT.

You can follow this procedure for creating other menus. Remember that the menu
you create is listed on your current screen. That is, if you wanted to create another
menu within a menu called Index, you would select Index to make it current
(initially it is blank) and follow the same procedure.

InfoGraup for the Menu:

Maximum no. of items:
{ Retention periad:

Sortby T Display

; < Key ® Accending O Creation Date
; © Subject O Descending O Bereen-D

C Date

@ Nonc

] 1. Documents only
.i O 2. Dispisy items crenated by current user oniy
i i [J3. Dispiey as ICONs - DW Workstation olny

Figure 4-64 New Menu Item Definition Screen

4.  Create other Menus as desired.
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4.6.2

4.6.3

4.6.4

AARN

Load Documents into Index Area

Utilize the EIC import capabilities or the external "CREATEDOC' run to push the
documents to the nominated screen.

Creating a Menu Structure

Careful consideration should be given to the menu screen structure. Try to keep the
main menu screen as short and uncluttered as possible. With due consideration to
security, setup an index screen off the main menu which points to each of the
following:

¢ A menu which points to all InfoGroups within the system.

e A menu which points to InfoGroups belonging to departments within your
organisation.

¢ A menu which points to every MAPPER application available to your users.

If you have a software development group that contains three project groups, you
might need to create a similarly structured menu hierarchy for general information.

However, each group is interested in security aspects, so a separate menu item
should probably be set up for security.

Copying Documents from Index to Relevant Menus

For each document you want to copy:

1. Display a menu which contains documents you want to copy.
2. Select Mark on the Edit pull-down menu.

3. Mark the document(s) required.

4. Click on the OK button or TRANSMIT.

5. Display the menu which will receive the documents.

6.  Select Copy from Edit pull-down menu.

You can use a similar procedure to move documents (select Move instead of Copy).
Important Concept

When you copy an item from one menu to another, the item itself is not
duplicated. A reference point is set up so that it can be accessed from the new
menu.

An item may be "copied” to more than one additional menu.
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4.6.5

4.7

Copying Documents into Personal Menus

For important users there may be a requirement to copy documents or setup initial
links to other menus.

Use the general procedure described above.

Managing InfoGroups

InfoGroups are separate areas of information. You should assign each InfoGroup an
owner, who is responsible for all of the information within the InfoGroup. The owner
of an InfoGroup has read and write access to all information within the InfoGroup.

In addition to the owner of the InfoGroup, you can assign up to 36 users as
"agsistants”, who will also have read and write access to all of the contents of the

InfoGroup.

The InfoGroups that you set up should reflect the different subjects that information
can be grouped by in your organisation. The number of InfoGroups that you set up
should be determined by the number of groups of people who can be responsible for
the contents of each InfoGroup.

As you enter each InfoGroup into the system, you should make a corresponding
menu in the main EIC index. (See "Menus" below for details)
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4.8

Updating Documents

Documents in EIC are edited through a process called updating. Updating is a
gpecific mode within EIC. Some different options appear in the Menu Bar when EIC
is in update mode.

Before displaying the document to be updated.

You can enter the update mode by selecting the update action on the Edit pull-down
menu.

The way that you update a document can be broken up into 3 stages:

1.  Start updating

Before displaying the document to be updated check if the update flag is set -
look at Update on the Edit pull-down menu. If it is not flagged by a check mark
set it by moving the pointer to Update and click once.

Press 19/18; fourth Cormecurity Qusrterly Profilss
Press: 1300s (omrectivity Brirgs New Oevios 35
Press 14/18: Unisys Flies in the Pocific Rin 33y
Press 12710 fust. Rirlines i Deporture Syusteris
Urece B/1B¢ BIL — Spply Syc. to Unisys k MINCOEE
prOcC 74183 NInCOn - © IMIN Dartnor
Press 207181 Unisys & Telecon York Together RS
Unigys Corporation §3 132 Fimancial Result =f

fray 1§ Unigys Financeiccanting Comtectiis
Bootmen's Boneshores Bas CAP To Acoess bhix 53
Californin Republic Bark Out=urcing Contract
Unisys ¥ins FIR Contract: Teminal Boftuore
Unisys Virs U3S11SN Cotact: Intermsl Revee 3333
National Wituel Insurence Services Contrect %
Paramax inc USKEEN Foox-al RUiation Contract  §o
Red Dross Auards Unisys Biood Trann.nq Spetn
Un%%ns U§s5.4N Cordract with Bell [ndust’
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SRR

CALE
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Figure 4-65 Setting the Update Flag

You may now display the document. EIC then copies the document to your
workstation and displays it - so that any changes are made to the copy which
you may then save or discard.
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4.9

4.9.1

4.9.2

Editing the text.

You can edit the text on the screen by using the various editing keys and
typing text directly on to the document. EIC will make changes only to the copy

of the document.

The commands for editing text are under the Edit pull-down menu.
Undo

Cut

Copy

Paste

Delete

Select All

Use the pointer to mark text by placing the pointer a the required starting
point, hold down the mouse button and drag the pointer to mark all the text
required.

Use the View pull-down menu to set a default Tab insertion, or to set a flag for
word wrap . Use the Search pull-down menu to find text or go to specific lines.

Saving the changed document.

After amending the document select Exit on the File pull-down menu A pop-up
dialogue box will ask if the changes are to be saved . Click on Yes to save the
changes. In this case the original document will be erased and replaced with
the document on your workstation.

Discarding the changed document.

To discard the changed document select No on the ' Save changes' dialogue box
when you Exit the document. If you choose to discard it, EIC will only discard
the document copied on your workstation. The original document will remain
unchanged.

Forms

Using Forms

Forms are templates which let you mail text information in a standard format. To
use a form, you should first display the form onto the screen. This will enable you to
enter data into the pre-defined fields. When the form is ready to be sent, enter the
command "MAIL" or select the EXPORT option from the Menu Bar. Enter the
details of where and how the document is to be sent.

Creating Forms

To create a form you must:

Create a blank form,;
Start updating the form;

F. -3
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4.9.3

494

4.9.5
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B Complete the form specification for data fields, literal text, and special
keywords;

e  Set up the form Title & Options;

) Save the form.

Creating a Blank Form

The first step in creating a form is to move through the EIC menus to the menu in
which you want to put your new form. Select the "File - New Item" option from the
Menu Bar. Select from as the type of the item you wish to create. EIC will then ask
you to select the InfoGroup that the form will belong to. After that, a screen will be
displayed where you define how your form will appear within the menu structure of
EIC. You can find more information on creating a form in the Administrator's
Reference Manual under "Establishing Items on Menu Screens".

Starting to Update the Form

Select the form that you just created so that you can see it on the screen. Start the
update process by selecting the "Edit - Update" option from the Menu Bar.

Completing the Form Specification

When you update the form, you will be defining how it will appear when it is used as
a template for entering data. Note that when finally presented to the user, the text
on the form will be protected. Changes are only allowed in the input fields. There
are two steps in creating a form:

Defining the Form Layout - Establishing the data entry fields and entering the
descriptive (literal) text.

Setting Up the Form Title and Options - This includes establishing the mail list and
InfoGroup details.

Defining the Form Layout

¢ You can define data entry fields by using underline characters. The data entry
fields will always hold alphanumeric information.

You can use literal text to create the field names and any other static text
information for the form. Literal text will appear exactly the same on the form
when it is used for data entry as it appears when the form is defined.

. Entering MAPPER & EIC reserved words.

The reserved words that you enter will be transiated into actual values when
the form is used for data entry.

The only EIC reserved word used for form generation is SEQUENCES, which is
the sequence number of the document. The sequence number is generated by
EIC when the document is saved in its predefined menu.

The MAPPER reserved words you can use in form generation are:
USERS, The name of the user who entered data into the form
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DATEOQS$, The current date in YYMMDD format
DATE1S$, The current date in YYMMDD format
DATEZ2S$, The current date in DD MMM YY format
DATE3$, The current date in YDAY format

DATEA4S, The current date in YYDAY format

DATESS, The current date in DDMMYY format
DATES6S, The current date in MM/DD/YY format
DATE?7$, The current date in MONTH DD, YYYY format
DAYS$, The day of the week of the current date

STNUMS, The station number where the form is entered.
TIMES$, The time that the form had data entered into it.
TTYPES, The terminal type of the terminal on which the form was entered.

Setting up the Form Title and Options

Select the "File - Title & Options" option from the Menu Bar to begin the process.
EIC will display a data entry form which lets you specify the title and options for the
form. This form lets you specify how the generated data will be sent via electronic
mail, and where it will be stored Gf at all).

The generated data is the document which is generated when the form is actually
used. The data will include an automatically generated keyword, which will replace
the reserved word SEQUENCES, if it is specified within the form.

The fields in the data entry form are:

The form title, which is displayed in the menu containing the form. This is the
only field which relates to the form itself. All the other fields relate to the
generated data.

What InfoGroup the generated data entered will belong to. If the data is to be
mailed but not saved, then you should leave this field blank.

What menu the generated data should appear in. If the data is to be mailed but
not saved, then you should leave this field blank.

Whether mailing details should be specified by the user after they have entered
data into a form. If you enter "Y" for this field, the user data entry form is by-
passed, and the default values will be used to specify where the generated data
will be mailed to. If you enter "N", the user will be presented with the default
values, which they can modify as necessary. The default values are the defaults
for where the generated data should be mailed to.

The subject of the generated data. This consists of a single line of text which
should describe the general content of the data to the people who will receive
the data.

Whether the generated data should be sent as priority mail.
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. The mailbox and directory ID of the person to whom the mail will be sent. The
same mail will be sent to several other people by entering their details in the
fields below the first mailbox field.

e  The mailbox and directory ID of the person to whom a copy of the mail will be
sent. The same mail copy will be sent to several other people by entering their
details in the fields below the first mailbox field for copy.

. The MAPPER mailing list name which will be used to define the people to
whom the mail should be sent.

e  The MAPPER mailing list name which will be used to define the people to
whom the mail copy should be sent.

Document Ageing

To manage the growing amount of information in an EIC system, you can assign any
EIC menu a default lifetime. This lifetime applies only to the documents, conference
& bulletin board messages within a menu. When the age of a document exceeds the
lifetime specified by the menu in which it exists, that information is placed in a
wastebasket area for the InfoGroup to which it belongs. It is then the responsibility
of the InfoGroup owner to determine if the data should be retained or erased.

The documents stay in the wastebasket area for a further 60 days before being
purged by the system.

Access to the Wastebasket Menu is obtained via the Admin pull-down menu.

The InfoGroup owner or System Administrator may reinstate a document at any
time by using the Mark and Reinstate functions. (Reinstate is a function available
on the Edit pull-down menu).

A Management report is available for the System Administrator to maintain an
overall view of Ageing activity.

