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Introduction 

The BUREAU OF COWYAE3CES ~ O ~ T 1 O N  SYSTEM, 'BBCIS' for shart, is a fblly 
integrated "stafe of the art" runtime environmat, customized for the Department of Land and 
Natural Resources, Bureau of Conveyances. It was built with a platfern-independas Rapid 
Application Development &AD) tool d e d  APPX. APPX, which stands for APPlieatian 
excellence provides the capability to quickly and easily develop and deploy full-f-ed, 
business applications. The BCIS currently resides on the IBM RS/6000 bardware md the IF3M 
AM operacing system. The underlying database is BM's DB2, a robust, Mly relational 
database. 

The BCIS was conceptually designed many years ago by the very users of the system today, who 
envisioned a new, enhanced, comprehensive system far receiving, storing, converting and 
disseminating inGomt io~  It incorpomtes and integrates all the current users of the BOC mder 
one on-line system, as well as provides for expansion of its central Honolulu office to each of the 
neighbor islands, utilizing a high-speed network. 

The BCIS resides on a fmework that can easify accommodate growth, and is flexible enough to 
utilize new technological advances, as they become available. The BCIS engages advance 
technology products and methods to increase BOC's opemtional efficiency. This translates to 
greater productivity of the BOC operations, and therefore capable of accommodating and 
providing proactive sewices to their Customers and to the Public in general, 

*** Welcome to the BCIS *** 



Getting Started in the BCIS 

Double click the BCIS icon on your PC desktop to start. The cursor should be positioned in the 
Password field. Sign on to your workstation by entering your password, in lower case, then 
press ENTER, to evoke the BCXS appjication system, 

You can also use the mouse to "dick5' into any field on the screen. The Logon m e  is always 
the last person who logged on to the BCIS &om your PC. If this is not correct, or if the Server or 
Server Port is not as shown behw, simply use the tab key, or click into the field with the mouse, 
and correct the Momtion. Press ENlXK or press the Cornst button, to evoke the BCIS 
application system. 

The first screen you wifl normally see is a menu. To initiate any activity, select the appropriate 
button £?om this menu. Thereafter, what you see on your terminal depends on what functions the 
application contains and which options you select. Later in this manual, the different types of 
processes you may encounter in an application are described. 

Note: All fields are case sensitive and Logons are all lower case on the BCIS. 
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The BCIS Screen Layout 

Although there are virtually no limitations on the type and fonnal of Somation you may see on 
your BClS screen, them are some patterns that are common throughout. 

TiUe Bars are located at the top of every BCIS screen and screen overlay. They generally 
describe the function or wntents of the screen and also provide three spacial firnctions in the 
form of buttons that are located at the far right end of the title bar. These buttom vary depending 
on the level of the title bar. 

Directly under the main title bar is the Menu Bar. It contains special functions in categories such 
as File, Options, Help etc.. Under the menu bar is the Tool Bar, whkh contains several icons. 
These icons represent functions that can be performed throughout the BCIS applications. 

The body of the screen contains text or ;terns, or a mixtun: of both, depending on the type of 
process. For example, a menu contains a list of one or more options, usually in the fom of 
buttons. An ingut process contains one or more items to enter. 

The bottom of every screen contains a Staim Bar, a common area that is used to provide 
relevant information at all times while running your application. 

Below, shows a sample BClS screen layout, in this case, the LCATS main menu. 
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Title Bars 

The title bar, located at the very top of your screen, contains three buttons at the extreme right 
that can be &ed to perform s&&d windows fbmtjom. These buttons, from left to right, 
mhbize ,  maximize, and close your BCIS window and end your session. 

title bars for other windows and overlays contain three buttoas at the far rigbt that 
can be used to display help, save changes to the c&t record and move forward to the next, or 
to return to the previous screen or menu. 

You can select the "question mark" or &ELF button while positioned anywhere on a screen to 
receive an on-line description of any process tkat can be invoked fiom the screen below, or to 
display detailed information about a field &at appears on a data entry screen. To display this 
description, click HELP then click the desired option button or field. When finished reading the 
help text, select the button on the help overlay's title bar to remove the help overlay. 

m 
The button is also referred to as ENTER. Selecting this button generally validates and saves any 
data entry you have performed on the current screen and moves you to the next record in a file or 
the next screen or overlay in a series. It can be used interchangeably with the ENTER or 
RETURN key on your keyboard. 

