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Introduction

Thank you for purchasing the SUSTAIN Intelligent Scheduling 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/or enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Service Provider was designed with each of the others in mind, all of your SUSTAIN software works together to form a single, consistent, integrated information system.

The Intelligent Scheduling Assistant offers scheduling suggestions or automatically selects the appropriate time slot for each Scheduled Event based on your organization's scheduling rules.  In addition, the Intelligent Scheduling Assistant enables you to define your scheduling rules once, and automatically maintain all of your organization's calendars.

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 Intelligent Scheduling Assistant

Accessing the INtelligent Scheduling ASSISTANT

To access the Intelligent Scheduling Assistant, first log into SUSTAIN and open a file.  For our example we will open file 96-CV-107.  Select the Events Folder, as shown in the following illustration.
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Add a New Scheduled Event record.  When the New Scheduled Event window opens, access the Intelligent Scheduling Assistant by choosing the command FIND SLOT from the TOOLS menu.  The Find Slot dialog box will open, as shown in the following illustration.
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Scheduling an event using the Find slot dialog box

The Intelligent Scheduling Assistant assists with finding a date for a Scheduled Event based on the criteria entered in the Find Slot dialog box combined with rules you have previously defined in setup (discussed later in this guide).  Once the Find Slot dialog box is open, choose an Event Type from the Event Type drop-down list.  For our example we will choose Court Appearance.  Next, enter the duration of the event in the Duration text box.  For our example, the Court Appearance will last one hour, so we will enter the number one.  

Select a Type of scheduling:  by Official or by Location.  For our example we will schedule by Official, so check the Official option button.

Use the ID option buttons to tell SUSTAIN which Officials or Locations to consider when searching for a “slot.”  If you choose the Specific option button, select a specific Official or Location from the drop-down list, as shown in the following illustration.
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If you choose the Set option button, you must select a set of Officials or Locations from the drop-down list, such as the team of officials shown in the following illustration.
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Teams of Officials or a collection of Locations require a code set.  For more information on code sets, please see Chapter Two:  Setup.

If you choose the All option button, the drop-down list is no longer available and all Officials or Locations are part of the search criteria.

For this example we will select the Specific option button and select Judge Watson from the drop-down list. 

The Corresponding Slot Required For drop-downs, illustrated below, allow you to simultaneously find a matching slot for another party or organization.
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The Options section of the Find Slot dialog box, shown in the illustration below, allows you to further define criteria for finding an available slot.

[image: image6.png]Options
® Firt Avalable
O 1D Balanced, Hours
© 1D Balanced, Court
© Date Balanced, Hous
© Date Balanced, Count

Start date:

EndDate:

Days fiom Current Date:

Days from Star Date:





The First Available option button works in the same manner as a restaurant's first come, first served policy.  The first opening available for the Official or Location you have specified will be the first slot displayed.  The ID Balanced, Hours option button evaluates which Official or Location has the least number of scheduled hours and assigns a slot based on its findings.  The ID Balanced, Count option button evaluates which Official or Location has the least number of events and offers a slot based on its findings.  The Date Balanced, Hours option button looks to see which hours are open for scheduling, while the Date Balanced, Count option button, looks for open dates on a specific date or range of dates.  For our example, we will choose the First Available option button as shown in the preceding illustration.  

The Start Date and End Date allow you to specify a beginning and ending date range for the search.  Alternately, you may enter a number of days from the Current Date or a Start Date and the number of days from the Start Date.  For our example, click inside the Start Date text box and enter the date 08-19-96.  The Days from Current Date text box and the End Date text box should be blank.  The Options portion of the Find Slot dialog box should look like the following illustration.
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At this point you may wish to make use of the Parm Set drop-down list box and the DELETE, SAVE, and SAVE AS, command buttons found at the top of the Find Slot dialog box.  Together, the drop-down list box and the SAVE, SAVE AS, and DELETE command buttons allow you to manage scheduling criteria, so you don't have to re-enter it each time.  For example, you may have an official that handles pre-trial conferences and always schedules these conferences for forty-five days from the current date.  Using a Parm Set allows you to store the scheduling criteria and select it from the Parm Set drop-down list box when you access the find slot screen.

To save a Parm Set, click the SAVE command button and enter a name for the Parm Set.  To save an existing Parm Set under a different name, click the SAVE AS command button and enter a name for the Parm Set.  To remove a Parm Set, select the Parm Set name from the drop-down list box and click the DELETE command button.