Menu items excluded from ageing are:

- Menu, Bulletin Board and Conference menus;

- Open conference items;

. Applications;

- Forms.

Wastebasket

The Wastebasket is a special menu accessible by the InfoGroup owner(s) and the
system Administrator.
The EIC system uses the Wastebasket for two purposes:

. as a temporary repository for documents which have been aged off menu
screens;
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e  as atemporary repository for ANY menu items deleted during maintenance
activities.

Items in the Wastebasket are aged out of the system totally after (typically) 60 days
- this ageing time is set by system parameter.

Functionality is provided to allow an Administrator or InfoGroup owner(g) to easily
re-instate an item back to its original menu along with links to the item from all
other menus.

To re-instate or delete item(s) from the Wastebasket command select Wastebasket on
the Admin pull-down menu.

; test info group
: BOARD Bulletin Board

{ BULLETIN Bulletin frea DEMO
: CALENDAR Calendar DEMO
i CONF Conferencing DEMD
{ CONFERENCE ~ Conference Area DEMO
i DEMD test info group DEMO
: DOCUMENTPOOL ADMIN DOCUMENT POOL DEMO

Siie
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Figure 4-66 Wastebasket InfoGroup Selection

¢  Select an InfoGroup.
The items in the Wastebasket for the selected InfoGroup are displayed.

o Select Reinstate/Delete action on the Edit pull-down menu.
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Figure 4-67 Mark the Items to Reinstate or Delete
. Select the Reinstate button to reinstate the item(s).

. Select the delete button to delete the item(s).
EIC will completely reinstate the item or delete it from Wastebasket.
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Section 5

System Maintenance

5.1

5.2

Copying Documents and Other items
Between Menus

To copy a menu item or document to another menu.

On 'Copy From' screen:

[ ]

Select Mark on the Edit pull-down menu.

Move the pointer to the menu or document entry to be copied. Mark item(s) to
be copied, then click on the Copy button.

Go to 'Copy To' screen.

Select Paste in Edit pull-down menu.

The menu entry or document will now be available on the current screen.
NOTE

Documents can have high security in one menu and lower security in another.
The menu security can be used to control access to the contents of the menu.

Moving Documents and Other Items

To move a menu item or document to ancther menu.

On 'Move From' screen:

Select Mark on the Edit pull-down menu.

Move the pointer to the menu or document entry to be copied. Mark item(s) to
be copied, then click on the Move button.

Go to 'Move To' screen.
Select Paste in Edit pull-down menu.

The menu entry or document will now be available on the current screen.
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5.3

5.4

5.5

Changing All or a Major Part of the Structure

In restructuring major portions of the system, a good strategy to follow is to
establish a temporary menu screen or screens.

. Move all menu items (and therefore underlying tree structures) to the
temporary menu screens.

o  Move all isolated documents or items such as conferences to the temporary
menu screens.

¢  Restructure the system menus as appropriate.
o  Replace the saved items in the new structure.

Deleting Profiles

Profiles may be added or deleted as required, but be careful; if you delete parent
profiles the siblings still exist.

Use Profile maintenance on the Admin pull-down menu. A screen with current
profiles is displayed. Select Add, Change or Delete to perform the required task.
Refer to 'Setting up Profiles' in the 'Setting up the System' section of this guide for
more details on profile maintenance.

Date Formats

Date formats may be changed by selecting System Options entry on the Admin pull-
down menu.

Select Date Format. A cascading menu of Date Formats is displayed. Select the
date format required.

\\»e‘;:'
Bir Edit View Opliance Wiodow :

§

i Profiie Maiatenance
1 InfoGroup Huintanancs

Uesr Ruglotretion »

Sysingt Tuhlox
o

B O

ANNOUNCE GO

Wosts B pommyy |
CMMDDYY

\Warkiench

EDUCATION  SOFTWARE

Figure 5-1 Date Format Selection
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5.6

5.7

5.8

Language

Language may be changed so that screens, messages etc will be displayed in a
different language. Language may be changed by selecting System Options entry on
the Admin pull-down menu. Select Language - a cascading menu of languages is
displayed. Select the required language.

System e s3agt.
Artse

Frofile Mainienance
InfoBroup Maintenence

Usger Reglsrastian

i Docsmest Pool
i Yvyaste Basket

N

EDUCATION SOFTWARE

Figure 5-2 Language Selection

Display Account User Only

For example, monthly sales reports can be put into a Sales Report menu. Get your
MAPPER co-ordinator to load the documents so each has its subject salesperson as
the creator. Only that person will be able to access his or her individual report.

Changing Cost Codes

e.g. a department closes down.
e  List all users.
¢  Change their cost codes.
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5.9 Someone Else's View - Act As

Whenever an administrator establishes or changes a user's access rights or needs to
confirm that established security is correct, it is necessary to check that what has
been done is correct.

To achieve this, an administrator may 'act as' any other user for which they have
responsibility.

Select Act As on the Admin pull-down menu.

User-ID  Dept Contact Name

: DEMD 3@ DEMONSTRATION

| DUMMYS @ SELF REBISTRATION
: DUMMY$0042 @ SELF REG FOR 8842
| DUMMY$0585 @ SELF REG FOR @585
: GRULA 42 CARL GRULA

{ HUERLIMANN 12 BRUNO HUERLIMANN
{ HUMPHRIES 1 DEBBIE HUMPHRIES

- JINLEE 28 JIN ¥, LEE

| JINLEE 30 JINLEE
[LUZADDER 42 BEV LUZADDER
 DUSLEY 42 (WSLEY

: PURNELL 28 KIM PURNELL

Figure 5-3 'Act As' Another User

From the List box of User-IDs select the User-ID required.

5.10 Changing Job Profiles, e.g. Reorganisation

e  Print all users with profiles that are to be changed;
s  Change their profiles;

»  List all screens with old profiles;

¢  Change them.

5.11 Changing Information Owner, e.g. Someone

Leaves
o List all for his/her InfoGroup;

. Change name;

. Check InfoGroup members as well.
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5.12

5.13

Changing Screen Attributes

Move to the menu, document or bulletin whose attributes require change, eg; add
User-ID for menu maintenance.

Go to the File pull-down menu and select Title & Options.
Make the necessary changes then click on the OK button or TRANSMIT.

Access security may also be changed via the File pull-down menu.

System Message

This facility can be used to send a system message to all users.

Select System Message from the Admin pull-down menu. An input screen is
displayed.

Figure 5-4 System Message Screen

Enter or update text as required (up to 13 lines)
When finished select the OK button or press Xmit.

The message will be available to users under the News action on the Window pull-
down menu. It will be displayed as a pop-up message box.

Use the Remove button to remove a system message.
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5.14 Document Pool

Document Pool is a menu set up to catch documents coming into the system which
are directed at menus which do not exist, or are sent by users who do not have
appropriate access security. Such documents may have been sent from other or
remote systems by the Createdoc function.

The Administrator can look at what has been captured in the document pool area
and decide which menu to copy it to or perhaps to delete the item.

To access the document pool select Document Pool on the Admin pull-down menu.
The document pool menu looks like any other menu.

CINFO/SY:P00LT

Mo A TE T P e

Figure 5-5 Document Pool Menu

Use the move, copy and delete functions to relocate the items in the document pool
to the appropriate menus.
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Section 6

Account & Application Registration

6.1 Account and Application Registration

ACCOUNT
ACCOUNT il A USER
MAIN MENU
v \ 4
DEFINE SELECT
ACCOUNT MEDIA USER
TIE TO TIE TO
APPLICATION ACCOUNT
SELECT SELECT USER
APPLICATION SPECIFIC
FUNCTIONALITY FUNCTIONALITY

Figure 6-1 Account & Application Registration

This process is necessary where access control must be established to specific
applications on an account by account basis. An example of this requirement is
where the EIC application is utilised as a bulletin board system with user
entitlement being subject to contract.
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Establishing a New Account and Application

This is done in four separate steps and is variable dependent on the specific
registration requirements of the application being established.

These steps are:

s  Define the Account.

) Tie the Account to the Application.

s  Tie a User to the Account.

. Tie the User to the Application(s) within the Account.

6.1.1 Accessing the Account Registration Module

Select User Registration on the Admin pull-down menu. Then on the User
Registration pop-up, select Maintain User Account and Applications.

EXIC/SY:MAINL AMIC: Aunstralian Marketing Information Centre In: 1 of 12
File Edit View Options Admin Help 16:06:08

1 BOOKINGS Boaking System
2 DEPARTMENTS Unisys Australia Departments ocn AMIC
3 6o Index of items in AMIC
4 GRAPHICS Mapper Graphics
USER - Usar Registration

ZEER>

I

Poaition the cursor at the function you want. le ~* to returnm)
Then press the transmit key. 28

- I

O _ Maintain Usexr accocunt and Applications

B .

|
|
|
|
|
| O _ Add, Delete or Change User Inf tion
|
|
I
|
I

1 2 3Exit 4Refrah 5 6 7 8 9 10

Figure 6-2 Registration Selection Pop-up
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The main menu of the Account/Application registration module will now be
displayed.

EIC/SY:MAIN MATNTAIN USER ACCCUNT AND APPLICATION MATIN MERU
TILE vIEW HELP 16:57:55
| Remove Usex : Transmit at Accountd ]
| Reg New Usax : Transmit at User-ID (Fast path: Enter Acc §) More : + I
IMtn User In App: Transmit at User-ID (Fast path: Enter App) ]
{Mtn Acccant : Press FKS (Fast path: Enter *FES,Accod{,App]® in coammand line) |
I I
| Usex~ID User Namae Org CCC Aoccount Application I
| mm=mmmmmemsms emeecmococccmocoomos —wes wess |
{ ABDI - Iqtedar Abdi 0505 0510 testl - {
| ABEL - Mike Abel 0505 0682 testl - |
| ABERNETHY - Sandra Abernethy 0505 0702 {
| ADAMS ~ David Adams 0505 0005 {
| ADMIN - System Adwministrator 0505 0810 I
t AXTAT ~ Laura Affat 0505 0033 |
| ALEX - Alex Stevenson 0505 0810 TEST2 - ]
| ANDERSON2 - John Anderson 0505 0312 I
{ ANTHONY - Barbara Anthony 0505 0720 |
| ATKINSON - Tricia Atkinson 0505 0611 I
| I
More. .
Commnd [ l2Cancel
lHelp 2 3Exit 4Refrsh SMutAcc 6Maxk 7 8¥wd 9 10Action

Figure 6-3 Account & Application Registration - Main Menu
Each user registered in EIC will be listed in this module.

For each user, note the following details:

. User ID - Mapper User-ID of the user.
o  User Name

¢  Organisation number

¢  Cost Centre number

e Account name to which User is tied
Note the following functionality:

An input field adjacent to the User-ID allows access for tying the User-ID to an
account.