The ENI) button, or P8 key, when selected, ends the current process and "takes you back" to the 
previous process. For example, in the Cash Register Menu, if you select END from the line item 
screen, you will re- to the LCATS initial menu. Normally, if you end a menu process, you 
return to the previous menu process (if one exists) and, if you select END &om your initial 
menu, you exit the BCIS. Ihe FS key perfoms the same function as the END button. 

3 0 1 4 0 3  
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Menu Bar 

As shown in Table I bebelow, the menu bar contains six categories of hctions available during 
your BCIS session. 

Table 1.  Menu Bar Options 
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Tool Bar 

The Tool Bar contains icons that are used to perform standard functions throughout your BCIS session. 
These iwns and their functions are: 

ENTER 

When you enter or modify any items, select the ENTER icon to complete your action, indicating that all 
items on the scm were en-. AI t .dve ly ,  you can select the buttan on the window, or you can press 
the ENTER or RETURN key on your keyboard. 

CANCEL 
The CANCEL option, activated by seledhg the CANCEL iwn, has a similar effect to the END option but 
n o d y  takes you huther back in the processing cycb witbut saving any data entry you may bave performed on 
the c m n t  screen. Where you retun to depends on how the processes are designed in the application. 

ADD 

The ADD option allows you to add new records to an existing file 

CBANGE 

The CHANGE opkion allows you to modify data for existing records. 

mQ- 
The I1VQWRE option allows you to exmine (but not modify) existing records in a file. 

DELETE 
The DELETE option allows you to delete exisring records from a file. 

This option confirms the deletion ofa record from a fife. A record selected for deletion is not deleted until 
confirmed. 
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Status Bar 

The status bar contains five areas which contain the following information (from IeA to right): 

+ Messages displays informationaI, warning, or enor messages that generate as you run your 
appiicatiom. The specific message depends on events that Imppen as you m your application. 
This line may often be blank, indicating that no message currently applies. 

4 User displays the user ID of the person who is signed on to BCIS. 

9 Dcttabase displays the database you are cmnt ly  using. 

s Applic&~~ displays the current application (three characters) and version (two characters), 

9 Modennfer~~cfive Phase There is four modes: add, deIete, inquire, or change, which you can 
select with the Mode optioas. literactive phase represents a finer breakdown of the mode. For 
example, you may be in change mode, at the poiat where you are about to specify the key 
vdue of a record you want to c h g e .  The modelinteractive phase at this point indicates 
ChglKey. After a record has been retrieved and displayed on the screen, only Chg displays, 
For further Somation about modes and interactive phases, refer to tbose sections. 

3 8 1 4 0 6  
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Standard Cursor Movement Keys 

As you navigate through various BCXS applications, you will make frequent use of many of the 
standard cursor con~ol  keys &at allow you to move up and down, tab fiorn Geld to field, and 
aase data in a screen field. You need to become familiar with all of the navigational keys on 
your keyboard. 

Please refer to Appendix A for a complete list of the APPX keys and their functions. If you have 
any questions, contact your system. manager 

301407 
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Menu Options 

As described previously, you initiate my action in the BCIS by selecting an option button. On a 
menu each button represents an option. An option may be a report, a file maintenance input 
process, or other predefined task. 

The option key is the accent key ( . ) next to the numeric one (1) key. 

In addition, there are several predefined options in the BCZS that you may select at any time to 
hitiate a particdar action. These options are represented by the icons located on the Tool Bar. 
Some of these options cause you to move between or into processes in your application or to 
perfom specific tasks. Some of fhe optiom m applicable only to specific types of processes, 
while others are durdys available. The rem- sections of this m u a l  describe these options, 
including when you might use them and exactly what the resuit will be. 

301408 
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Running Processes 

Beginning with the main menu, you may encounter many different processes as you navigate 
through your application. By selecting a specific option button &om a menu, you may be 
presented with yet anorher menu that contains several other options. In tun, you may eventually 
invoke other types of processes, including input and output processes. 

