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Introduction

Thank you for purchasing the SUSTAIN Calendar Assistant.  As you probably already know, SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  

The SUSTAIN Assistants and Service Providers, available as optional components, complement and enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Service Provider was designed with each of the others in mind, all of your SUSTAIN software works together to form a single, consistent, integrated information system.

The Calendar assistant extends your ability to manage your organization's Scheduled Events by providing month-at-a-glance, day-planner and browse style “views” for each Official and Location.  Also included is the ability to schedule directly from each of the Calendar's views.

It should be noted that SUSTAIN and SUSTAIN Assistants are constantly being revised and enhanced.  This, coupled with the fact that you may customize SUSTAIN’s “look and feel” to meet your specific functional and aesthetic requirements, may cause some illustrations used in this manual to appear slightly different from your system.  

Conventions Used In This Guide

Except when used in the title of a chapter, heading, index, or in a note to the reader, all function key names, menu names and commands will appear in bold black type and all caps (ex. FILE, F9, PRINT.)  To differentiate between a file name, menu name, or a command, look at the context surrounding the word.  For example, if we ask you to choose COPY from the EDIT menu, then the command is COPY and the menu that command can be found in is the EDIT menu.  

Important notes or suggestions will appear in bold, blue type, preceded by the word “NOTE,” as shown in the example below: 

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

Chapter One:

Working With The Calendar Assistant

Accessing the Calendar ASSISTANT

To access the Calendar Assistant, first log into SUSTAIN.  From the SUSTAIN desktop, click the CALENDAR toolbar button or choose the command CALENDAR from the TOOLS menu.  Either of these actions will access the Calendar Assistant, shown below.
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The Calendar Window is composed of four Folders (Monthly, Detail, Setup, and Holidays) each of which allows you to access that portion of your Calendar by clicking on the Folder. 

The Status Bar appears only on the bottom of the Monthly Folder of the Calendar Assistant as shown in the previous illustration.  The Status Bar displays the current date and has a horizontal scroll bar that allows you to change the month and year of the Calendar.  A click on the left arrow moves back one month, while a click on the right arrow moves forward one month.  To rapidly scroll through months, hold either arrow button down.  To go to another year, click to the left or right of the box on the scroll bar itself.  Click the CURRENT DATE command button, found on the left side of the scroll bar, to access the Monthly Folder for the current date.    

Monthly Folder 

Scroll to July 2002.  This is an example of a Monthly Folder.
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Notice that on July 9th the number 4.5 appears.  This signifies that 4.5 hours worth of court time has been scheduled.

The Official and Location option buttons allow you to select a Calendar view that lists events by either Official or Location.  

The uppermost drop-down list box, to the right of the word “Location,” reflects the option button you have chosen.  For our example, choose Location.  The drop-down list box will contain a list of locations for you to choose from, click on the Location drop-down box and select All Locations.  

The Event Type drop-down list box enables you to select a type of event, such as the Settlement Conference shown in the preceding illustration.  Once all your selections have been made, click the LOAD command button.  Notice that 3.5 now appears.

The Events and Hours option buttons, seen in the previous illustration, allow you to view the calendar by, Events or Hours respectively.  In the previous example we were viewing hours.  If the Events option button had been checked and you reloaded the Calendar, the number four would appear, so you could have surmised that four events would take place that day.  

Scheduling An Event

For this example we will schedule an Initial Appearance for case A2-CV-001 to be held on July 9, 2002 and presided over by Judge Reichel.  

To begin scheduling the event, open the Calendar Assistant, select the Official option button and Judge Reichel from the drop-down list.  From the Event Type drop-down list select Initial Appearances.  Click the Events option button and click on the day you would like to schedule the event, which in our case would be July 9, 2002.  Click LOAD.  SUSTAIN loads the Calendar with only Initial Appearances for Judge Reichel.  Currently there are none.  Your Calendar Assistant should resemble the following illustration.
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Next, open the file (A2-CV-001) associated with the event.  When the file opens, click on the Scheduled Events folder, then click the NEW RECORD toolbar button.  This will cause a New Scheduled Event Record to open as shown in the following illustration.
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The Official, Event Type and Date are generated based on the Official, Event Type and Date selected while in the Calendar.  Enter the remaining data in the fields of the New Record Window.  For our example, we will enter a time for the Initial Appearance of 2:30pm, a location of Room 101, and duration of 3 (hours).  If a field is equipped with combo boxes, you may use them instead of entering the data manually.  When you are finished entering your data, the Record Window will resemble the following example.
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After you have entered your data, click the SAVE RECORD toolbar button.  SUSTAIN will prompt, asking if you wish to add another event.  To add another event click YES and follow the procedure outlined in the preceding paragraphs.  For this example we will not schedule another event, so click NO.  You will be returned to the Open Record Window for the Scheduled Event you just added.  Click CLOSE to return to the Scheduled Event Folder.  