An input field adjacent to the Account field is used in the User-ID removal process.
An input field for Application name is used in tying account to application.

Function Key 5 (F5) is used for Account maintenance.
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6.1.2 Defining a New Account

Select Function Key 5 (F5) on main menu to access the Account list.

EIC/SY :MIRACC MAINTAIN ACCOUNT
rILe HELP 10:30:31
| Aocount Detail : Press Transmit at Account Entry [}
| Remove Account : Press Transmit under Rew ¥ore : + ]
| Register Account : Press Fé !
! Last !
| A/C ID Nama Start End Reaview Croate Update Ruw !
[ - I
| ©81100 -~ profile ©s1l00 911031 921231 921020 911108 911108 - !
| ADVANCE -~ Advance Bank 911002 921231 920131 911002 $1l002 - !
| CATHAY ~ CATHAY 911018 911130 911130 911018 911018 - !
| CITICORP - Citibank 911001 921231 920131 911001 911001 - !
| DASMCT - Dept Admin Serv ACT 911001 921231 $20131 911001 511001 -~ }
| Yordaust - Ford Australia 911001 921231 9520131 911001 911001 - |
| dowi - 4ow test 911101 911231 911215 911107 911107 - !
| Jul/Aus - From Julian 901201 $21201 921201 911203 911203 - |
| Jul/Pace - From Julian 901201 921201 921201 911203 911203 -~ |
| mtisa - Mt Isa Mines 93110031 921233 920131 911001 911001 - |
| nswattge - NSW Attorney General 911002 921231 920131 911002 911002 - }
1 !
More. .
Coxmmand O 12Cancel
1Help 2 3Exit 4Refrsh 5Copy 6Addace 7 8Fhwd Sain 10

Figure 6-4 The Account List

Account details may be copied from an existing Account by moving the cursor to the
desired account name then selecting Function Key 5 (F5).

To add a new account, select Function Key 6 (F6).
The New Account entry pop-up will be displayed. Details for up to 6 new accounts

may be entered at this time. Once necessary fields are completed, transmit to save
and return the main account list.

BIC/SY :MTHMACC MAINTAIN ACCOUNT
FILE HELP 10:30:31
| Account Detail : Press Transmit at Account Entry I
{ Remove Accoount : Press Tranamit under R More :@ + |
| Ragis NEW ACCOUNT ]
1 { Enter Hew Account Data and press Transmit to register | |
| a/C x| | 1
| m———— 1SQ Identity Name Start nd Raview | ]
| o811101 [TEST001 ] [Documentation Test 1 [920201] [920202] [920202] | }
| ADVAN|02 { 1 { 1t 1 10 1 1
| CATHA|O0S [ 110 11 1( 11 1 !
| CITIC|O4 [ 11 11 11 1t 11 I
| DASACIO5 [ 10 11 11 11 11 i
| Yordal06 [ 11 11 11 11 11 1
| Jow1 | i I
| Jul/AlNote : Date should be in format YYMMDD | |
| Jal/p| i |
| mtisa - Mt Isa Mines 911001 921231 920131 911001 9311001 - i
| nswattge - NSW Attorney General $11002 921231 920131 911002 911002 - ]
! !
More. .
Command O 12Cancel
1 2 3Exit 4Refrah 5 6 7 8 9 10

Figure 6-5 New Account Entry Pop-up
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6.1.3 Account Maintenance - Review Dates

On the main account list, type in the Account Name on the Command Line or roll to -
select the account. This will cause the maintenance sereen for the selected account

to be displayed.

uc/s!:m!i MATINTATN APPLICATION IN ACCOUNT

rILE HELP 10:39:09
| Display detail : Press Tranmxmit at Application entry

| Remove Application : Press Transmit under Ruw

| Hew Application : Pxess Té6

| Maintain A/C Date : Press IS5

Account Nuwber TEST001 Name Docmmantation Test

Bl

1
|
| Start 920201 End 920202
| Last
| Application Start End Review Create Update Ruw
I -
1
Bot:
Cooxeand O 12Cancel
1Help 2 3Exit 4Rafrsh SAcDate GAddAp 7 8 Sain 10

Figure 6-6 Account Maintenance Screen

To maintain the account action and review dates, select Function Key 5 (F5) on the
Account Maintenance Screen. The Account Review Pop-up will be displayed. Alter
the details as required and TRANSMIT. On completion, the Application
Maintenance Screen will be redisplayed.

BIC/SY:MTXAPP MAINTAIN APPLICATION IN ACCOUNT

rI.E HELP ’ 10:39:09
Display detail : Press Transmit at Application entry

Remove Application : Press Transmit undar Row

New Application : Press I6

Maintain A/C Date : Press F5 | ACCTOS TES?T001 i

! |
| |
i |
1 |
| | Enter new date and press trangmit to amand | |
| Acoount Number TEST001 Hame| Date format is YYMMDD [
i |
| ]
| i
| |
i 1

Start 920201 End | |
i Creation : 920114 Zast Update : 920114}
Application Staxt | i
P A t Name ...... [Documantation Test ] |
I i
| Start Date ........ [920201) P
! &nd Date .......... {920202) |
| Review Date ....... {920202) i
| |
Coaxmand O 12Cancel
1 2 3kxit 4Rafrsh 5 3 7 8 9 10

Figure 6-7 Account Review Date Pop-up
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6.1.4 Tie the Account to the Application
Select Add Application Function Key 6 (F6).
The New application pop-up will be displayed. Enter the application name to be

registered (in this case 'MIP’). Note that the start, end and review dates may be
altered at this time. For first time through, default dates are taken from the Account

registration process.

RIC/SY:NTHAPP MAINTAIN APPLICATION IN ACCOUNY

e HELP 10:46:47
| Display detail : Press Transmit at Application entry

| Remove Application : Press Transmit under Ruw

| New Application : Press T6

| Maintain A/C Date : Press F5 | ACCTC4 TESTO01

| Enter naw Application data and press
Aococunt Ruxber TEST001 Name| Transmit to register

{
1 {
I {
{ Start 920201 ¥nd | |
{ | Application Name ...... 4 ] i
{ Application Start | Sub Ascount Code ...... { ] (if any)|
| ! !
| | Start Date ............ [920201) 1_
| End Date .......oounune [920202] 1
| Raview Date ........... [920202] |
[ 1
Coozand O 12Cancel
1 2 3Rxit 4Rafrsh 5Prompt 6 7 8 9 10

Figure 6-8 New Application Pop-up
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Enter the data then press TRANSMIT. The application will now show up on the
Account Maintenance Screen. Note that there are two entry fields for the
Application. The field alongside the application name allows setup of the application
specific details. The RMV (remove) field removes the application from this account,
once the application specific details have been reset.

RIC/SY : MIXARP MAINTAIN APPLICATION IN ACCOURT
TR HELP 10:51:02

| Display detail : Press Tranmmit at Application eantry
| Remove Application : Press Transmit under Raw

| Rew Application : Press Y6

{ Maintain A/C Date : Press Fr5

Account Nunber TESTO01 Name Documsntation Test

i
|
|
!
|
1
|
!
!
!
wip - 920201 920202 920202 920114 920114 - 1
!
tom

!
]
] Start 920201 Znd 9520202
[} last
| Application Start End Review Create Updata Ruw
l -
i
|
Bot
Cozxomand O 12Cancel
1Help 2 3zxit 4Refrsh SAcDate GAdARp 7 8 9dain 10

Figure 6-9 Application Registered for Account

6.1.5 Define Application Specific Details

Each application may have specific details necessary to be supplied for proper
functioning or to identify the specific facilities and functionality to be attached to the

account.

To establish the application specific details (in this case for the MIP - Mapper
Interface to PRIMUS application), tab to the entry field for the selected application
and TRANSMIT.
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The MIP account profile screen will be displayed. Specific functionality will be added
to this screen for use by the account.

EXIC/SY:ACCTO1 MAINTAIN ACCOUNT PROFILE IN MIP
e view HELP 10:59:09

Remove 8pecific : knter Y Alcngside and Press Transmit
Ada Specific : Press ré
Akmand Appl Date : Press Ir$

] |
1 |
! 1
] ]
I aAppl : Staxt 9520201 End 920202 Review 9520202 H
{ Aocoocunt : ID TESTO001 ¥Hame Documantation Test ]
f < Prims > |
| Site 14 Application Library Doc Type Start Rueer |
| - ]
I 1
Bottom

Conoroand [ 12Cancel
1Help 28at 2 3Exit 4Refrsh SApDate 6Add 7 8 SMain 10Action

Figure 6-10 MIP Account Profile Screen

To add specific functionality for MIP, select Function Key 6 (F6). It is possible to
tailor functionality to a sub-account. Select Function Key 5 (F5) for this. MIP is the
PRIMUS access application and requires a number of separate document selections.
These could be entered one at a time using the ADD SPECIFIC pop-up window.

BIC/SY:ACCTOL1 MAINTAIN ACCOUNT PROFILE IN MIP
e VIiEN HELP 13:19:46

Remove Specific : Enter Y Alongside and Press Transmit
Add Specific : Press ré
Amand Appl Date : Press ¥5

ACCT02 ADD MIP SPECIFIC TO ACCOUNT

3

|
|
1
| 1
: Start 920201 End | Enter specific and Press Transmit [
Acoount : ID TESTO0L1 Nama | [
Lrmmonnn Primug -——====-- > | Primns Site ID ....[SY~ 1 1
Site Id Application Libraj| Primms Appl ....... [PRIMUS ] [
| Libraxy .......... [{A-SERIES ] i
| Doa Type ......... { ] il
! )
| Start Date ........ [920201] Y¥MMDD 1
i I
¢ 40 12Cancel
1 2 3Exit 4Rafrsh SProempt 6 7 8 9 10

Figure 6-11 MIP-Specific Functionality Pop-up
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To add multiple documents, select Function Key 5 (F5) PROMPT. This provides a
pop-up window which displays the possible documents available via MIP. Any of
these can be selected by tabbing to them and transmitting, or multiple selections
may be made by entering '/ in each entry field. Transmit or Roll (Function Key 8) F8
saves the selection. When selections are finished, selecting Function Key 6 (F6)
creates the document list.

RIC/SY:ACCTO1 MAIRTAIN ACCOUNT PROFILE IN MIP
FILE vIiEw HELP 13:19:46

PRONEPT ress Transmit
Press Transmit at entry for single salect

I i
N | I
1 | 1
|} Application Library D t | ADD MIP SPECINIC TO ACCOUNT | |
{] PRINUS ASEBRIES cne - |specific and Press Transmit 11
[l PRIMOS ASERTES FLE -1 11
|1 PRIMOS ASERIES oer - | 8ite ID [5%- 1 [
{1 FRIMDS B1000 CHG =1 Appl ....... [PRIMUS ] 11
|| PRIMOS B1000 PLE LI | R [A-SERIES 1 11
1| PRIMOS Blooo ocr - |P® ..iii.eaen { ] 1
1 PRINOS coM CHG -1 ]

1 PRINOS coMt FLE - {Date ........ {920201] YYADD 1}

| PRIMUS coM ver - | [}

| PRIMUS TINANCIAL CHG -}

I 1

|Note : Enter "/" along entry for mltiple |

] selection and Press FK6 to creates |

| ]

Corrmnd O 12Cancel
1 2 3Exit 4Refxrsh 5 6 7 8iwd 9 10

Figure 6-12 Example Document Selection for MIP

On returning to the MIP account profile screen, the selected functionality is
displayed.