The following sections describe tlte unique features of each type of process and discuss how you 
can take advantage of these features. 

301409 
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A Typical Menu Process 

A menu is normally the fvst type of process you encounter after you eater BCIS, although your 
system manager cm specifj another type of screen if appropriate, From this initial or main 
meny you sdect one of several menu options. As soon as you select the option, it invokes the 
corresponding process associated with the option. This process m y  be anather menu, or another 
type of process tbat you use, for example, to perform data entry, generate a report, or past 
transactions. 

The Labels Menu utilizing buttons to represent options is shown in below. This type of menu 
w l l y  consists of a ''W menu bxn which you can access other sub-menus containing a 
variety of options. Another kind of menu uses pulidown menus so that the options are accessed 
from the pull down, list. Note that all the submenus appear from the title bar at the top of the 
menu, CJic- any of the menus displays a drop-down fist of options available within that 
category (Show Option Numbers, for example). These options m y  include menus or o h r  types 
of processes. Simply click on any option to initiate the! process listed. 

3 0 1 4 % $ $  
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A Typical Input Process 

An input process allows you to fook at records in a file (inquire mode), or to pexfonn fik 
maintenance activities (add new records, delete old records, or change existing records). You 
choose the mode you want by selecting the appropriate option (Add7 Delete, Change, Inquire). 

When you first invoke the input process, it will default ti, one of the four modes, depending on 
how .the application was designed. You can change the mode at any time, as described later in 
this chapter. 

An input p r e s s  screen contains one or more highlighted items, each identified with a 
cormpndiag label (such as Apt/htkc). An item b t  allows user input is enclosed in a fiefd box. 
Some items may be displayed but not allow user input; this is controlled by the design of the 
application. A sample input process is shown below. 

'3$14$1 
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Input Item Types 

Thm are five types of items found in the BCIS applications. Each one has its own set of rules 
regarding what characters you are allowed to enter, as follows: 

4 A6phununreriC allows entry of my combination of letters, numbers, or characters, in general. 
Depending on the application, a variety of edit checks may be performed. Alphanumeric 
fields may spa. multiple lines on the screen. See the Name field in the smp1e dbove. 

4 N w i e  atlows entry of one number or a contipus string of numbers. A leading or trailing 
minus sign and decimal point are treated as valid characters. Commas (to separate thousands) 
or currency symbols (such m $1 are not considered valid c-tefs. 

4 Dda/Tim allows entry of up to eight date/time components: century (ccj, year (yy), month 
(mm), day (dd), hour (MI), minute (mm), second (ss), and tenths and hundredths (fh) of a 
second. Most &&=/time items typicalfy include some combination of yearlmonthfday, but the 
exsct components in each item. depend upon the design of your application. You are prompted 
as to which parts to enter at which position in each date1tim.e item, by the presence of the 
corresponding two-character abbreviation listed above. Only valid components (such as 
minutes from 00 through 50) are accepted after you select Enter . See the Reg field in the 
sample above. 

o Logic answers the question "'yes" or "no" and is usuaSly represented by a checkbox. This 
allows you to click the checkbox and toggle it to represent "yes" or "no". A check mark 
means "yes" and a blank checkbox means "no". In some cases, you can often leave a logic 
item with a question mark inside , meaning that you do not know the answer yet, For 
example, you may not know whether a particular customer wants to receive special mailings, 
so you Ieave the question mark until you find out. Some logic items require you to set the 
checkbox to "yes" or "no". Logic fields, however, may sometimes be seen as a single 
character field with values of 'Y" or 'W" to represent ''yes" and "no" respectively. See the 
Dupl'? field in the sampk above. 

s Text is a free-form alphanumeric field for entering comments or other infomation in 
paragraph format. You can indicate the end of each paragraph so that the next sentence 
automatically begins the new paragraph on a new Iine. Word mapping is employed so that 
your text m p s  from one line to another, breaking the text between words. See the In Fmor 
9ffield in the sample above. 

