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1. MANAGEMENT SUMMARY

The Management Summary provides an overview of the system for management.  It should include business objectives, priorities and constraints and describe any legislation mandates the system supports.  The bureaus or program areas involved in the development or use of the application should also be identified here.

2. SYSTEM OVERVIEW

The System Overview provides an overview of the system and its functionality.

Identify what is included in the system and the hardware on which it is implemented.

3. PURPOSE AND SCOPE

The Purpose and Scope section describes the procedures (users) manual and what is included in it.

4. PROBLEM REPORTING

The Problem Reporting section explains who to contact in the event a problem 

occurs and what procedures to follow to prepare for assistance, i.e. to describe the problem effectively.

5. SYSTEM ENTRY AND EXIT

The System Entry and Exit Section explains the procedures for entering and exiting the system properly and explains the security provisions in place. 

Sections include:

5.1 SECURITY/SYSTEM USER CLASSES

This section explains the security provisions in place throughout the system. System access (i.e. the ability insert, update, delete, inquire information) will be determined based on job function and responsibilities.

For example:

Initially, system users will be grouped into the following user "classes" or "categories":

Coordinator.  The ability to create, update, delete, and inquire on records, generate letters, and run standard reports.  Coordinators can only access (query, insert, update, and delete) records specific to their respective region.

Program.  The ability to create, update, delete and inquire, on records and generate standard reports.  The Program user class, like the Coordinator, can only access data that is specific to their respective region.

Supervisor.  The ability to create, update, delete and inquire on records and generate standard reports.  The Supervisor user class is identical to the Program user class described above with the exception that the Supervisor can access (query) records belonging to other regions.

Executive.  The ability to query and generate standard reports for any region within the state.  The Executive user class cannot insert, update, or delete employee related information.

5.2 LOGGING ON

This section explains the proper procedure and screen navigation required to successfully log onto the system.  The following is standard text typically used for this section.  THIS SECTION MAY BE MODIFIED TO SUITE YOUR APPLICATION

Starting An Oracle Application

Windows 2000

Use the Start menu to start the program:

1. Move your mouse so that your pointer is located on the Start button in the taskbar. 

2. Use your left mouse button to click on this Start button. You will see a menu with an option labeled Programs on it. 

3. Move your mouse so that the pointer is located on the Programs item on this menu. You will see a sub-menu with an option labeled Oracle Applications. 

4. Move your mouse so that the pointer is located on the Oracle Applications item. You will see another sub-menu with various Oracle applications listed on it. 

5. Select the Oracle application that you want to run. 

Windows for Workgroups

Use the Program group called Oracle Applications from the desk top to start the program:

1. Move the mouse pointer to the Oracle Applications icon and double-click to open the program group window. You will see various program items displayed in this program group window. 

2. Start the application that you want to use by double-clicking the Oracle icon for that application. 

 

 

Logging On To An Oracle Application

Once you have selected an Oracle application you will see the following dialog window. You must complete the items in this window to connect "logon" to an Oracle application.
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Username: The username identifies you to the application. Your username is the same as the name that you use when connecting to applications such as ALL-IN-1 on the Department’s network. Generally, this name is your last name. However, it may include a portion of your first name so that you have a unique name. 

Password: When your account is created, you are assigned a default password. At the time of this document, the default password is KANGAROO. However, some older accounts were created with a default password of TEST. You will not have a separate password for each application to which you have access. Your password will be used for all applications on a given database.

Database: This item identifies the database that you want to run the application against. Normally, you will run your application against the Department’s production database. However, there may be times (training) when you will logon to a different database. 

At the time of this document, the following databases are valid.

	Database Name
	Database Description

	TEST
	Test database

	PROD or EFACTS 
	Production database


As mentioned above, your password is valid for all applications on a given database. However, you will have a separate password for each database. That is, you will normally have a Test database password and a Production database password.

1. Enter your Username, Password, and Database information in the appropriate fields. You should use your mouse or the TAB key to move between fields. (You cannot move between fields using the Enter key.) 