EIC/SY:ACCTOL MAINTAIN ACCOUNT PROFILE IN MIP
 poé ] view KELP 13:19:46
PROMPY ress Transmit

|Press Transmit at entry for single select |
I

I I
| I
1 1
{1 dpplication Library Documant | ADD MIP SPECIFIC TO ACCOUNT | |
1l PRINOS ASERIES [o {c] / |specific and Press Transmit (]
11 RIMOS ASERIES PLE /| ol
| | PRIMUS ASERIES ucr / | site ID ....[S¥~ ] [}
|| PRIMUS B1000 cHG /1 AppL ....... [PRIMUS b 1
i PRIMUS B1000O rLE /1y e [A-SERYES ] [
1| PRIMUS B1000 ocr / lpe ......... t ] I_l
| PRIMUS coM CHG /1 !

| PRIMUS coM PLE / |Date ........ [920201]) YVWaMDD |

| PRIMUS oot uer /71 i

{ PRIMUS FINANCIAL cHG -1

i |

{Note : Enter "/" along entry for mmltiple |

| selection and Press rX6 to create |

| i

Cocxmand O 12Cancel
1 2 3Exit 4Refrsh 5 6 7 8¥wd 9 10

Figure 6-13 Selected MIP Functionality Assigned to the Account
The necessary actions to tie the selected application to the account are now

completed. Return to registration main menu for the next step - selecting Function
Key 9 (F9) returns to the main screen.
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6.1.6 Add Userto an Account

Select the user to be added. In this case select 'ADAMS'.

Tab to the user entry then TRANSMIT. The account list will be displayed. Roll the
window to locate the account, tab to the account entry then TRANSMIT.

The user '"ADAMS' is now tied to the account - in this case Account Number

TESTO001.
EIC/SY:MATH NAINTAIN USER ACCOUNT AND ARPLICATION MAIN MENU
g4 ] VIiEN HELP 18:38:53
| Resmove User : Transmit at Account# |
|Reg New Usar : PTransmit at User-ID (Yast path: Enter Acc #) More : + |
|Mtn User In App: Transmit at User-ID (Fast path: Enter App) |
{Mtn Accocunt : Press FKXS5 (Fast path: Rnter "FXS5,Acc#[,Appl]” in cormand line) |
1 |
{ Usex-ID User Nama Oxg CCC Acoount Application H
| mmmmemmmmems  emeemmeoemecocecooo cooo oo—- !
| ABDI - Igqtedar Abdi 0505 0510 testl - I
| ABEL - Mike Abel 0505 0682 testl - |
{ ABERNETHY - Sandra Abernethy 0505 0702 |
| ADAMS - David Adxms 0505 0005 TESTO01 ~ ]
| ADMIN ~ System Administrator 0505 0810 H
| ANFAY ~ Laura Affat 0505 0033 i
| ALEX - Alax Stevenson 0505 0810 TEST2? - i
| ANDERSON2 ~ John Anderson 0505 0312 |
| ARTHONY - Barbara Anthony 0505 0720 i
| ATKINSON - Tricia Atkinson 0505 0611 1
i I
Moxe. .
Coaxmand [ 12Cancel
1Help 2 3Exit 4Refrsh SinthAoc @dark 7 Shwd 9 10Action

Figure 6-14 User 'ADAMS' tied to Account TEST001

A quicker method of achieving this is to type the account number directly alongside
the user entry.
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6.1.7

Adding User-Specific Facilities in Account

The facilities added and the screens used are completely application dependent. The
example described here applies only to the MIP application.

Select user entry.

Select Application on Application Selection Pop-up. In this case it will be for the MIP
application which requires selection of the initial document to be displayed on entry
and the document types this particular user may access.

On Application User Profile Screen for MIP, select Function Key 6 (F'6), Select All to
add all selections or alternatively type 'y’ against each selection then TRANSMIT.

The next screen to be displayed allows the administrator to nominate the document

which will be displayed for this user on initial entry to MIP. If nothing is selected,
the system makes the first document entry the default.
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6.2

6.2.1

6.2.2

6.2.3

6-12

Deleting Items From the Registration System

Disconnecting a User from an Account

The first step is to delete the User Application specific functions. On the main menu,
enter the application name in the blank field alongside the nominated user's entry.

Alternatively, tab to the menu entry for the user and select the application name

from the Application pop-up menu. Note if the user is to be completely removed, the
process must be repeated for each application to which the user has been attached.

On the Application User Profile Screen, select Function Key 6 - Delete Application
on Function key set 2. Delete each of the user specific items.

When completed, return to the Application pop-up window, then back to the main
menu.

To finally delete the user from the Account registration system, transmit at the
Application entry field for the user.

Disconnecting an Application from an Account

On the main menu, select Function Key 5 (FK5) - Maintain Application.

Enter the Application name in the Command field or select the required Account
name from the list then TRANSMIT.

On the Account functionality maintenance screen (Maintain Application in Account),
for each application registered, tab to the Application entry field and delete the
Application -specific selections. Note that this step is application dependent.

Once the Application-specific selections have been deleted, return to the Application

functionality maintenance screen and tab to the Application remove (RMV) field
then TRANSMIT. This will delete the Application connection.

Deleting an Account
Select Function Key 5 (FK5) on the main menu - Maintain Account.

Tab to the remove field (RMV) and TRANSMIT.
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Section 7
Managem ntR ports

7.1 The Basic Reports

The following Management Reports are provided as part of the basic EIC
deliverable.

o  User Profile Report.
. Resource Utilization Report.

The Management reports may be accessed via the Admin pull-down menu and
choosing Reports.

Erofile Maistenenoe
InfoSroup Maintenanoe

lleer Registretion »

BULLETIN JaB5

COHRFERENOF PRODLLT

Wacts Hackeat

Figure 7-1 Admin pull-down Report Selection
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7.2

7.21

The system will display a selection window, select the required report then
TRANSMIT.

RIC/SY:MAIN1 AMIC: Anatralian Marketing Infermation Cantre In: 1 of 12

Tile Bdit View Options {Admin | Help 15:10:04 O
REPORTS - Management Raeports
| X 1 BOOK | Press Transmit Key with cursor positioned to the |
| M 2 DEPARTMENTS | Subject you want. i
| M 3 G0 | |
| M 4 GRAPHICS | O _ Report - Profile And Associated User §
1 M 5 INDUCTION | O _ Report - Resouroce Utilization ]
H A 6 INFOCENTRE | O _ Report - Operatiom 1
| A 7 MAP2SM | O _ Chart - Resouroe Utilization |
| A 8 OLD-AMIC | O_ Chart - Operation t
| M 9 PRESS 1 |
{ M 10 SELL | |
) M 11 SYSTEIMS } }
} K 12 WORKBENCH i i
i i I
| |
} {
| I
} {
- i i
Bottom
Conzmand O 12Cancel
1 2 3Exit 4Refrsh 5 & 7 8 9 10

Figure 7-2 Management Report Selection Window

Profile and Associated User Report

Two options are presented:

e  Asummary report; this details the Parent and Child profiles in use and the
number of users registered in each.

. Report by specific User Profile.

Summary Report

EIC/SY:MRFRO01 Profile Summary 92/02/14 Ln: 1 of 155
Tile View Options Help 16:02:41 O

§ EIC/SY Management Report <|
| MRPROO1 Profile Summary As At $2/02/14 {
I I
| SEQ Parent Prof Profile Descriptica ¥o. Of User |
| === - |
i 1 ADMIN AMIC Administrator 2 {
| 2 ADMINIS Unisys Administraters 0 ]
{ 3 AMIC AMIC-Public User 3 t
i 4 AMIC-ADMIN 2 |
] 5 AUSTRALIA Australia 2 {
| 6 BA Branch Admipistrator 3 i
i 7 BD Business Develcpmant 0 i
{ 8 BN Branch Managers 5 |
| 9 BR-ADMIN 1 i
| 10 BR-SUPPORT Branch Support Managers 2 {
| 11 BSM Branch Support Managaers 0 |
| 12 BUS-PLAN-MGR Eusiness Planning Managers 0 {
! I
More..
Commmnd O 12Cancel
1Help 2 3Exit 4Refrsh § 6Right 7 8¥wd Main 10Action

Figure 7-3 Profile Summary Report
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7.2.2 Nominated Profile Report

On selecting this report, a selection window is presented. To select the Profile(s)
required, enter '/ character in the field associated with each Profile, then
TRANSMIT. (Rolling forward saves the selection.)

EIC/8Y:MRPROOL Profile Summery 92/02/14 In: 1 of 1585
File View Opticns Help 16:02:412 O
Profile And Associated Usex

] RIC/8Y M| Enter choioa of zeport. Then press transmit key. |

{ MRPROO1 Profile Sumi
| |
] 8%Q P t Manag t Repoxrt - MRPROO2
| === memm——— | Enter / to seleat profile. IFK8 to next page if applicable.

!

!

|

1]

] 1 | Press tranamit to produce report. il

1 2 | 1]

i 3 { _ Areaw _ ADMINIS _ nac _ ADSTRALIA ||

P4 | _ Ba — BA-ACT — BA-NSW-CT _ BA-NSW-rIN ||

i s |  BA-NSW-FIN2 _ BA-NSW-PS _ BA-NSW-VAM  _ BA-QLD i

i 6 | _ BA-SA — BA-TAS — BA-VIC-CT _ BA-VIC-TIN ||

i 7 { _ BA-VIC-PS _ BAWRA _=® — ED-I® i

| 8 { _ BD-NSW _ BD-QLD _ ED-VIC _m il

{9 | _ BM-ACT — EM-NSW-CT _ BM-NSW-FIN  _ BM-NSW-FIN2 ||

| 10 { _ BM-NSW-PS _ EM-NSW-VAM  _ BM-QLD _ BM-SA 1

{12 | _ BM-TAS — BM-VIC-CT _ EM-VIC-FIN  _ BM-VIC-PS 1

| 12 | _ BM-vIC-UT _ EM-VIC-VAX _ EM-WA _ BR-SUPPORT ||

i I i

More. .