4 4 p 301%.&4 
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Text Editing Options 

In addition to the standard cursor movement keys (cursor left, cursor right, tab, etc.) there are 
several text editing functions that allow you to manipulate alphanumeric and text fields in your 
application, including the following: 

9 Delete Character (DELETE) allows you to delete one character at a time. 

s D e M  Previous Character (BACKSPACE) allows you to delete one character at a time to 
the left of fhe cursor position. 

a Eird Paragraph (CTRL+ENTER) allows you to insert rt character .that will1 cause a new 
paragraph to be started, for multi-line alphanumeric items. To exit a text field, press ENTER 
twice, click on the title bar or tab out of the field and then press ENTER. 

9 Move lo Item Beghing  (H[OME) allows you to move the cursor to the begimhg of the 
current line of text in the item. 

g Mme to Item End (END) allows you to move the cursor to the end of the cusrent line of text 
in the item. 

3 0 1 4 2 3  

BCIS User Man& 15 



BCXS User Manual 

Mode Options 

When you are in an input process, you can be in any of four modes, depending on the activities 
you intend to perform. You may switch between the four modes by clicking on the 
corresponding mode icon on the tool bar: 
-- - 

Add Mode allows you to add new records to a file. 

Change Mode allows you to modify data for existing records. 

Inquire Mede allows you to examine (but not modi@) existing records In a file. 

Delete Mode aflows you to remove existing records fiom a file (note that there is a separate 
Confirm Delete option that you must s e l e c h  complete the deletion action on a partic&ar record; 
this option is discussed in the following section). 

Each input process has a default mode, so that when you frrst enter the process you are set to one 
of the four modes automatically. The default mode is controlled by the design of your application 
but you can change the mode at any time by selecting the desired mode option. In some cases, 
the application may be designed so tbat some of the modes are not available. 

302411 
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Deleting A Record 

To delete a record &om a file, you need to perform the following actions: 

1. If you are not already in delete mode, select Delete mode . 

2. Identify the record you want to delete by entering its key value and select Enfer . Verify 
that the &splayed record is .the correct one. 

3. Select Conf;m Delete . Until you perform this find step, the record is not deleted h m  
the file. 

3 0 2 4 % :  
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Scrolling Input Processes 

Some input processes are scrolling, like that of the GRANTEE shown below. A scrolling input 
process displays several records at a time on the screen, and allows you to "scroll"' though the 
records in the designated key path sequence, 

The record you are currently on is highlighted, and you can m v e  successively through the list of 
records one record at a time, by using the scroll buttons (located in the right edge of scroflable 
areas). You can also press thf: F5 (NEXT I'WCORF)) key on your keyboard, 

If you reach the last record on the screen and there are more records in the file, pressing the 
PAGE DOWN key or using the m t l  bunom or slide bar causes the screen to scroll, displaying 
the next group of records while remavl%g the cmmt  group fiom the display. 

You can also select my record displayed on the screen by clicking on it, and selecting a mode 
option to make that the current record. For example, in inquiry mode you may have displayed a 
scrolling list of records on the screen. Then you can select a specific record, select change mode, 
and apply any changes to the selected record. Key sequence 1, which is FH, is ready to be CWG 
- Changed 

" f j i d % $  
eJ 
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Interactive Phase 

The interactive phase describes the type of activity you are pe~oming  while maintaining a file 
in an input process. The interactive phase is m e a  in the context of the mode you are in. 
For example white in add mode, you may add an order record and a number of associated line 
items. At this point, you may want to return to the order record and mod.@ a field you previously 
entered. When the order mwrd displays on the screen, you are still ia add mods (because you 
have not changed the mode), but you are in rnodz3 interactive phase. The mode on the status 
su+face shows "Add/Mod," indicating h t  you are in add mode and mod&? interactive phase. 

A s m n d  exampb demonstmtes mvhet combition of mode and interactive pphase. W i f e  in 
change mode, if you retrieve a record that another user already retrieved in change or delete 
mde, you am disphy the record but you are not allowed to change it. The mode on the status 
surfme shows "Chghq" to indicate the sWus of the record. 

In most cases, you will be in an activity that displays only the mode, because the activity you are 
performing is the same as the mode. For example, &r selecting inquire mode, you proceed to 
display records oae after the other. In this case, only "hq" displays for mode on the status 
surface. 