2. Press the Connect button when you have finished entering the information in this window. If the information that you supplied is valid, the application will start and you will be connected to the database. 

5.3 LOGGING OFF

This section explains the proper procedure and screen navigation required to successfully log off of the system.

6. NOTES FOR THE NOVICE

This section describes the basic navigation schema of the system and provides the reader with an overview of some
important commands to be familiar with. This section should contain:

6.1 GENERAL SCREEN DESCRIPTIONS

This section provides the reader with a typical screen layout          representative of the system.

6.2 ADDING NEW RECORDS TO THE SYSTEM   

This section details the steps required to insert a record into the database and the name of the Screen to use to insert a new record.  While this example is specific to the Add Screen, this same process can be applied to the creation of new records using other screens as well.

After a record has been inserted into the database, it can be retrieved and updated using a query.  The next section explains how to query database records.

6.3 QUERYING RECORDS

Retrieving information from the database is referred to as "querying the database".  Queries are performed to view or verify existing data and to retrieve existing records for update.  Queries can be performed in one of two ways:

1. 
All the records can be retrieved, regardless of the data they contain, or

2. 
Only those records that fit a certain set of criteria are retrieved.  

To select records by certain conditions, two types of queries are available.

The first is a simple query, which meets specific criteria (for example, list all applications received on May 1, 1992, or list all applications in Luzerne county).

The second is called a complex query, which satisfies several conditions (for example, list all clients named Smith who live on Douglass Street in Reading).

These two types of queries are discussed in the following pages.

6.3.1 RETRIEVING ALL RECORDS
To retrieve all the records stored on the database, press [Enter Query], position the cursor in the desired block and press [Execute Query].  Although pressing [Execute Query] retrieves all the records stored in a table, only one record will be displayed at a time.  To scroll through the records, press the

[Next Record] key.  Pressing [Previous Record] allows reverse scrolling.

                                     ***  CAUTION  ***

Retrieving all records places extensive overhead on the system and can degrade response time.  Use discretion when performing unrestricted queries such as this.

6.3.2 RETRIEVING SELECTED RECORDS

There are several ways to retrieve records that meet specific criteria.  These include matching exact values, pattern matching, entering variable conditions and using the SQL WHERE clause for advanced queries. Each method is discussed in detail on the following pages.

6.3.2.1
MATCHING EXACT VALUES

To retrieve records that match exact values, perform the following:

1. 
Press [Next Block] or [Previous Block] until the cursor is

   
positioned in the correct block.

2. 
Press [Enter Query].

3. 
Type the values that should be matched in the appropriate field.

4. 
Press [Execute Query].

5. 
Press [Next Record] or [Previous Record] to view the retrieved records.

For example, to retrieve all records with a client named Smith, perform the following:

1. 
Press [Enter Query] to "set up" the query.

2. 
Tab down to the complainant last name field and type "SMITH".

3. 
Press [Execute Query].

4. 
Press [Next Record] or [Previous Record] to view the retrieved 

records if more than one record is found.

6.3.2.2
PATTERN MATCHING

Records can be retrieved using values in two or more fields by moving the cursor to those fields and entering the values. For example, if a SSN (for an existing record) is entered in the "SSN" Field and a "1" is entered into the 'Source Code' field, the query selects all records for the SSN with a source code of "1".

Records can also be selected where a value fits a certain pattern.  This is performed by entering a value into a field where "_" represents only one character and "%" represents any combination of characters (including no characters).

The following list contains examples of pattern matching:

                  Pattern             Possible Matches
                  JON_S               JONES, JONAS, JONNS, JONTS

                  W%VIEW              W. VIEW, WST VIEW, WEST VIEW

                  PIN%                PIN, PINE, PINTO, PINS AND NEEDLES

6.3.2.3
ENTERING VARIABLE CONDITIONS

Rather than entering an exact data value, a relational operator can be entered before the data value in one or more fields.  This allows records meeting variable conditions to be retrieved.  For example:

· list all applications with a date received greater than or

equal to July 1, 1992.