L d O . 12Cancel

1 2 SExit 4Refrah 5 € 7 8hwd 9 10

Figure 7-4 Nominated Profile Report

The following report details are presented by the system

- OF REPCRT MRPRO02 ---—-

EIC/SY:MRPRO02 Norminated Profiles $2/02/14 Ln: 1 of 15

rile View Opticans Help 16:05:20 O
| EIC/SY Managemant Report <]

| MRPROO2 Nominated Profiles As At 92/02/14 |
i } {
| Parent Prof Profile @ - - = - = = USER NAMKE - - -~ - « - i
1 1
i ADMIN Sharen Boler Alex Stevenson |
§ ADMIN - AMIC Administrator Total = 2 {
! i
{ BA BA-NSW-FIN2 - BA-NSW-FIN2 Total = Q I
| |
| BA " BA-TAS Patricia Curran |
| BA BA-TAS - BA-TAS Total = 1 {
| 1
| I
! |
i |
| I
I |

Bottem
C a0 12Cancal
lRelp 2 3Rxit 4Refrsh 5 6Right 7 8 SMain 1l0Action

Figure 7-56 Nominated Profile Report
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7.3

7.3.1

7-4

Resource Utilization

The objective of this report is to provide system usage details (in MAPPER terms) for
charge-out purposes.

Individual reports may be selected as follows:

e  Summary by InfoGroup.
e Details by Nominated InfoGroup.
e  Details by Organisation and Cost Centre.

A 12 month history is also available from the selection window.

Summary by InfoGroup

EIC/SY:MRUTLOL Utilization Summary By InfoGroup 92/02/14 In: 1 of 85
File View Opticns Help 16:09:27 O
t EIC/SY Management Report <|
| MROTLOL Utilization Sunmary By Infodroup As At $2/02/14 |
1 I
} Orga Cost  «—w-cece=a Total«e—ecunaa |
[ Infc Gromup Code Cntr Lines Bytez (K) 1
I meeesessence coee coe- |
| DOCTUMENTPOCL 0000 0000 35 4.07 ]
] HELP 0000 0000 37 4.28 ]
| MAIN 0000 0000 188 20.44 t
] WIMENT 0000 0000 §79 83.78 |
| NEWS 0000 0000 105 11.56 |
| PATC 0505 0173 69 §.01 |
i SOFTWARE 0505 0211 115 11.80 I
| SYNRRCOM 0505 0250 18 2.25 ]
| 2200-PM 0505 0312 3¢ 4.17 |
| ASERTES-PM 0505 0312 36 4.17 |
| PC-PM 0505 0312 36 4.17 ]
I I
More. .
Comrmand [ l2Cancel
1Help 2 Spxit 4Rafrah 5 6Right 7 8Xwd Sain 10Action

Figure 7-6 Detail Summary by InfoGroup
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7.3.2 Summary of Nominated InfoGroup

A selection window detailing all available InfoGroups will be displayed. Enter '/
character in the input window for each report required, then TRANSMIT. Note that
the selections are saved if the window is rolled forward.

RIC/SY:MRUTLOL Utilization Summary By InfoGroup 92/02/14 In: 1 of 88
File View Opticas Help 16:09:27 D
R Utilization
| Enter choice and press transmit key at date of raport you want.
MRUTLOL i
|

Management Report - MRUTLO2
Inf| Enter / to select InfoGroup. UIFKB to next page if applicable.
=--=-{ Press transmit to produce report.

1 i
1 1
! 1
! 1
1 H
I 1
i DoCc| A
| HEL| / 2200 _ 2200-P™ _ ACC-REC _. ACCOUNTING i1
| MAI| _ ADMIN _ AsD _ ASERIES _ ASERIES-PM 3]
{ MYM| _ ASIA _. RUSTRALIA _ BAD _ BARINA i
! NEW| _ comds _ conr _ CONKECT _ cTos ]
i PAT| _ CTOS-PM _ DATARASES _ Dboc _ DOCUMENTPOOL | |
| sor| _ ¥pI _. EDUCATION _ F&A _ FINANCE 11
{ SYN| _ TLASH _ sovr _ HELP _ RR Pt
| 220] _ TFDEX _. DDUCTION _ INYOCENTRE _ INFYOIMAGE 1
| ASE| _ INTORMIX _ LEGAL _ Lmce _. LOB-NKXTG 1l
| PC-{ _ M-SYNERCOM _ MATX _ MAPPER _ MxTG Il
| 1 11
More. .

Command O 12Cancel

1 2 3Exit 4Refrsh 5 6 7 8¥wd 9 10

Figure 7-7 InfoGroup Selection Window

The summary report is displayed, giving details of MAPPER usage for the selected

InfoGroup(s).
EIC/SY:MRUTLO2 Utilization By InfoGlroup 92/02/14 In: 1 of 18
Tile View Opticns Help 16:13:28 D
| BIC/SY Management Report <|
| MRUTLO2 Utilization By InfoGroup As At 92/02/14 ' |
1 {
i Orga Cost L mee=- Count —~===- Average i
| Info Group Code Cntr Cab R Siz Type Reapoxt Total Ln Ln / Rpt l
|  memmmmseseme wmew e == v mes e - - 1
{ 2200 0505 0681 028 B 100 MISC 2 85 43 |
| {
| 2200 0505 0681 028 E 080 DOCU 1 2 2 {
1 |
1 2200 0505 0681 028 H 100 SCRN 4 69 17 i
! |
I 2200 0505 0681 028 I 132 DOCU 1 20 20 {
| |
] 2200 InfoGroup Total = 176 Lines ( 20.30 K Bytes) |
{ |
| 1
[ [
More. .
c d 0 12Cancel
1Help 2 3Exit 4Rafxrsh 5 6Right 7 8Twd SMain 10Action

Figure 7-8 Nominated InfoGroup MAPPER usage details
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7.3.3

734

7-6

Details by Organisation and Cost Centre

The following report is displayed.
EXC/8Y:MRUTLOS Ttilization By Org & CCC 92/02/14 In: 18 of 329
File View Options Help 16:18:09 O
| MROTLOS Utilization By Org & CCC As At $2/02/14 <|
! !
| Ozga Cost D eeeew Count —==-~ Average I
| Code Cntr Cab R Siz Type Report Total Ln In / Rpt }
| e - = eme eeee !
} 0505 0178 028 B 100 MISC 2 17 9 I
| |
I 0505 0173 028 E 080 DOCU 2 4 2 |
| !
1 0505 0178 028 H 100 SCRN 3 48 is !
| |
| 0505 0173 CCC Total = 69 Lines ( 8.01 K Bytes) 1
| !
| . RIRCY i
| |
{ BIC/SY Management Report 1
| MRUTLOS Utilization By Org & CCC As At $2/02/14 1
[ !
Moze. .
. a0 12cancel
lHelp 2 3kxit 4Rafrsh S SRight 7Bkwd 8Fwd 9ain 10Action

Figure 7-9 Report by Org and Cost Centre

History Report

Choose a basic report selection, then tab to the History Selection date entry and

BIC/SY :MRUTLOS Utilization By Org & CCC 92/02/14 in: 18 of 32%
File View Options Help 16:18:09 O
Resource Utilization
MRUTLO 3 | Entar choice and press tranmuit key at date of report you want.
I
Oxgaj

! 1
! |
! i
1 Coda| [_] 1. NRUTLO1 - Summary By InfoGroup |
1 e | 2. MRUTLO2 - Detail by Nominated InfoGroup... |
| 0505 3. MRUTLO3 - Detail by Oxg & CCC I
! i !
| 0505 | |
1 i i
i 0505 i
| i Current Status As At |
! 0505| _ 920214 !
| | 1
i

|

1

!

!

.BJIXCT | =m————— History As At (Max 12 Month History Available) ~=--=-=-~ i

| _ 9201 _ si12 {

I i

MRUTLOS | |

| !

Bottem

Cooxand O 12Cancel
1 2 3Exit 4Rafrsh 5 [3 7 [] 9 10

Figure 7-10 History Report Selection
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7.4 Operations Reports

The purpose of these reports is threefold:

e  To give the EIC Administrator a 'feel’ for overall system growth and usage.
e  To highlight any unusual growth areas.

e  To allow the InfoGroup owners and the system Administrator to manage the
EIC Wastebasket area.

7.41 InfoGroup Reports

Four reports are provided in this area.

BIC/SY:MAINL ANIC: Anstralian Marketing Informmtion Caentre In: 1 of 12
File Edit View Options jAdmin | Help 15:10:04
Repoxt - Operaticn

} ¥ 1l]lEanter choice and press transmit at Section A or B if applicable.|
I M 2| |
{ M 3 Section A B|
l} N o4 [ 1. NMROPRO1 - InfoGroup Memu Activity... Y Y
| ¥ 5] 2. MROPRO2 - InfoGroup Growth Rate... N Y|
| A 6] 3. MROPRO3 - InfoGroup Update Rate... N Wi
| A T 4. MROPRO4 - InfoGroup Wastabasket Status... Y N
| A 8} |
| M 9| |
| M 10| ~- Section A ------ Current Status As At |
1 M 11| _ 920306 !
| M 12} I
} |=-- Section B ~e===- History As At (Max 24 Monthly History) ----- }
1 I

| |

I I

| I

1 i

Bottom

c 4 12Cancel

1 2 3exit  4Rafrsh 5 6 7 8 9 10

Figure 7-11 InfoGroup Reports Selection
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InfoGroup Menu Activity

Enter selection 1 and the date range necessary from Section A (current status) or
Section B (history).

A pop-up will be presented to allow InfoGroups to be selected for reporting.

RIC/SY:MROPROL InfoGroup Menu Acotivity 92/03/0€ In: 1 of 16
Pile View Options Relp 15:13:12
Rapoxrt - Operation
{Enter choice and press transmit at Sesction A or B if =pplicable.|
| 1
MROPRO1 i Section A B
Manag t Report - MROPRO1
| Enter / to selest InfoGroup. FXS8 to next page if applicable.

1
1
|
1
!
|
| InfoGroup |
|
!
|
|
1

1

| Preass transmit to p Teport. H

!

mememnmean| / 2200 _ 2200-PM  ACC-REC _ ACCOUNTING |

2200 | _ Ao _ AsSD _ ASERIES _ ASERIES-PH |

| _ ASIA _ AUSTRALIA _ Bao . BARTHA {

| _ cosats _ CoNr _ CONNECT _ cro8 |

| _ CTOS-PX _ DATABASES _ bec _ DOCUMERTPOOL |

| memreccon- | _ EDI . EDUCATION _ ren _ roaxce !

| 2200 | _ TLASE _ Govr _ HELP . HR !

1 | _ DIDEX . INpDUCTION . DHTOCINTRE . INTOIMAGE i

| | _ IHTORNIX _ LEGAL . LINC _ LOB-MEKTG !

| | _ M=SYRERCOM _»am _ MAPPER _ WKTG 1

! l l

More. .

