QUICK REFERENCE FOR DOCUMENT DIRECT

Welcome to Document Direct - the system that provides access to
various on-line reports. Here are some quick tips on how to log on and get
to locate different reports that are available.

To Log On:

1. Click on the Document Direct icon to display the Main Menu:

-

The following list describes the function of each of the buttons (from left to right) of
the Standard Toolbar that appear under the Menu bar. Most of the buttons can be
selected when a report is open.
1) Exit

2) Document Explorer
) Record a Script

) Playback Script File

) Document Analyzer

(SN
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6) GoTo

7)  Previous Page

8) Next page

9) Print Current Page

10) Copy to Clipboard
11) Undo Last Action
12) Find

13) Find Previous or Next
14) Clear View

15) Rotate Counter Clockwise
16) Rotate Clockwise

17) Enlarge

18) Reduce

19) Display Annotations
20) Edit Annotations

21) Help

Page 2

2. Choose FilelDocument Explorer to open the Document Explorer menu.
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3. Double-click the UCCMVSB to display the log on dialog box:

Becipient 1D: I

Pazsword: I

)% I Cancel | Help |

4. Enter your UserlD and then hit Tab

5. Type in your Password (use the same one you have for CICS) and hit OK.

To Locate Reports:

1. Click the Reports to view the list of all the reports.
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2. Scroll down to locate the report or click the Locate button to open the
Locate dialog box:

==

Topic | File |
Servern I Sample1: use Netkdanaogse TCPIFP ;I Cancel I
Feport [T I Help I

ersion 1D I

Section ID: I

Fage: I Open I

3. Enter the ID number of the report you want to view and click the Locate
button.
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4. The located report is highlighted on the left and different versions of that
report are on the right window each specified with the Device and the Status.

5. Double-click any Version IDs on the right with Status = Available, you will
immediately see a snapshot of the report:
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i pocumentDireck - 18] =]

File Edit Wiew Script Options  window  Help
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uccmysb: MEMTOZZ (20011110030236) ;.
IZLC MEM7TOZ 2 MOMTHLY CONTRIEBEUTION AMD PLAW WALT
RUMN 11/10/01 TIME 01.15.55 i L OF PATROLL MOMNTH EMND
———————————————— SAVINGS (10) ————————————
Lo aTTION MEER FPLRT. MO, MERS-MON CONTRIE-PLAN WALUTE-AWVSG COMNT-LVG W
EERKELEY 3,527 9435 224,391 24,495,942 237 25,
SAN FRAMWNCIZSCO 4,028 1,102 279,902 28,631,071 253 25,
DAVIS 5,155 1,461 zo0, 746 35,525,204 199 26,
LoD ANGELES S,0143 2,221 494,597 51,225,276 zzz 23,
4| | k|
© % | Section: | Polcfd

6. Double-click any Versions ID on the right with Status = Recall Required.
The Open Error dialog box appears which means the request was sent out.

x

S0851- Becall request issued. Try again later.

Technical info ... | Help

7. Click OK.

8. Wait for approximately 10-15 minutes and try to locate the report again. When
you see the Status of that report is changed to Available and you can then
open the report.

Note: It is important that if the Status of the requested report still has
not changed from Recall Required to Available, do not try to double-
click and submit the request again. Repeating the request will only jam
up the process and take double-time to retrieve the same report again
and again.
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To Print Reports:

1. Choose File[Printer Setup to open the Print Setup dialog box.

PrintSetup 2] x|
— Printer
M arne: HP Lazerlet 4 Plus

Froperties. .. |

Statusz: Ready

Type: HF Lazerlet 4 Plus
Wwohere: LPT1:
Commemt:
— Paper Orientation
Size: ILetter LI " Portrait

Source: I.-'l'a.utnmaticall_l,l Select LI " Landscape

MNetwark. .. | Ok, I Cancel

2. Be sure the Landscape Orientation is selected.
3. Choose File[Print to open the Print dialog box.

Print x|

uccrysh: 10010041 [19930922020702]
FERS

Frinter: HP Laszer)et 4 Plus on LPT1:

Copies: I Ok I
Pages " Al Cancel I
" Current Section
= Curent Page Setup... I
" Erom: IE; To: IE
Help |
Oeerflow
" Tile Pages

f* Truncate

[T Ihclude Sanctations

4. Select All, Current Section, Current Page or certain pages.

5. Click OK to print.
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