3 0 1 4 j & 7  
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Data Entry Options 

In the BCIS, there are several options you will want to become familiar with that will help you 
enter data more efficiently. Some of them are: 

Tab and Backtab Futicfiom 

During data entry, TAB and SfIlFT+TAB functions work together to allow you to move 
W e e n  items on a screen. Pressing the TAB key allows you to move &om one item to the next 
on an input screea Pressing SHIFT+-TAB allows you to move back to the previous item. 

Next Remd (F5) 

The NEXT RECORD option, activated by pressing 85, allows you to move through all of the 
records in a file, one record at a time. En the orderslline items example, if you were positioned on 
.the first order record and selected NEXT RECORD, you would move to the second order 
record. Unlike selecting ENTER, you do not go "down" to the line items that are associated with 
each order. If you come to the last record in the order file, you are placed in "key entryf" in 
which you can enter a key to retrieve a specified record, 

Prmwus Activity (F4) 

The PREVIOUS ACTIVITY option, activated by pressing F4, allows you to recall the screen 
that immediately preceded the m e n t  one. Io our example, if y ou select PREVTOUS 
ACTIVITY while on a line item, you redisplay the order record for that line item. Even if you 
are in a scrolling line item process, selecting PREVIOUS ACTlVH"I' while positioned on any 
of the line items returns you to the order record, This option alfaws you to step back one screen 
at a time. 

Direct Process I (CTm+I) and Direct Process 2 (CTRL+2) 

The DIRECT PROCESS 1 and DIWCT PROCESS 2 options may or may not be included in 
your application, depending on whether your system manager specified a direct process for your 
installation @IRECT PROCESS I), and whether your designer specified a direct process for 
your application @HWCT PROCESS 2). If included, selecting the DIRECT PROCESS 1 or 
DIREXT PROCESS 2 options, invoked by pressing either CTRL-tl or CTI3L-i-2, allows you to 
move directly to a designated process. This feature provides rapid access to -frequently used 
processes. When you are done, you return directly to the process you were running when you 
selected the Direct Process. DIRECT PROCESS 1 processes, when available, can also be m 
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by selecting System from the menu bar and clicking on the desired process. DIRECT 
PROCESS 2 processes, when available, can be nm by selecting Application from the menu bar 
rutd clicking on the desired process. 

3 0 1 4 1 9  
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Select Access Path (F3) 

As you use an input process to examine the records in a file, there is a "predefined" sequence 
that the process uses to retrieve records. For example, the Option 1) EnterlUpdate CT & 
Encumbrance is sequenced by CT# in ascending order. As you read through CT records, you will 
start with the iowest CT number and proceed to progressively higher numbers. There may be 
times, however, when you want to retrieve records from the file using the TFUNSFER FROM 
CT#, so that this field is used instead. To change the order of retrieval, you can select an 
alternate, predefined access path by selecting SELZCT ACCESS PATE or F3 while in Key 
Entry Mode. You are presented with a fist ofthe alternate, predefined access paths that are 
available for the file you are reading. See blow for an example. Select the desired "a&" for the 
file and then select ENTER or RETURN. You are returned to your input process, and you can 
step through the file in the desired sequence. 

The SELECT ACCESS PATH option is also used to create temporary access p a h  in any input 
process. These temporary access paths are cdled dynamic indexes. For example, CUSTOMER 
records can be accessed using predefined access paths for the Customer Nmber or Customer 
Name fields. You, however, want to access all customers in a particular State when there is 
currently no predefined access path for the State field. To create a new access path, position the 
cursor to the State field and select SELECT ACCESS PATH. Note that you cannot be in Key 
Entry Mode (check tfie right side of the status Sine) when activating this feature. Tlne State field is 
added to the list of available &s and a message appears in the status area of your screen to 
indicate this. Then, return to Key Entry Mode (by pressing F12, for example) and you can move 
through the fde in State order. Selecting SELECT ACCESS P A m  again on this geld will 
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toggle the key tw descending order. You can build a mufti-field access path by repeating this 
process on multiple fields. Note that the dynamic index will not reflect any records added by 
other usem after the index was built but you can rebuild thc: dynamic index to get an up-to-date 
view by repeating this process. 