Cormand 12Cancel
1 2 3Ekxit 4Rafrsh 5 6 1 8Fwd 9 10

Figure 7-12 InfoGroup Selection - Reporting
The system will report against the InfoGroup(s) selected.

The following example is for a single selection.

~=-- END OF REPORT —-—-

EIC/SY:MROPROL InfoGroup Menu Activity $2/03/06 Ln: 1 of 16

File View Options Help 15:13:12
f <{
H EIC/SY Management Report I
| MROPRO1 InfoQroup Menu Activity As At 92/03/06 |
| !
| f
i Item Manu Month Last Last 12 |
| InfoGroup Description pass To Date Month Months i
! 1
| 2200 Conference Menu 220010 0 0 0 ]
{ Manu 220011 ] 0 0 |
! 220012 [} 0 0 {
i 22009 2 0 0 ]
| |
| 2200 Total 2 0 [} i
! f
1 1
| i
i |

Bottam
Conxomnd 12Cancel
1Help 2 3Bxit 4Refxsh 5 6Right 7 8 SMain 10Asction

Figure 7-13 Sample Menu Growth Report - Single Selection
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InfoGroup Growth Rate

This report is based on historical growth rates. Enter the selection number then
choose the required history period from Section B of the input menu.

A pop-up will be presented which allows specific InfoGroup(s) to be chosen to report
against.

The system will display a report showing growth by InfoGroup.
InfoGroup Update Rate

Select item 3 from the menu selection.

A pop-up will be displayed, select the required InfoGroups and the date range.

EXIC/SY :MROFROL InfoGroup Maenu Activity 92/03/06 In: 1 of 16
File View Options Help 15:138:12
Management Report - MROPROS

| Enter Date, Section A & B selection. Press transmit to areate report.
!
M| Update rate between [520101] to [520401] (YYMMDD)
!

| !
| !
! !
1 |
| |== Segtion A ~=-w- Select InfoGroup by / )
I 17 2200 _ 2200~-PM _ ACC-RRC _ ACCOUNTING |
| In} _ ADSON _ ASD _ ASERIES . ASERTES-PH |
| ==1 _ ASIA _ ADSTRALIA _ RAD _. BARIMA ]
| 221 _ cossts . conr _ CORNECT _ Ccros !
I | _ cros-m _ DATARASES _boc _ bocoenrrOQL |
R - ¢ _ EDUCATION e _ FINANCE !
{1 _ TIAsK _ eovr _ Hxre _MHR ]
| == b
2200| -~ Section B ----- Select Item Type by /, blank input for all -----c--w- H
! | . Conference Menu _ Bulletin Board _ Conference Item (Ope !
| _ Documant _ Foxm _ Graphics H
! ! I
! !
More. .

[~ d . 12Cancel

1 2 3Exit 4Refrsh 5 6 7 Shwd 9 10

Figure 7-14 Update Rate Selections
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A pop-up will be displayed to allow selection of the EIC component

EIC/SY:MROPRO3 InfoGroup Update Rate 92/01/01 - $2/04/01 In: 1 of 21
File View Options Help 15:18:48

EIC/SY Management Report <
MROPRO3 InfoGroup Update Rate 92/01/01 - 92/04/01

InfoGroup Item Count

2200 BULLETIN BOARD

3888

E E

-

o

w
000000000 CO

More. .

Command 12Cancel
1Help 2 3Exit 4Refrsh 5 6Right 7 Shwd SMain 10Action

Figure 7-15 InfoGroup Update Rate Report
Wastebasket
Select item 4 from the Report menu.
A pop-up will be displayed which allows selection of the required InfoGroups.
Select the required InfoGroup (use '7 to identify ) then TRANSMIT.

The system will provide summary report by selected InfoGroup.

EIC/SY:MROPRO4 InfoGroup Wastaebasket Status 92/03/06 In:1l of 9§

File View Options Help 15:20:53
| EIC/SY Management Report <i
| MROPRO& InfoGroup Wastabasket Status As At 92/03/06 |
I |
i D t Total Last |
| Infolroup Desaription Maximom Current 8 Full Lines Update {
| I
| 2200 2200 Product Info 999 o 0.00 5 920302 H
I |
i -~~~ END OF REPORT --——- |
| |
| |
] |
i |
H |
Bottom
C d 12Cancel
1Help 2 3Exit 4Refrash 5 6Right 7 8 SMain 10Action

Figure 7-16 Wastebasket Report By Selected InfoGroup
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Section 8

User Education

8.1

8.1.1

8.1.2

This section tells you what the different kinds of people using EIC need to know in
order to use EIC effectively.

Users

Users use EIC as a source of information. They need to know how to:

e Logon to EIC;

e  Use the Menu Bar in EIC;

e  Locate information in the menus keyword, text search;

¢  Use their private MyMenu and NotePad,;

e  Send Electronic Mail with EIC, as documents or data from a form, print;
e  Get help on problems.

Logging on to EIC

Logging on to EIC involves several things which can be specific to each individual
user. .

They are:
e  The type of machine that they use, for example, a dumb terminal or a

workstation.

e  The type of data communication link between the machine and the EIC host
system. This could be via a local area network, a dial-up connection using a
modem, or a permanent circuit which uses a leased line.

e  Any terminal emulation software used by a workstation.

e  Security access to the host computer, ie username and password. If a user
needs help with anything mentioned above, help may need to be obtained from
either a technical specialist at the user's site, or, in the case of security access,
from your MAPPER coordinator.

Use of the Menu Bar within EIC

Initially, you should show a new user how to use the Menu Bar. The options are
documented in the EIC User's Guide.
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8.1.3

8.1.4

8.1.5

8.1.6

8.1.7

Locating Information

The instructions you can give a new user are:

To locate the information, start at the main menu and look at its contents. Select the
most relevant item, and repeat the process while the item you selected is a sub-
menu. You can use a keyword search to help you locate an item within a menu. If
you should wish to search for information within a document, you can use a text
search when the document is displayed on the screen.

Using "MyMenu" & the NotePad

The instructions you can give a new user are:

Your MyMenu contains information you access frequently. You can copy specific
information from the main menu area to your MyMenu and vice versa. You can use
your notepad to create documents or hold notes.

Printing Documents

Documents can be printed to the screen, a printer connected to your
terminal/workstation, or a printer connected to the host computer.

Information Providers

Information providers generate information with EIC. They need to know
everything a user knows about EIC, as well as how to:

. Enter information into EIC;

¢ - (Categorize information by using keywords;

e  Restrict access by profiling information;

s  (Create summaries for documents where appropriate;

e  Put new information into the appropriate menu.

Entering Information into EIC

You can either import documents and graphic images from the host computer or
enter them from your terminal/workstation. You should know how to use the update
facility to enter information into a document or into the notepad.
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8.1.8 Categorize Information by Using Keywords

Before you categorize an item in a menu, you should check the keyword list for that
menu. If possible, use existing keywords to classify your information. If this is not
possible, you should create a keyword which has a clearly separate meaning from
any previously defined keywords.

8.1.9 Restrict Access by Profiling Information

Profiling information is done so that the information is available only to people who
have certain roles within the corporate structure. If there are no profile keywords
available which can be used to define access to the document, then the system
administrator should be contacted to arrange for changing the profiling system.

8.1.10 Create Summaries for Documents Where Appropriate

You should summarize information when you are able to give a brief overview of
what the information is about.

8.1.11 Put Information into the Appropriate Menu

If you cannot find an appropriate menu to put new information in, it may be
appropriate to create a new menu or modify an existing menu. When you do this, it
should be clear to other people how the organisation of the information has changed.
If necessary, you can create a summary as an item in part of the menu.

8.2 InfoGroup Owner

An InfoGroup owner is responsible for all of the information within a specific
InfoGroup. The owner of the InfoGroup may have up to 36 assistant owners. The
owner and assistants all have read and write access to all information within the
InfoGroup. An InfoGroup owner (or assistant) needs to know everything that an
information provider knows about EIC, as well as how to:

¢  Organise information within the menus;

¢  Respond to queries about information within the InfoGroup.

8.2.1 Menu Organisation

You should organise menu items so that the distinction between items in any menu
is clear.

8.3
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8.3

Systems Administrator

The system administrator is responsible for the efficient running of EIC . The
system administrator may be solely responsible for EIC, or may work in conjunction
with other system administrators. The administrators should know everything
about the use, operation, structure, and maintenance of EIC. The central issues in
being a system administrator are:

e  Being aware of how people interact with EIC;

s  Communicating with other system administrators about your current EIC
information management issues;

e  Talking to your MAPPER coordinator about system performance and resource
issues;

. Giving training and advice to people on the use of EIC. This advice should
centralize on the structuring of information and the answering or redirecting
queries from users.
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Section 9

Executive View Manager

9.1

9.1.1

Overview

The Enterprise Information Centre (EIC) View Manager is intended to allow
business analysts to define end-user views of data. extracted from nominated
financial and / or business systems within an enterprise. The required data is
extracted or manipulated by small individual programs specific to the reporting
requirement which may then be stored in a Management Report Library (MRL)
associated with EIC. End-users are able to access this information by selecting
prestructured views from an EIC menu. with each view able to be further
manipulated by the end-user using EIC workstation functionality. Access control,
security. administration and entitlement is managed by EIC.

User's View

Graph
EIC 1 Drill Down
ICON ‘
Spreadsheet
Detaiis

Figure 9-1 User's View - Simple Case

In this illustration of the simplest case. the user positions the mouse pointer then
'clicks' on the required Icon on the EIC menu of available views. The system then
downloads all of the available views attached to that root Icon to the user's
workstation and displavs the first view. which in this case 1s a graphical chart.
Using the workstation functionality. the user can then drill-down further to the
underlving spreadsheet.

9-1
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9.1.2

9-2

The EIC workstation functionality allows the user to change the graphical
presentation or the underlying spreadsheet for redisplay. The result can be exported
to an external spreadsheet package, stored as a DOS file, comma-separated file,
printed. etc.

Chained Views

The EIC workstation software allows graphical presentations to have active areas. If
the user positions the mouse pointer and 'clicks’ on an active graph area, an
information box is displayed which shows the numeric value of that section of the
graph. If another view is 'chained’ off the selected portion, the information box
display s a 'Chained View' Icon. On 'clicking’ on this Icon. the next lower view is
presented. The process may be repeated for as far down in the chain as there are
graph charts. until the final view is presented. The final view is always a
spreadsheet report of data selected from the Management Report Library.

