COMMONWEALTH OF KENTUCKY

Cabinet for Health and Family Services

Department for Community Based Services

Division of Child Support


TO:
All IV-D Agents and Staff
CSM No. 46

Division of Child Support


Division of Service Regions, Child Support Section

FROM:
Jan Bean


Assistant Director

DATE:
June 1, 2005
SUBJECT:
RMDS Reports Moving to RDS
New versions of reports, currently on the Report Management and Distribution System (RMDS), are being created on the Report Distribution System (RDS).  RDS is an on-line storage and retrieval system for mainframe data.  It is a more cost-effective program that has more capabilities and provides quicker access to reports.  
To facilitate fast and efficient access to reports, a consistent naming and numbering system is being implemented as the reports are moved from RMDS to RDS.  The short definition beside the name of each report will remain on RDS for identification purposes. 
Additionally, DocumentDirect, which can be accessed by staff from the desktop, allows reports to be printed directly from RDS in a user-friendly manner.  All reports listed on RDS are automatically accessible through DocumentDirect.  The system is designed for display only.  There can be no individual updates of reports.  Child support staff will be notified as reports are created on RDS.

Attached are instructions for the use and navigation of RDS.  Also attached are instructions on finding, activating and navigating through DocumentDirect to make viewing of reports on RDS more flexible.  If you have questions, please contact the KASES Help Desk at 502/573-1011 or 1-800-443-2705.
Attachments
Cross References
KASES Handbook Section 11.000, Report Management and Distribution System
REPORT DISTRIBUTION SYSTEM (RDS)

Navigation Instructions

This system is designed for display only.  There can be no individual updates of reports.

LOGGING ON TO RDS
Sign on to KY-NET.  On the application selection menu screen, type in the command line the appropriate number associated with RDS, then press enter.

The next screen to appear is the RDS sign on screen.  Enter your seven digit USERID and your password, (this password is the same as when you initially sign on to KY-NET), then press enter.

The menu screen offers the user several options to view:

1.
By pressing enter, the beginning of the report name listing will appear.  By pressing the F8 key, you can page forward until the desired report is located.

2.
If you know the report name, you may enter the report name on the line titled "REPORT/TOPIC/QUEUE ID" and press enter.  This will take you immediately to the report name you entered.

3.
If you do not know the exact report name, but you know the program identifier (HR, KCA, KCL, etc.), enter the program identifier in the "REPORT/TOPIC/QUEUE ID" line, and press enter.  This will take you to the beginning of the particular program report listing.

SELECTING A REPORT FOR DISPLAY

In the option column type "V" (V stands for viewing) beside the report you want displayed, and press enter.

The next screen displayed is called "BEGINNING OF VERSIONS".  On this screen you may select the version by typing "V" beside the date you want to open.

NOTE:  if under status it states not mounted, it will take the system a couple of minutes to mount the report and open it.

NAVIGATING WITHIN YOUR REPORT

Navigation commands in RDS are similar to RMDS:

F7 pages backward;

F8 pages forward;

F10 moves screen to left horizontally;

F11 moves screen to the right horizontally;

F12 exit; and

F3 returns to previous screen.

FIND COMMANDS

The find commands on RDS are the same as on RMDS.  Once a report is opened, find the specific county, then identify how the county is displayed on the report (i.e., does it spell out the county name or does it display only the county number).

1. If the county name is spelled out, type in the command line, for example, F ‘Boyd’ and press enter.  The system will take you to Boyd County.  If for some reason the search fails, press the F5 key (this is a repeat find function).  Type in the command line F, then single space, then single quote, name of the county, then single quote (F ‘NAME’), and press enter.

2. If the county name is numerical, use the same find command, but type in the three-digit county number, (i.e., F ‘010’), and press enter.

3. If you want to find a case number, name, or worker code, etc., use the same find command, then single space, type a single quote, item to be searched, then a single quote (F ‘123456789’) and press enter.

4. Remember if the search fails, press F5 key to repeat the search.

NOTE:  The search might fail because the system reads in sets of “20,000” lines and stops.  By pressing the F5 key, it will search an additional “20,000” lines.  Continue pressing the F5 key until it finds the item you requested or it reaches the end of the report.