· list all applications received during the month of June.

· list all "open" applications (resolution date not filled).

Relational Operators and examples of usage are listed below.

	Operator 
	Meaning
	Examples

	= 
	Equal to
	= 'Jones'

	!= or &lt;&gt;
	Not equal to
	!= 100,000 or &lt;&gt; 100,000

	&gt;
	Greater than
	&gt; 25,000

	&gt;=
	Greater than or                                 Equal to
	= '10-JUL-92'

	&lt;
	Less than
	&lt; 20

	&lt;=
	Less than or                                Equal to
	&lt;= 80,000

	BETWEEN
	Between two values
	BETWEEN 10 AND 20


For example, to view all application records with an Id greater than 100, press [Enter Query] and enter [100] in the "ID" field.  Press [Execute Query].

Note that fields containing character or date values must be enclosed by single quotes, and when using the BETWEEN operator, the "#" symbol must be used.

USING THE SQL WHERE CLAUSE FOR ADVANCED QUERIES

Although fairly complex queries can be executed by entering data values or relational operators in fields, executing more advanced queries may be desired. Advance queries are performed by using the SQL WHERE clause. The WHERE clause allows queries to be executed based on conditions other than an exact match.

To use the WHERE clause, a variable must be placed in one or more fields. The variable serves as a 'placeholder' and is preceded by a colon(:). Placing a variable in a field signals that the WHERE clause will be entered using a value in that field.

The first character of a variable name must be alphabetic, but the following characters can be alphabetic, numeric or the special &#9;  characters "_", "$" or "#".

The steps to enter a query that uses the WHERE clause include:

          1. Press [Enter Query].

          2. Instead of placing a value into a field, enter a variable

             name (such as :DATE or :NAME).

          3. Press [Execute Query].

          4. In the Query Where dialog box, enter the condition that the

             retrieved records are to meet.

          5. Press [Commit/Accept].

          6. Press [Next Record] or [Previous Record] to view the retrieved 

             records if more than one record is retrieved.

          Example

      The following example uses a WHERE clause to retrieve all 

      application records received during June 1992 (i.e. between

      June 1, 1992 and June 30, 1992).

          1. Press [Enter Query].

          2. Press [Return] or [Tab] to move to the Date Received field.

          3. Type [:DATE] in the Date Received field. Instead of typing

             an exact value, a variable has been entered. The colon(:)

             indicates a variable name rather than an exact value. The

             variable name identifies the field, and can be referenced in

             the WHERE clause.

          4. Press [Execute Query]. A "Query Where" window, with the

             cursor positioned in an enterable field, is displayed. The

             conditions to be met can now be entered.

          5. Type :DATE BETWEEN '01-JUL-92' AND '31-JUL-92' If a mistake

             is made while entering the query, use [Delete Character] to

             delete the character under the cursor. [Right] or [Left]

             can also be used to move the cursor in either direction

             horizontally without changing any characters, so that the

             desired character can be typed over the incorrect one.

          6. Press [Commit/Accept]. The System will retrieve the applications 

             received between July 1, 1921 and July 31, 1992. To

             view the records one by one, press [Next Record] or [Previous

             Record].

          In the previous example, the WHERE clause specified a range for

          retrieved records to fall within.  Additional ways to use a WHERE

          clause include:

	Purpose
	Examples

	To retrieve records that have a value: Greater than ()
	:ID  125

	Greater than or equal to (=)
	:ID = 2



	Less than (&lt;)
	:ID

	Less than or equal to (&lt;=)
	:ID &lt;= 10

	Equal to (=)
	:DATE = '01-JUL-92'

	Not equal to (!= or &lt;&gt;)
	:ZIP_CODE != 17110 or :ZIP_CODE &lt;&gt; 17110

	To express a query that can be satisfied by either of two conditions
	(:ID = 200 OR

:ZIP_CODE = 17111)

         

	To express a query with two conditions
	(:DTE_RCVD = '15-MAY-91')

 AND (:SOURCE = 1)


          To reuse the search criteria of a previous query in the current

          block, press [Enter Query] twice (once to initiate a new query,

          and a second time to redisplay the previous search criteria).