USER’S VIEW - DRILL DOWN

GRAPH
= e S
ECICON TEC— lEC l
SPREADSHEET SPREADSHEETY" GRAPH
REPORT REPORT |
DETAILS DETAILS f“‘ P
BC
SPREADSHEET
REPORT
DETAILS

© REPORT DETAILS ARE DISPLAYED AS
SPREADSHEETS ON BC WORKSTATION

Figure 9-2 User's View - Drill Down
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9.1.3

Constructing Views

Figure 9-3 shows the relationship between the major components that make up the
Executive View Manager capability of EIC. Data is brought into the system
dynamically or into a local repository from which selected row and column
information is brought together to form discrete end-user defined views. A business
analyst defines each view using the Administrative capability of the View Manager.
The Database access manager is used to define the source of the data for a particular
view - views may be constructed from periodic data (MRL) or by realtime access to a
remote database or application.

Local
I
sQL Remote Databases
D
VIEW
B OLTP Transactions
A
M —— Application Databases (Mapper)
Database j — Management Report Library — |
Access
Manager
VIEW
MANAGER
A

|
Business Analyst

Figure 9-3 Overview - Constructing Views

-4— Financial
Reports

-— Excel
spreadsheets

“4— personnel
info.

<4 Etc, Etc
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9.1.4 Support Domains

Figure 9-4 shows an overview of the general areas of organisational responsibility so -
far as system establishment. maintenance or support is concerned. Development and
maintenance of views is seen as the responsibility of the business analyst function
and clearly rests in the end-user domain. Maintenance of the Management Report
library table structure, data sources or application access is the responsibility of the
IT organisation (database support function).

Business Analyst DBA Anays:
mBA
EC
N\ s /

Tables Description

Columns/Rows
Access Method|  [EXtemnal
System
> <z | |

Analyst

Figure 9-4 Support Domains

9.1.5 User Registration

User registration and access control to the EIS capabilities constructed with the EIC
Executive View manager functionality. is managed within the normal EIC User
registration capability.

9-4



Executive View Manager

9.1.6 View Manager - Administration

Note: Terminology used in this description of the View Manager is based on SQL
standards and at times may be at variance to Unisys proprietary MAPPER terms.

Row/Column

Definition
Link
ne Database Access Manager
icon »{ Graph Report Table
\‘\ Graph —?
Chained Vie
y
Graph|__,.| Report Table

Figure 9-5 View Administration Flow
The View Manager administration capability is broadly structured as shown in the
preceding diagram and the three major elements which have to be defined are:

1 Tables which define the data elements which will be selected from the
Database Access Manager.

. Reports which present the selected data elements in tabular format.

e Graphs which allow the report to be shown in chart form.

9-5
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9.1.7

9-6

View Chaining

Views may be chained together in a hierarchical manner so that the rquired 'drill-
down' capability may be implemented. The underlying reports may be displayed and
manipulated at each level of the 'drill-down'. This is illustrated in Figure 9-6.

leon File

View
(Pulldown)

Spread Sheet

View

Spread Sheet

=

Figure 9-6 Drill-Down

It must be remembered that the mechanism is completely flexible and that the
structures described in the following sections are examples of possible approaches.
The functionalityv utilises Windows 'point and click' functionality. The presence of
prompt lists or additional fields is indicated by buttons or scrollbars - do not hesitate
to investigate these.
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9.1.8 Working with EIC View Manager

In building Tables, Reports and Graphs, each window is displayed on the
workstation screen (see Figure 9-7). This means that it is possible to move back and
forth between each functional step by 'clicking’ on the top of the required window. It
is also possible to display the resultant graph, cancel then return to the Graph
admin function. This means that the output can be progressively checked as the
Graph is built.

VGrp T
Num F 6RP Graph Title

CONT- 1P Contact resolution (qual 55% 1Zmth ava /¥B/\Y)

CONT-1P
CONT-1P
CONT-1P
CONT-1P
CONT-1f
CONT-1P
CONT-1P
CONT-1P
CONT-1P4

Sedect s Giaph and prezs a conunand butlon you want.

Figure 9-7 Working in the Functional Windows
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9.2 Tables

9.2.1 View Manager Index Table Relationships

Table relationships are shown in Figure 9-8.

Database Access Manager
Graph Report
index [«— | Index Table
Menu Menu
|
i
lcon
\|
oy Graph |_|Report Table

Figure 9-8 Table Relationships

9-8
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9.2.2

The Database Access Manager Table Index

The View Manager Administration capability is accessed from the EIC Admin pull-
down. The initial menu is an indexed list of available tables within the Data Access
Manager.

Tables

Table-ID  Data  Description

CONT-1 @821d886 PACE CONTACT Resolution (Non-UCF)
CONT-2 80414886 CONTACT Ratings

CONT-5 8181d886 CONTACT Escalation Reasons
CONT-P 8127D@86 CONTACT Processed by PACE (by PRODUCT)
CONT-3 81470886 CONTACTs Processed by PACE
REC-SUPP-1 B161D@86 Recoverable Support

SHOE@B 869410808 Shoes sales

SHOE1@ 88286126 Shoe 3ales

SHOE2@ 96216128 Shoe People

SHOE3@ #B226126 Shoe Salaries

SHOE48 JOIN Shoe Salaries by Branch

SUB-SUM-8  @3939D@86 SUMMARY FOR SUBSIDIARY

Select a Table and press Reports bulton for Report list,
oy press 3 commarud buiton pou want.

Figure 9-9 Data Access Manager Table Index

As indicated by the function buttons at the bottom of the menu screen, tables may be
managed by selecting the appropriate function. The required table may be selected
by clicking once on the table entry before selecting the function to be performed.

The reports attached to a table may be selected by double-clicking on the required
table entry. or by selecting the required table entry then selecting the reports
function.

Table-Id User assigned table name.

RID ## MAPPER Report (RID) number in the Management

Report
Library which will be referenced by this table.
Description User-assigned description for this table.

Function buttons

Reports Displav reports list assigned to selected table.
ADD Add a new table.

Delete Delete the selected table.

COPY Copy the selected table.

Modify Modify the selected table.

9-9
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9.2.3 Adding or Modifying a Table

9-10

When the Add or Modify functions are selected the following definition screen will
be displayed. Figure 9-10 shows example data for an existing definition.

Table Definition

Table-D ............ | Default ReportiD .....

Description ......... L J
infoGroup-id ........

Cab/Dw/Rid# ... (Mapper rid# for table column definitions)

Data source ........

Data included

Figure 9-10 Table Definition

Item descriptions:
Table Id User assigned table name.
Default Report-Id  User assigned View Id. (Used for identification in a View list)
Description Summary description of table.
Cab/Drw/Rid# MAPPER Cabinet / Drawer / Rid in which the table resides.
InfoGroup Id InfoGroup in which this table is to be registered.
Data Source Data Included : MAPPER Run ;

Join table : SQL Relational Database.

Identifies the source of data to be included in
the table.
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9.2.4 Accessing Data Table

Select the DATA function. the following MAPPER run call menu will be  displayed.
Enter the MAPPER run call statement, then OK.

Application call to get table data

Enter Mapper application call statement ;

Figure 9-10.1 Data table run call

9.2.5 Column Data format

Select the COLUMN function button, the following function menu will be displayed.
This is intended to allow column data default formats to be specified. To specif a
format for a particular column. fisrt select the column from the list then select the
format button. The selection will be noted against the Column deseriptor in the
table.

Data Format

Sec

Column Name Val Format
YYMM Left justitied
Month YMMDD
P/B/S Right justified
ORG
GROUP
{(— &
~--AVG RES

Seiect columnis] and press approgriaie button.

Detault format s Left Justified text.

Figure 9-10.2 Column Data format selection
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9.2.6 Date and Time format

8-12

Column data can be displayed in preset Date and Time format by first selecting the
target Column from the list box then selecting the DATE & TIME function. Select
the default format from the following table.

Date format

Select a date ortime format.

rmeremaremers s seasoas

©®ymmdd:

O yymmdd

O dd mmm yy
O yddd

O yyddd

O ddmmyy

O mmiddlyy
O month dd, yyyy
O mmddyy

O hh:mm:ss
C hh:mm

C hhmmss

C hhmm

Figure 9-10.3 Date and Time format
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9.2.7 Column Security

Column security is based on the standard EIC security approach where access rights
are dependent on the User's role definitions. Column security can be implemented
by first selecting the target Column from the list box then selecting the SECURITY
function. The following security definition table will be displayed - enter the role
definitions that are able to access this column. Follow the instructions accompanying
the table. To assist in selecting the correct profiles, a Profile List function is provided
at the bottom of each column in the table.

Access security Profile

Enter profiles to be matched against user profile.
[ ™ Note: Vertical is OR, Horizontal is AND condition )

Figure 9-10.4 Column Security definition table

g-13
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9.3

9.3.1

9-14

Reports

A Report is the underlying spreadsheet that is displayed when Drill Down is
selected on the FILE pull-down menu. The following process describes how to select
the data required to construct this spreadsheet (Report).

Maintaining Reports

When a table entry 1s selected, the syvstem displays the list of Reports (views)
associated with that table. Note that as there may be an extensive number of
reports, scroll bar and locate facilities have been provided in order to help locate the
required report.

Reports

T
Report-ID F Template-ID Report Title

0
CONT-1P ¥ Hon-UCF CONTACTs Resolution by PACE (by Product
CONT-1PR1 CONT-1P Non-UCF CONTACTs Resoiution by PACE (by Product
CONT-1P@2 CONT-1P Non-UCF CONTACTs Resolution by PACE (by Product
CONT-1P@3 CONT-1P Non-UCF CONTACTs Resolution by PACE (by Product
CONT-1P24 CONT-1P Non-UCF CONTACTs Resolution by PACE (by Product
CONT-1P@5 CONT-1P Non-UCF CONTACTs Resolution by PACE (by Product
CONT-1P@E CONT-1P Hon-UCF CONTACTs Resolution by PRCE (by Product
CONT-1P@7 CONT-1P Non-UCF CONTACTs Resolution by PACE (by Product
CONT-1P@8 CONT-1P Non-UCF CONTACTs Resolution by PACE (by Product
CONT-1P29 CONT-1P Non-UCF CONTACTs Resolution by PACE (by Product

Select a Report and press Graphs button for Graph hist.
of press a command button pou want.

Figure 9-11 Report Index Menu

Item descriptions:

Report Id

Template Id

Description

Locate Locate required report in index.

Graphs Access graph index attached to selected report.

Add / Delete / Copy Report maintenance functions.

Display Display the selected report.
Close Exit the report maintenance facility.
Print Print the screen on display.
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Item descriptions:

Operation function buttons (right hand side)

Options Report definition options.

Parameters Report input parameter definition.

Columns Column selection definition.

Rows Row selection definition.

Colour Colour definition

View list Defines the views which will be attached to this report.
Security Define table security . (See Figure 9-10.3 for definition)

9-15
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9.3.2

9-16

Adding / Modifying a Report

Add - Select the ADD funtion.

Modify - Select the OPTIONS function.