Locate the FIND FIRST command button on the right side of the Find Slot dialog box.  When clicked, the FIND FIRST command button finds the first available opening in the schedule based on the criteria you have entered.  Use the spin buttons to select the number of available slots.  For our example we will leave the number of available slots at one.  Click the FIND FIRST command button.  The Find Slot dialog box will display a slot in the yellow table portion of the dialog box as shown in the following illustration.  
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The first available date (based on your selection criteria) is displayed.  If this date is not acceptable to the parties involved, click the NEXT SLOT command button and the next available slot is also displayed, as shown in the following illustration.
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To select a time slot, highlight the slot you want by clicking on the corresponding row number.  For this example, we will select the 08-22-96 time slot displayed in row two.  Next, click the APPLY command button.  The New Scheduled Event Record will now have several fields filled in based on the selections you made in the Find Slot dialog box, as shown in the following illustration.
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Save the record by closing the New Scheduled Event.  The Scheduled Event now appears on the Event Folder of the Case File in our example, 96-CV-107, as shown in the following illustration.
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In addition, the Scheduled Event appears in the Calendar.  Choose CALENDAR from the TOOLS menu or click the CALENDAR toolbar button.  When the Calendar Window opens, access the calendar for August 1996.  Click the Official option button, and choose Judge Watson from the combo box.  Choose all events from the Event Type combo box, click on August 22, 1996 and then click the LOAD command button.  Click the Detail folder and click the Day Planner option button.  The case scheduled in our example now appears on the Day Planner for August 22, 1996 as shown in the following illustration.
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To exit the Find Slot dialog box, click the CLOSE command button.

Chapter Two:

Setup

Creating Slots

The SUSTAIN Calendar Assistant allows you to create the slots used for Intelligent Scheduling.  For example, you may wish to set up different types of Hearings for multiple Officials.  

From the Calendar, select a date and choose the Setup Folder.  Click inside the first empty cell in the column titled “Official.”  Enter the Official ID or select a name from the combo box.  Enter the Event Type or select an event from the combo box.  Enter a Start and End Time.   Lastly, enter the Maximum (number of) Events and the Maximum Hours for each Event.  The actual fields are updated as the Scheduled Events are entered.  Once all the information in our example has been entered you should have a window resembling the following: 
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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.  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 COPY 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.

CAlendar Settings Dialog Box

Several of the settings in the Calendar Settings dialog box also impact the Intelligent Scheduling Assistant.  For more information on the Calendar Settings dialog box, please consult your SUSTAIN Calendar Assistant Guide.

CODE SETS

The command CODE SETS found in the SETUP menu of SUSTAIN, allows you to create a single code, which can be used to refer to multiple codes as a single unit.  For example, you may choose to create a group or “team” of officials.  Using a team of officials would allow you to schedule an event for any official included in the team.  

To create a code set, choose CODE SETS from the SETUP menu.  The Code Sets dialog box will open.  Click NEW.  The New Code Set dialog box will open as shown in the following illustration.
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Enter a name for the code set in the Name text box.  For our example we will enter Officials Team C.  Click SAVE.  The New Code Set dialog box will close and the Code Sets dialog box will open with the name of the code set, (Officials Team C), as shown in the following illustration.
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Double-click on “Officials Team C” or select “Officials Team C” and click OK.  The Code Set dialog box will open as shown in the following illustration.
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Click the SET ATTRIBUTES command button to open the Field Attributes box, shown in the following illustration.
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The Field Attributes dialog box allows you to specify the type of code set you are creating.  For this example, we have selected “Official” as the Data Type, as shown in the following illustration. 
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Click APPLY and you will be returned to the Code Set dialog box.  The left side displays all official codes, as shown in the following illustration.
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Select the official(s) you wish to add and click the ADD TO SET command button or double-click on the official’s name.  If you make a mistake and add an official you do not need, click the REMOVE FROM SET command button.  For our example, we will select three of the officials, as shown in the following illustration.
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Once you have made your selections, click SAVE and CLOSE.  If you do not wish to save your selections, click UNDO and CLOSE.

To modify a code set's name, click the MODIFY command button.  This will cause the Modify Code Set dialog box to open, as shown in the illustration below.  
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Modify the name and click SAVE to process or CANCEL to abort.

To remove an existing code set, click the REMOVE command button.  A message box will appear prompting you to confirm the removal.  Click YES to remove or NO to cancel.

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 Intelligent Scheduling Assistant’s Help System.”  This will open Intelligent Scheduling Help.

To choose another Help System , go to the Contents page of Intelligent Scheduling Help, click on the words, “Additional Help Systems,” and choose another Help System from the list.
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