          The criteria displayed can be used again or modified before

          pressing [Execute Query].

          The System will redisplay placeholders in a field if they are

          left in a field and [Enter Query] is pressed twice.  Pressing

          [Execute Query] will display the last response entered in the

          "Query Where" window. The response may be used as is (Press

          [Next Field]) or it may be edited, replaced or removed.

          Counting Query Records

          The number of records a query will return prior to actually

          executing a query can be displayed by pressing [County Query

          Hits]. The general procedure for counting the number of records

          that meet a set of search criteria include:

          1. Press [Enter Query].

          2. Enter the search criteria.

          3. Press [Count Query Hits].

          The System counts the records that meet the search criteria and

          displays the number on the message line.

          Both [Count Query Hits] and [Execute Query] keys can be used one

          after the other, to count and retrieve records.

          After pressing [Count Query Hits], the following options exist:

· Press [Execute Query] to perform the query.

· Enter other search criteria.

Press [Exit/Cancel] to exit Enter Query mode without executing a query.

USING THE WHERE CLAUSE WITH MULTIPLE CONDITIONS

          More sophisticated queries may be performed with the use of the

          SQL language. The System supports most SELECT clauses, with the

          exception of the GROUP BY and CONNECT BY clauses.

          Using SQL, a WHERE clause that has several conditions could be

          entered, for example:

          1. Press [Enter Query], then place the variable :ID in the 

             Complaint Id field and the variable :DATE in the Date Received

             field.

          2. Press [Execute Query], and enter the following condition in

             the "Query Where" window:

             :ID  100 and :DATE  '01-JAN-92' ORDER BY :DATE

 This SQL statement will retrieve all records that 

             have an Id greater than 100 and a Receive Date greater than

             January 1, 1991. The records will be ordered (sorted) by the

             Received Date.

6.4 SPECIAL KEYS 

This section describes any keys which perform special functions, both those common to all applications and those with special functions unique to this application system. The following guidelines should be followed for key usage in SQL*FORMS 

	KEY
	FUNCTION



	KEY-DELREC
	Deletes detail record if cursor is positioned in a detail block. Deletes Master and all children if cursor is postioned in the master block

	KEY-CLRBLK
	Clears detail block, if cursor is positioned in detail block. Clears form without rolling back posted changes, if cursor is positioned in master block

	KEY-CLRFLD
	Clears the field where the cursor is positioned

	KEY-CLRFRM
	Clears form and rolls back posted changes

	KEY-CLRREC
	Clears detail record if cursor positioned in detail block. Clears master records and it's associated detail records, if cursor is positioned in master block

	KEY-COMMIT
	Saves changes to database KEY-CQUERY If in query mode, counts how many records will be returned for the query. If not in query mode, can be redefined. Uses include: Calls a Window entitled "Other Information," which provides a list of Screen Reports available

	KEY-CREREC
	Inserts detail records, if cursor is positioned in a detail block. Insert master records, and clears detail records, if cursor is positioned in master block

	KEY-DOWN
	Brings in next record, keeping cursor positioned where it started

	KEY-DUPFLD
	Copies field from previous record to current record in Create Record Mode

	KEY-DUPREC
	Copies previous record to current record in Create Record Mode. Duplicates Sequence Id Number (This field should be cleared). On Pre-insert copy new sequence

	KEY-EDIT
	Depending on specific program needs, can call another form from a specific field, or could provide a list of other forms available to the system (LOV) and send the cursor to the form chosen. Can also be used as its default function, which is to call an edit block

	KEY-ENTQRY
	Puts screen in query mode, with cursor positioned in master block, whether cursor is intially positioned in detail or master block. In some cases, the cursor may be positioned in the detail block