On selecting the required function. a report definition menu is displayed as shown in
Figure 9-12. Provide the required details then select the OK function - this screen
can be cancelled by selecting Cancel. Template reports can be selected by accessing
the Template Report List function.

Template Report

If this is to be a report template. enter Y (ves) in the Template Report/Graph

Definition field.

Standard Report

If this is to be a standard report. simply enter the report title then select OK.

Report Definition

Option:

[ Template Report definition

InfoGroup-id ............ l

Template Report ... |

l

Figure 9-12 Report Definition Entry Menu

Item Descriptions:
Report Id
Template Report Id

Template Report/Gr
Title

InfoGroup Id

User defined report number.

ID of the template report to be copied (or use Template
report list- access by clicking on selector).

If Y (ves) indicates this is to be a template.

User defined report title.

Nominate the IngoGroup to which this report belongs.
This is an access security requirement.



Executive View Manager

9.3.3 Defining Report Parameters

The report parameter definition table is accessed by selecting the Parameters
operation button. A table as shown in Figure 9-13 will be displayed. Note that
prompt lists of parameter selections are provided for selected columns in the table,
these are selected by clicking on the associated button indicators or the entry field
itself.

File

NUCFr/e X

' COLUMN-FIRS T#

Figure 9-13 Defining Report Parameters’
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9-18

Item Descriptions:

Parameter name

Parameter type

- Column-first

- Column-last

- Value

- Input

Constant value if type
is value.

Column name to extract

value if type is Column
Partial field

Description

User-assigned parameter name.

Type of parameter.

Parameter value equals Column name (first line).
Parameter value equals Column name (last line).
User defined constant value.

Takes the parameter value from another report -
this is used for Template reports only!

Constant to be used if a Value type is selected

Name of the column from which Value is to be
selected if type 1s Value.
Column Number, number of characters.

Description of the Parameter.
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9.3.4

Defining Column Selections

The column definition table is accessed by selecting the Column operation button. A
table as shown in Figure 9-14 will be displayed. Note that prompt lists of parameter
selections are provided for selected columns in the table, these are selected by
clicking on the associated button indicators or the entry field itself.

File Help

<< i<

@@NQMAUNg

|

s il ta i f
[0 S0Y WIS VDY NP ) Wiy N VYRR Ny UIDY WD) Y DY WDy DY WY ) Py ) N N )

o e Lok Lt Lo Lo ) o) 1.8 Locd o ood o 50 il i Ll el bR ] o ol e Loy

Item descriptions:

Column name
the

Length

Partial field

Display order
displaved

Sort level
Sort option

ascending.
Hide Y/N?

Figure 9-14 Item Descriptions

the name for the particular column that will appear in

user's view.
length of the column field

where a column field is to be selected. this defines the
starting character position within the field then the
number of characters.

indicates the order in which the column will be

in the user view.

indicates the order in which the columns will be sorted,
(default is the order in which they are entered).

N = numeric. D = descending default is alpha /

Indicates whether the column is to be displayed in this
view (may be made visible for other views).
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9.3.5 Defining Row Selections

The row definition table is accessed by selecting the Column operation button. A
table as shown in Figure 9-15 will be displayed. Note that prompt lists of parameter
selections are provided for selected columns in the table, these are selected by
clicking on the associated button indicators or the entry field itself.

File Help

Figure 9-15 Defining Row Selections

J R % [ [ % |

Figure 9-16 Defining Row Selections - Showing Value 2 Field
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9.3.6 Defining Colour Selections

The colour definition table is accessed by selecting the Colour operation button. A
table as shown in Figure 9-17 will be displayed. Note that prompt lists of parameter
selections are provided for selected columns in the table, these are selected by
clicking on the associated button indicators or the entry field itself.

The functionality allows individual and groups of items to be specially coloured. Also

bands of colours to be established to allow row types to be grouped or simply to make
it easier to differentiate between rows.

Flle Help

AR

3
H
3

¥

RS R T

EANAEAATANART

EARZER
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N U U A Y
TS
AR

3

35 AT AR A

SRR
% Sy & it
\% \\% 3
N

AR 3

et
7

o
s

S
7
.

§7

525557

| AR Rt B LAk LA

Figure 9-18 Colour Definition Table - Showing Column Name & Key Fields

Item Descriptions:
From row no. start of range

To row no end of range
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Item Descriptions

Column name

Partial field
the

Operator

include,

Value 1

Value 2
OR'

select name from the column selection entry.

where a partial column is to be selected, this defines

starting character position of the selection, within the
field / number of characters.

logical operators which compare the contents of the
selected row with the value in Value 1 field and / Value
2 field.

Operators are : LT, LE, EQ, NE, GT, GE, IN =

EX =-exclude, TP = top, BT = bottom.

target value for row selection

used in association with Value 1 contents as a 'logical

function.
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9.4
9.4.1

9-22

Building Graphs
Graph Index Table

The Graphs attached to a report may be accessed by 'double-clicking’ on the target
report or 'single click' then ‘clicking’ on the Graphs maintenance button at the
bottom of the Report window. Figure 9-21 shows and example graph table index.

This index window has maintenance buttons at the bottom and operator buttons on
the right-hand side. The maintenance buttons are used to add, delete or modify
graph tables and to display the results of the selections so far built in a current
table. The operator button (Options, Parameters, etc) are laid out in the logical order
of progression.

Graph Title

Contact resolution tqoal 555 1omth ava 1/YF

Select a Giraph and press a command button you want.

Figure 9-21 Graph Table Index
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9.4.2

Changing Graph Title and Options

The graph title and options may be changed by selecting the Options operator
button. The entry table is displayed as shown in Figure 9-22. Note that in this
instance no Template Graphs have been developed. If available, these are displayed
in the Template Graph area as a selection menu. '

Provide the required details then select the OK function - this screen can be
cancelied by selecting Cancel.

Template Graph

If this is to be a graph template, enter Y (yes) in the Template Graph Definition
field.

Standard Graph

If this is to be a standard graph, simply enter the report title then select OK.

Graph
Number.

[J Template graph definition

‘ Title: Non-UCF Cantact Resolution

Template
Graph:

Figure 8-22 Graph.Options
Item Descriptions:
Graph Number User defined report number.
Template Graph Definition? If Y (yes) indicates thls is to be a template.
- Title , User defined report title.
Template Graph Menu of graph templateé. c
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9.4.3

9-24

Defining Graph Parameters

The graph parameter definition table is accessed by selecting the Parameters
operation button. A table as shown in Figure 9-23 will be displayed. Note that
prompt lists of parameter selections are provided for selected columns in the table,
these are selected by clicking on the associated button indicators or the entry field

itself. o

A
IUAPIIRAY

COLUMN

- [12M N UCF 1/8 X

N

IE

DA pay
B2
o A R S S A R TR T A TN, ™ = X 2 D R R NN 233

"~ Figure 9-23 Graph Parameter Table

Item Descriptions:
Parameter name
Parameter type

- Column-first
' line).

- Column-last
line).

- Value
- Input

Constant value if type is value
Column name to extract value
if type is value

Description

User-assigned‘ parameter name.
Type of parameter.
Parameter value equals Column name (first

Parameter value equals Column name (last

User defined constant value.

Takes the parameter value from another report -
this is used for Template charts only!

Constant to be used if a Value type is selected.
Name of the column from which Value is to be
selected if type is Value

Description of the Parameter.



Executive View Manager

9.4.4

Defining Graph Column Selections

The Graph column definition table is accessed by selecting the Column operation
button. A table as shown in Figure 9-24 will be displayed. Note that prompt lists of
parameter selections are provided for selected columns in the table, these are
selected by clicking on the associated button indicators or the entry field itself.

Ele Help

Y ERERIE RS

13

)
=1 ]
85 -]
i (-]
¥ (-]
] M-
£ - )
2l - )
3 (']
B - )
52 - )
B (- )
8 - )
Zl (]
i (- )
&3 - (-l
T Y -

: B (I
: S - )

:"\ X

. ['] . {\\

N

- ) )

M- R

Figure 9-24 Graph Column Selectioxis'

Item Descriptions:

Column name
the

Length
Display order
displayed

Sort level
Sort option

ascending.
Partial sort position

the name for the particular column that will appear in

user's view.
length of the column field
indicates the order in which the column will be

in the user view.

Indicates the order in which the columns will be sorted,
(default is the order in which they are entered).

N = numerie, D = descending default is alpha /

Where a column field is to be selected, this defines the
starting character position within the field then the
number of characters. ’
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Hide Y/N? - Indicates whether the column is to be displayed i in th1s
view (may be made visible for other views).

9.4.5 Graph Row Selections

The Graph row definition table is accessed by selecting the Column operation
button. A table as shown in Figure 9-25 will be displayed. Note that prompt lists of
parameter selections are provided for selected columns in the table, these are
selected by clicking on the associated button indicators or the entry field itself.
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Figure 9-25 Graph Row Selections
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Item Descriptions

Column name
the

Length
Display order

displayed
Sert level
Sort option
ascending.
Partial sort position

Hide Y/N?

the name for the particular column that will appear in

user's view.
length of the column field
indicates the order in which the column will be

in the user view.

indicates the order in which the columns will be sorted,
(default is the order in which they are entered).

N = numeric, D = descending default is alpha /

Where a column field is to be selected, this defines the
starting character position within the field then the
number of characters.

Indicates whether the column is to be displayed in this
view (may be made visible for other views).
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9.4.6 Selecting the Graph Type

The Graph type selection table is accessed by selecting the Graph Type operator
button.

The selection table is displayed as shown in Figure 9-26- note that the current graph
type selection and row label are displayed at the top of the table..

i Graph Typeand Text: .o

Sl (0] Stackedl Options ™

— : [ Auto Scaling
Rowlabel: [Month O Transpose Row and Column
Window

Ception  |P'A CE Management Reporting

Min Title: [Non-UCF Contact Resclution

Y-Axis: #
Row Tile: {(Goal: ;lgpt% tmmmf; Syl siph% 12MTD: lypl3%)

Column
Tile: Month

Figure 9-26 Graph Type Selection Table

Item Descriptions:

Graph type Selection scrollbar allows required type to be selected.
Row label Selection scrollbar allows Row Label to be selected.
Options Allows rows and columns to be transposed on the output.
Titles Allows the various sections of the graph to be annotated.
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9.4.7 Defining Chained Views

The chained view mechanism is used to define the standard drill-down structure
originating from an EIC menu Icon. To define a chained view, select the Chained
View operator function. The chained view table will be displayed as shown in Figure
9.27.

B O B LY B XY B N e N M S N I Y L L R N S 1 )

Figure 9-27 Defining Chained Views

Item Descriptions:

Column name Selected from the column list

Chain type Defines whether chain is off column or row

Value or Row number If chain is off row, defined row number to select a row
Graph number Graph number to be displayed

External Report Id External report Id which will be displayed by drill down
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