MARKING A PAGE OR PAGES TO BE PRINTED

RDS allows the user several options to mark a page or pages of a report to be printed.  If you are linked to a network printer, your options are to screen-print from RDS or use DocumentDirect 2.2 to print from RDS.  You are strongly advised to use DocumentDirect 2.2 to print from RDS.  Instructions for using and activating DocumentDirect 2.2 are attached.  The following options may be used when marking a page(s) for print directly from RDS:

1. Using the F6 key for each page to be printed; or

2. Type "MA" or "MARK" in the command line and press enter; or

3. To print a block of pages, type "MARK", space, and then type "B" on the first page to be printed; and "MA" or "MARK", space, and then type "B" on the last page to be printed and press enter.

4. Once you have marked the pages for printing, press the F2 key to go to the print menu.

Many of the reports on RDS are very large. Because there is the capability to print select pages, do not print the entire report, unless necessary.  When printing from RDS, double-check the pages you have marked to ensure you do not print the entire report and print only the pages needed.
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DocumentDirect 2.2 is used to access Report Distribution System (RDS) reports from the user’s desktop computer.  Both RDS and DocumentDirect 2.2 access the same reports.

DocumentDirect 2.2 allows more flexibility in viewing, can be used to cut and paste data to other PC applications and can be used to print to any PC printer that the user has designated as their default printer.  Users are encouraged to use the excellent HELP facility within DocumentDirect 2.2 to find the features that best fit their particular needs.

If DocumentDirect 2.2 is on your desktop but you are unable to access, the program will need to be activated.  To activate DocumentDirect 2.2 do the following:

1.
Click the "START" Icon;

2.
Click on "PROGRAMS";

3.
Identify “DocumentDirect 2.2”;

4.
Place cursor on DocumentDirect 2.2 and a side bar appears;

5.
Click on "DocumentDirect 2.2";

6.
Click on "OPTIONS";

7.
Click on "CONFIGURE DOCUMENT SERVERS";

8.
Click on "EDIT";

9.
Check box next to “PROMPT FOR RECIPIENT ID AND PASSWORD”;

10.
Click on "OK"; 

11.
Close out Document Servers Screen;

12.
Click on “FILE”; then

13.
Click on “Document Explorer”.

You will see the “COLD HARBOR MAINFRAME REPORTS” prompt.  Click twice on this phrase.  Enter your USERID and password, and then click “OK”.

If you do not have DocumentDirect 2.2 on your desktop, request access through the designated individual in your Region.
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To log on to DocumentDirect 2.2 you must click on your start button.  

Then go up to programs and over to the right to DocumentDirect 2.2.

Then click on DocumentDirect 2.2.
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After starting DocumentDirect 2.2, start Document Explorer. This is done by selecting Document Explorer from the "FILE" menu, or by selecting the 2nd toolbar icon from the left with your mouse.
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Next Click on the "LOCATE" button within the Document Explorer window; it should highlight the "COLD HARBOR MAINFRAME REPORTS" server.
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You will now see a  "LOCATE" window.
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Click on the "LOCATE" button on the right side of this window for a list of all reports that you have access to view.  If you only want to view one specific report, you can key the information into the Report ID and Version ID boxes, but this is probably not what most users will need.

[image: image12.png][Document Explorer:4] MEIE

o Fle Edt View Soipt Poicy Opions Window Help (8] x|

N =

e =T K e e e e =

©

HRASERW1
HRASERXS
HRASEUH1
HRASE297
HRASE417
HRASE748
HRASE751
HRASE755
HRCSRO9A
HRKAFR1
HRKAFRTD
HRKAFRIS
HRKAFRA
HRKAF03
HRKAF14A
HRKAF15A
HRKAF158
HRKCSR
HRKCSU
HRKCAN
HRMWRPT1

HR CS-124 MO. NOTICE OF COLLECTIONS'
HR NATIONAL INTERSTATE CASE RECONCILIATION (ICR) PROJECT
HRASEUH1 HASPO

HR CSR-124 QUARTERLY NOTICE OF COLLECTIONS

PATERNITY AFFIDAVIT MATCH WITH KASES DATABASE

CASE ARCHIVE ACCOUNT STATEMENT

CASE ARCHIVE SUMMARY REPORT

CASE ARCHIVE DETAIL REPORT

CSR-09A INVALID INTERSTATE TYPES

KAF VALID PHONE LIST

KAF PHONE COST DISTRIBUTION

KAF PHONE COST DISTRIBUTION SUMMARY

KAF ESSEX COST DISTRIBUTION

KAF ESSEX JOURNAL YOUCHER

KAF PHONE JOURNAL YOUCHER

KAF PHONE JOURNAL VOUCHER ERRORS

KAF ESSEX JOURNAL YOUCHER ERRORS

CSR-KRC ADJUSTMENT REPORT

CSR-UNDISTRIBUTED REPORT

CSR-4N REVENUE ALLOCATIONS

MOST WANTED NCP TOT ARREARS > §10,000 ALL CASES 6 MONTHS

@)@~ || rocstaERvs I I

Start| [Ginbos - Microsoft Dutock _| B Documert Dirct earing .. |[T]