SUSTAIN will update the Scheduled Event Folder to display the event you added as shown in the illustration below.
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DATE CALCULATOR

Often, a judge may ask the clerk to schedule an event for a certain number of days in advance, say 30 days or 6 weeks.  To assist in this task SUSTAIN comes equipped with a Date Calculator.  For this example we will add a Scheduled Event to file A1-CV-020 and use the Date Calculator.

Open file A1-CV-020 and click the Events Folder.  Click the NEW RECORD toolbar button.  When the New Entity Record box displays, double click Scheduled Event.  A New Scheduled Event Record will open.  Click in the Date field and then press the F6 function key to access the Date Calculator.  You may access the Date Calculator from any “Date field” in SUSTAIN.  You may give the Date Calculator a “From Date,” choose the unit to use such as Months, Days, Weeks, etc., and then how many of the unit you have chosen.  You may then apply the date supplied by the Date Calculator to the date field of the record or just use it for reference.

For our example, enter today’s date in the “From Date” box.  In the Units box, enter 6.  Click the Weeks option button, then click COMPUTE.  The Date Calculator will display the date and the day of the week you have requested as shown in the following illustration.
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NOTE:  If you have checked the “Avoid nonWorkdays” checkbox, then the calculated Date will not fall on a weekend or holiday.

Click APPLY and the date calculated will be applied to the Date field of the record.  Enter the remaining data to the record and close it to save it.

Detail Folder - Browse View

To access the information contained in the Detail Folder in a Browse View, select the Official or Location option button from the Monthly Folder of the Calendar Assistant.  For this example, we will select the Official option button.  Next choose an Official and Event Type from the Official and Event Type drop-down lists.  We will choose All Officials and All Event Types.  

Click the Events option button and click on the day you would like to see the Browse View for, which in our case will be 7/9/2002.  Next click on the Detail Folder of the Calendar Assistant.  When the Detail Folder opens, click the Browse View option button.  The Browse View of the Detail Folder will open as shown in the following illustration.
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The Browse View used on the Detail Folder is the standard Scheduled Event browse view and works in the same manner as any other Browse Window in SUSTAIN.

Detail Folder - Day Planner View

To see details concerning the Scheduled Event(s) for a particular day in “Day Planner” form, select the Official or Location option button from the Monthly Folder of the Calendar Assistant.  For this example, we will select the Official option button.  Next choose an Official and Event Type from the Official and Event Type drop-down lists.  We will choose All Officials and All Event Types.  

Click the Events option button and click on the day you would like to see the Day Planner View for, which in our case will be 7/9/02.  Next click on the Detail Folder of the Calendar Assistant.  When the Detail Folder opens, click the Day Planner option button.  This will access the Calendar Assistant’s “Day Planner View” as shown in the following illustration.
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NOTE:  The color-coding in this window is random and does not suggest a specific function as opposed to the color-coded scheduling indicators on the Monthly Folder, which assign specific meanings to the colors of red, yellow, and green.

Looking at the previous illustration we see that in the 11:00AM time slot two events overlap.  When this occurs, you would have to decide if it was acceptable for these two events to overlap.  If not, you would have to reschedule one of the events.

If you are using the Intelligent Scheduling Assistant SUSTAIN can assist with these scheduling dilemmas by suggesting an Official, Date, and Time for each Scheduled Event according to “calendaring rules," which you create.  You may then accept SUSTAIN’s suggestion or ask for another.  SUSTAIN will also monitor the availability of dates and Officials and allow you to balance out the workload by Hours or number of Events.  For more information about the Intelligent Scheduling Assistant, please see the SUSTAIN Intelligent Scheduling Assistant Guide.

Setup Folder 
Clicking the Setup Folder will open the Setup Folder of the Calendar Assistant as shown in the illustration below.
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The Setup Folder allows you to define “slots” for Automatic Scheduling.  Slots (discussed in greater detail in the following section) provide you with a more detailed level of availability planning than just using the Holidays Folder. Using Automatic Scheduling lets the Calendar Assistant make use of the color-coded scheduling indicators and count of events as shown in the following illustration.
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NOTE:  The Setup Folder of the Calendar Assistant is an option that you may decline to use.  If you choose not to use the Setup feature, your Calendar will not take advantage of the color-coded scheduling indicators. 