	KEY-EXEQRY
	Executes a query. Generally, this key is disabled when not used in conjunction with the ENTQRY key so that unqualified queries will not be executed

	KEY-EXIT
	If on a first level screen, the form is exited with full rollback (anything not committed is lost). If on a called form, that form is exited without a rollback, to the previous level

	KEY-HELP
	Provides information specific to the field in which the cursor is positioned KEY-LISTVAL Provides a list of values for the field in which the cursor is positioned. This key should allow a list of values if the field does not allow update (Oracle's default won't allow LOV for non-updateable fields)

	KEY-NXTBLK
	Moves cursor to the next block KEY_NXTFLD Same as the Down Arrow, but moves cursor to beginning of field

	KEY-NXTREC
	Same as Down Arrow, but moves cursor to beginning of record. Generally, this key is disabled

	KEY-PRINT
	Provides a list of printers available to the user and prints the screen to the selected printer

	KEY-PRVBLK
	Moves cursor to the previous block

	KEY-PRVFLD
	Same as Up Arrow, but moves cursor to beginning of field

	KEY-PRVREC
	Same as Up Arrow, but moves cursor to be- ginning of record. Generally, this key is disabled

	KEY-SCRDOWN
	Scrolls down several records at a time, keeping cursor positioned in the field where it started

	KEY-SCRUP
	Scrolls through several records at a time, keeping cursor positioned in the field where it started

	KEY-UP
	Brings back previous record, keeping cursor positioned where it started

	ON-ERROR
	Notifies the user an error has occurred, sounds bell

	ON-MESSAGE
	Sends a message to the user, sounds bell ON-VALIDATE Should be used at the lowest level

	POST-QUERY
	Used to fill in descriptions, set up counters, etc.


Other Comments:

Procedures and Triggers should use paragraph labels.

POST-CHANGE Triggers should never be used 

Reference the global library    

(See 'Global Procedure Library' Section of the SDM)

 prior to the creation of procedures.

6.5 KEYBOARD LAYOUTS

This section describes the multitude of available keyboard layouts and what keys will perform what functions. (USING THE DEC VT420 KEYPAD.)

This section explains how the DEC VT420 terminal keyboard is used to operate the Application.

A detailed keypad diagram should be included in the Appendix.

This diagram should be referenced as needed during system operation.  The following table describes the mapping between the system functions

and individual VT420 keypad keys.

Function Key Mapping 

	Corresponding VT420 Function Keys
	Key



	[Enter Query] F11
	(Alt Char)

	[Execute Query] F12
	(Pr Field)

	[Help] F15
	(Help)

	[Accept] F16
	(Do)

	[Clear Field] F17
	

	[Clear Record] F18
	

	[Clear Block] F19
	

	[Clear Form] F20
	

	[List] Find
	

	[Insert Record] Insert Here
	

	[Delete Record] Remove
	

	[Select] Select
	

	[Previous Block] Prev
	

	[Next Block] Next
	

	[Edit] PF2
	

	[County Query Hits] PF3
	

	[Exit] PF4
	

	[Delete Backward] Word Char
	

	[Next Field] Tab
	

	[Previous Field] PF1 – Tab
	

	[Right] Right Arrow
	

	[Left] Left Arrow
	

	[Next Record] Down Arrow
	

	[Previous Record] Up Arrow
	

	[Print] Ctrl-P
	

	[Refresh Screen] Ctrl-R
	

	[Show Keys] Ctrl-K
	

	[Insert/Replace] Crtl-A
	


6.6 USING THE APPLICATION

This section describes each major component of the application and explains in detail what the function performs.  Include where appropriate: data item identification and description, inquiry, add, change, and delete run procedures.

Where appropriate, present screens or reports as a logical group of related sub-systems or components. 

REPORTS 

This section explains the purpose and use of each available report (other than ad-hoc queries).  Include a list of reports available, a functional description of each report and a sample page of each report.  Also include instructions on how to order a report (through a menu, a report screen, a submit statement, through operations, etc.) 
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