ScmenDieel Do [RYEDZ 2





[image: image13.png]DocumentDirect - [Document Explorer:4] =18]x]

W - Edi ey Soi Boley. Gptons Window Help HEER
| 18 [ | |5 [t 5 o o B 5 o
Blxlole

[Report ID
L_JExplore Archives by Report

Locate

Bovort | Tie | g |

Server Cold Harbor Marirame Repots

) HRASE755 Feport ID; (]
[ HRCSRO9A
HRKAFRI

Version D

Segtion D

Page: I n

MOST WANTED NCP TOT ARREARS > §10,000 ALL CASES 6 MONTHS

@)@~ || rocstaERvs I I

g Start | [ inbo - Microsaft Qutlook _| F)Dacument Diect earring . [ [ DocumentDirect - [Do. |RYLHM 233PM




[image: image14.png]ocumentDirect - [Document Explorer:4] MEIE

o Fle Edt View Soipt Poicy Opions Window Help (8] x|

| 18 [ | IR T R e e e e o =
EEERE
Report ID
KP03 HR CSR-03 DAILY UNDISTRIBUTED RECEIPTS
KP04 HR CSR-04 DAILY CHECK REGISTER
KPO5 HR CSR-05 MONTHLY RECONCILIATION
KPOB HR CSR-06 ADJUSTMENTS REPORT
KPO8 HR CSR-08 DEFRA DETERMINATION
KP18 HR CSR-18 COLLJURESA{PYMT TYPE
KP19 HR CSR-19 COLLJCASE{PYMT TYPE
KP20 HR CSR-20 COLLJURESAJCASE TYPE
KP21 HR CSR-21 COLLECTIONS CASE TYPE
KP28 HR CSR-28 CASES BY AUDIT YEAR
KP31 HR CSR-31 ANNUAL OCSE 56
KP32 HR CSR-32 QUARTERLY OCSE 34
KP34 HR CSR-34 DAILY DISBURSEMENT RPT.
KP44 HR CSR-44 MO. ESCROW DISBURSE.
KP48 HR CSR-48 CHECKWRITE PAYEE DISB.
KP50 HR CSR-50 AP REG BY CHECK NUMBER
KP55 HR CSR-55 3RD PARTY COLL POSTING
KP57 HR CSR-57 AFDC COLLECTIONS
KP65 HR CSR-65 3RD PARTY COLL FAY
KP66 HR CSR-66 FAYETTE CTY CHEC REG.
KP68 HR CSR-68 OCSE 34 RPT DET-PT 1
KP69 HR CSR-69 OCSE 34 RPT DET-PT 2
@ B Q” [CDCSTATERY.US KPO3 I I

g Start | [ inbo - Microsaft Qutlook _| F)Dacument Diect earring . [ [ DocumentDirect - [Do. RO DM 238PM




Now you will see an "ATTACH TO SERVER" window that asks for your userid and password. The "server" in this case is the Commonwealth Data Center mainframe, and you must provide your Mainframe USERID and PASSWORD , then click the "OK" button, or simply press the "ENTER" key.
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When the connection is completed successfully, the Document Explorer window should contain a list of all the RDS-based reports to which you have access.

The LEFT side of the DocumentDirect 2.2 window contains a graphical display of the reports that you are authorized to view. The RIGHT side of the window contains details about the currently selected entry from the left side.

** If you wish to see the Report Names in addition to the Report ID’s, click on "VIEW", then remove the check mark from the EXPLORER DETAIL option near the bottom of the menu list. This will remove the split window and give you one viewing window with Report ID’s and Report Names. 
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Clicking directly on the PLUS sign in front of a report name in the left side of the window will expand the list of versions for that report.  (To de-expand the list, click on the minus sign.) 