To create a slot for an Official or Event, click the Setup Folder.  For this example, we will setup a Motion Hearing for Judge Watson for the date of 11/7/01.  Once the Setup Folder opens, click inside an empty cell in the column titled “Official.”  Enter Judge Watson's Official ID or select his name from the combo box.  In the Event Type column, enter an event type or select one from the combo box.  For our example, select “Motion Hearing.”  Enter a Start Time and End Time.  For our example, enter a start time of 9:00AM and an End Time of 10:00AM.  Lastly, enter the Maximum (number of) Events and the Maximum Hours for each event.  Once all the information in our example has been entered the top half of your Setup folder should resemble the following illustration.
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If you would like to copy the “slot” you have defined (in our example, the Motion Hearing) to other days, rather than defining the same slot over again on different days, choose the All Days or Same day each week option button found in the bottom half of the folder and shown in the following illustration.

[image: image13.png]Copy this day to:

O AllDays From [ Delete sisting sots
O Same daysachweek  ths Copy




The All Days option button copies the event to every workday in the time period specified in the From and Thru textboxes, while the Same day each week option button, copies the event to the same day each week in the time period specified in the From and Thru textboxes.  If you would like existing slots deleted, check the Delete existing slots checkbox.  Click the COPY command button to complete the process.

To complete the setup of the event, click SAVE.  If you wish to add additional items to the Setup Folder, clicking the PLUS (+) command button adds ten rows at a time to the table.

Holidays Folder 

Click on the Monthly Folder, select All Officials and All Events, then click on the Holidays Folder.  The Holidays Folder will display as shown in the following illustration.
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Whether the Holidays Folder reflects the Holidays for an Official or Location depends on which option you selected on the Monthly Folder.  If you selected All Locations or All Officials, then the Calendar would display all the holidays relating to all the Officials or all the Locations.  If you selected a specific Official or Location, then the Calendar would reflect the holidays of only that Official or that Location.

At the top of the Holidays Folder there are four option buttons: AM, PM, All Day, and Clear.  If an event cannot be scheduled in the morning, select the AM option button and click on the days you wish to block in the Calendar.  Holidays in the AM hours appear in yellow.  If an event cannot be scheduled in the afternoon, select the PM option button and click on the days you wish to block in the Calendar.  Holidays in the PM hours will appear in green.  If you wish to block the entire day, select the All Day option button and click on the days you wish to block in the Calendar.  All Day holidays appear as red on the Calendar portion of the window.  

If you make a mistake or wish to change a holiday, select the Clear option button and click on the days you wish to “un-block.”  After all selections have been made click SAVE.  

For each year, block off all weekends and holidays, otherwise SUSTAIN will assume it can schedule an event. 
Chapter Two:

Setup

Calendar Settings Dialog Box

To access the Calendar Settings dialog box, you must first log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, selected an organization and entered your password, choose the command CALENDAR from the SETTINGS menu.  The Calendar Settings dialog box will open, as shown in the illustration below.
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The upper left side of the Calendar Settings dialog box relates to settings for Officials, while the upper right side affects Calendar settings for Locations.  You may setup either or both depending on the type of Calendars you require.  

NOTE:  By Official and By Location setup are similar, therefore the examples used in this section will be By Official.

If you enter the Official on the Scheduled Event, the Use Scheduled Event Official checkboxes will cause the Calendar to be updated if the Official is entered.  Clicking the Originals checkbox causes Scheduled Events added in the current database to update the Calendar.  Clicking the Copies checkbox causes “copies” of Scheduled Event entities (i.e. Scheduled Event entities received via data exchange) to update the Calendar.  

If you configure Officials under the Scheduled Event, the Use Related Official Entities checkboxes will cause the Calendar to be updated.  This is useful if you schedule more than one Official for a single event, such as a panel of judges that hear an appellate case or multiple lawyers participating in the same trial.  If you configure Officials under Scheduled Events, those Officials will affect the Official Calendar using the Scheduled Event data from its parent (Scheduled Event).  Clicking the Originals checkbox causes SUSTAIN to update the Calendar with Officials on all Officials configured under the Scheduled Event.  Clicking the Copies checkbox causes SUSTAIN to let entities received via data exchange update the Calendar.

NOTE:  If the Original and Copies checkboxes are turned off (i.e. not checked), then the Calendar Assistant is, in effect, turned off.

The Unavailability Warning Message checkboxes indicate whether the user receives a warning message if the Calendar cannot find a time slot or the time slot is full or if the date is a holiday.  Choosing the “Warning” option button causes SUSTAIN to prompt with an error message which reads “Warning W010 No time slot of Official Calendar date.  Schedule Anyway?”  To override the message, click YES.  Choosing the “No” option button turns off the warning.  