Clicking on the plus sign in front of a version will expand the listing of report sections, IF that report is sectioned. (Not all reports are sectioned.)
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Locate the specific version or section you wish to view in the right side of the window, and double click on it.  If you click on the wrong one, you can cancel this operation by clicking on the stop sign in the lower left corner of the main window.
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You can search for a specific report by scrolling through the list until you find the report or you can search by using the “LOCATE” button.   First you click on the “LOCATE" button.
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Then a menu will appear in which you will type in the Report ID name then click on "LOCATE" or press your enter key.



 

The next screen will list the report that you searched for at the top of the page.  Double-click on the report to open it.

In this example we have chosen to view the HR CSR-03 Report.   We have chosen the latest version which was created on 7/2/04.  


Searching for specific text once you are inside a report can be done by using the flashlight icons, or selecting "EDIT", then "FIND", or "FIND NEXT". Note that the "FIND" command defaults to "DOWN"; if you want to FIND in an upward direction, you must change the button selection in the FIND window to "UP".

First, click on the flashlight icon to find specific text.



Next, a menu box will appear in which you can enter what specific information you are looking for.  In this example, we are searching for a specific caseworker number.  

Type in the caseworker number and then click on “Find” or press Enter.



Then the cursor will be blinking by the caseworker number that you entered.  



You can also search by county name or Service Region name.

Notice how we entered the name of the county as “Fayette cnty” as this is how it is listed in the title of the report.  Also remember that you may have to change the direction to search “Up” instead of “Down” if you are already past that county alphabetically.

A menu box may appear to let you know that what you are searching for was not found within the first 500 pages – click "Yes" to continue and it will search through the next 500 pages.  You can get one of these messages every 500 pages throughout the entire report.  

Then the cursor will be blinking by what you were searching for – “Fayette cnty”.  



You may also search through a report by using the “GO TO” button.  The "GO TO" feature allows users to move quickly to different sections of large reports. Select "GO TO" from the "EDIT" menu, or select the toolbar icon with the hand and pointing finger.  You can also go directly to a specific page of unsectioned reports by entering the page number in the small box at the bottom of the window. 

First click on GO TO button.


Next the menu box will appear for you to specify what you would like to go to.  

In this example we have chosen to go to page 200 in the report and clicked the “OK” button.



Now, you can see where it has taken us to page 200 in the report.


For sectioned reports, the "GO TO" window will only list the sections to which you have access. You can scroll down to the section you need, or click in the "EDIT" window and key in the section you want, then click the flashlight to find it. When the section is found, click the "OK" button, and the report section should appear in your viewing window. You can go to a specific page of that section by keying in the page number at the bottom of the "GO TO" window before clicking the "OK" button.

This feature is very helpful when searching large documents, as it will save time to go to the correct section before starting a "FIND" operation.

Printing can be done to any PC or LAN attached printer. DocumentDirect 2.2 uses standard Windows print drivers, and allows for printing single pages, multiple pages, or entire sections of reports.

To print a report:

1.
Click on "FILE";

2.
Click on "PRINT"; then

3.
The print display will ask how many copies, all pages of the report, current section, or current page.  You can also enter the page number(s) to be printed.  The page number is located on the tool bar at the bottom of the screen.  

If the report is greater than 80 characters, then click on “SETUP”.  In the block “ORIENTATION” click on “LANDSCAPE”, then click "OK".  The system will automatically adjust the print so it fits on the page.

Many of the reports on DocumentDirect 2.2 are very large.  Because there is the capability to print select pages, do not print the entire report, unless necessary.  When printing from DocumentDirect 2.2, double-check the pages you have marked to ensure you do not print the entire report.

The first time a report on DocumentDirect 2.2 is opened, the text may not be formatted.  You may correct this problem by doing the following:

1.
Click “OPTIONS” on the tool bar;

2.
Click “PREFERENCES”;

3.
Click “TEXT VIEWING”;

4.
Click “CHANGE FONT”;

5.
Under the first heading “FONT”, click the up\down arrow till you find “COURIER NEW”;

6.
Click on “COURIER NEW”; then

7.
Click “OK”, to close out.

After setting the text format, you will need to close the report and reopen it for the change to take effect.  This step is only required for the first report.




NOTICE





If the menu box does not appear do the following:


click on options


click on “configure document servers


click on “edit”


click on “Prompt for Recipient ID & Password” & an arrow will appear in box


click “ok”


click close


now the menu box will appear for you to enter your user ID and password.