Situations may arise in which you want to leave a Scheduled Event on a file while removing it from the Calendar.  The Cancel Calendaring combo box allows you to accomplish this through the use of a code set.

For example, you may choose to create a code set to indicate an event has been canceled due to the unavailability of one or more of the parties involved.  For more information on creating code sets, please consult your SUSTAIN Administrator’s Guide.  To enable this setting, choose a code set from the list or create one.  

If you specify an Event Type Aliasing Code Xref Table, SUSTAIN will convert Event Types to an “alias type” when performing Calendar/Slot processing.  This feature allows multiple Event Types to be treated as one, with respect to Calendar Slots.  For example, if you have the following three different Event Types used to schedule motion hearings:

M01  Motion Hearing

M02  Motion Hearing - Uncontested

M03  Motion Hearing - Contested

Rather than set up three separate Slots (one for each type), you may choose to set up a single Calendar Slot, based on an alias Event Type of MOT (for Event Type Aliasing - Motions).  Then, using a Code Xref Table, you can specify that M01, M02 and M03 have an alias of MOT. By doing this, you indicate to SUSTAIN that with respect to finding and updating Calendar Slots, M01, M02 and M03 should all be “funneled” into the Slot you set up for MOT. 
The Overrides section of the Calendar Settings dialog box allows you to disable Global Holiday Check and/or Slot Processing.  When adding Scheduled Event records, SUSTAIN will check to ensure that the date being scheduled is not a Holiday.  When checking Holidays, SUSTAIN checks for Official specific Holidays, Location specific Holidays and/or Holidays not specific to particular Officials and Locations.  “Specific” Holidays can be setup using the Holiday tab from the Calendar window.  Clicking in the Global Holiday Check checkbox disables this feature.

When adding Scheduled Event records, SUSTAIN will check to ensure that the Date being  scheduled “fits” into an available Time Slot.  Time Slots can be Setup using the Setup tab on the Calendar window.  Clicking in the Disable Slot Processing checkbox disables this feature.

The Browse View section of the Calendar Settings box allows you to decide what information will be displayed on, respectively, Browse Windows, Record Windows, and Folders. 

The Copy View allows you to decide which fields will be involved in data exchange.  For more information on the Copy View, please see the SUSTAIN Data Exchange Guide.

When you have finished your Calendar Settings selections, click SAVE to process or CANCEL to abort.

REBUILDING CalendarS

There may be occasions when Calendars need to be regenerated.  For example, if a technical problem occurred and Calendars are inconsistent with the actual Scheduled Events on file.  You may also wish to rebuild Calendars if you change the System Setting that turns the Official Calendar and/or Location Calendar on and off.  For example, if you turn a Calendar “on” after it has been turned “off” for a period of time, rebuilding the Calendar will bring it up to date. 

To rebuild your organization's Calendars, you must first log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, selected an organization and entered your password, choose the command REBUILD CALENDARS from the UTILITIES menu.  The Rebuild Calendar dialog box will display, as shown in the illustration below.

[image: image16.png]Rebuild Calendar

Begin with Scheduled Event Date:

ok | cancel





Enter the Scheduled Event Date you want the rebuilding process to begin with and click OK.  SUSTAIN will prompt, verifying that you wish to rebuild the calendars for the Organization you have selected, beginning with the date you have entered

NOTE:  If another User is in the Calendar you are rebuilding, an error will occur.  It is advisable to clear all Users from the Calendar(s) before rebuilding.

Click YES to rebuild or NO to cancel.  If you chose YES, then SUSTAIN will respond with a message box telling you when the rebuild is complete.

Chapter Three:

Help
Accessing Help


To access the Help System you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

3. Click the HELP toolbar button.

From the Contents Page of SUSTAIN’s Help System, click on the words “Additional Help Systems,” found towards the bottom of the page.  Another page will open which lists the names of other available Help Systems.  Click on the words that read “Click here to access the Calendar Assistant’s Help System.”  This will open Calendar Help.

To choose another Help System, go to the Contents Page of Calendar Help, click on the words, “Additional Help Systems,” and choose another Help System from the list.
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Rebuilding calendars, 13-14

S

Scheduled event result code set box, 13  

Scheduling an event, 6-7 

Scheduling-automatic, 9-10  

Settings-see “calendar settings dialog box”

Setup, 9-10, 12-14

Setup folder, 9-10

Slots-defining, 9-10, 12-13 

Status bar, 5 

U

Unavailability edit, 13 

Unblocking holidays, 11 

Use related location/official entities, 12-13 

Use sched. event checkboxes-location/official, 12-13  