3 0 1 4 2 1  
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Set Entry Attributes (CTRL+F3) 

The SET ENTRY ATTRlBUTES option, shown in Figure 8, is activated by selecting the 
CTRL+F3 keys. This option allows you to designate the following four attributes that p e w  to 
input processing: 

4 Save as Default allows you to designate whether you want to re-display on each subsequent 
screen, the value that you entered on the prior input process screen. For example, if you are 
entering customer information and have a number of customers from the same city, you codd 
save yourself keying h e  by redisplaying the city as you begin to enter each subsequent 
customer record. You can change the city name if you want, but if it stays the same you do 
not need to re-enter the value each h e .  

9 A m  Read Next allows you to controi which record will be read and displayed after you are 
done modif3 . i~  deleting, or displaying a record. If you select Auto Read Next and complete a 
change to the record on the screen, the next record automatically displays, 

+ Aufo Read Firsi allows you to control which record will be read and displayed if you try to 
call up a record without specifying a key value. If you select Auto Read First, the first record 
in the fib automatically displays. 

4 Ejcaci Key Reqaired allows yau to specify whether or not a complete key must be entered 
when accessing a record from a file. For example, if the specified key path to the 
CUSTOmR file is CUSTOMER NAME, you can designate whether you must enter the 
entire name to retrieve a record, or whether it is OK to use a partial key value (e-g., the letters 
"SMI") to retrieve a record. If you set &act Key Required to No, entering "SMZ'" would 
retrieve the fusE customer name begiming with these three letters ("SMZLEY,"fur example). 
This partial key feature is helpful because it can minimize the number of keystrokes you need 
to enter. 

To set or modify these options, position the cursor on the &sired and select the SET 
ENTRY AT"rRZBUTES option. You see the four SET ENTRY ATTRLBUTES options 
display on the screen. Note that the Save as Defattlr value applies to the item you positioned the 
cursor on; the other three values apply to the input process as a whole. Examhe the values and 
change them by clicking on the appropriate checkbox to toggle it fkom "yes" to "no" . 

Q P  a G i . 4 2 2  
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Below is a sample of the Enter Mew Transfer Certificate of Title. When a user h t  enters the 
screen, the cursor is at the CT# field waiting for key entry. Because 'rhe Exact Key Required is 
checked, the user must enter a CT# that exist in the TCT file, 

As an exercise: If the Exact Key Reqzrired is left unchecked, and instead the Auto Read First is 
checked, the user can simply press the ENTER key and the system wiIl scan to the first record in 
the TCT file. 

30i423 
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Scan (F2) 

The SCAN option, activated by selecting the SCAN icon located to the rigkt of a field box or by 
selecting F2, dlows you to loak up Momtion horn a file when you do not h o w  or cannot 
remember specific key values. For example, as you enter a new document, you  ann not remember 
the Class Table. With your cursor positioned at the CLASS field, select the SGA& icon directly 
to the right of the item as shwn ixl Figure 9. You are immediately tarken to a display of records 
in the Class Table file {where Class Code is the key), and can step through the records in the file 
until you find the desired record. Double-click on the line displaying the desired Glass code 
description aud the selected Class Code is automaticafly entered into CLASS field on the screen. 

Figure 9. An Xnput Process With Sean Fields - InitiaWg a Scan Operation 

In this ample ,  you can also corntrain the scan operation by provicbg a srarting or partial key 
value once the operation starts. In this case, tbe records that display after you select SCAN begin 
with the lowest key value in the fileLe. For example, if you know that the Class begins with an "L", 
say for, LETTERS OF.. . , you could enter then enter '2" in the Sam overlay's account number 
field (as shown in Figure 10). Just press the TAB key, which places you in the 
ENCUMBMCE CLASS CODE field at the top, and type "L" in the key field box. Then select 
EWER to display the constrained Scan display as shown in Figure 11. 301424 
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Figure 10. Constraining the Scan Opemoion 

LETfERS CIF CONSBWATORSHJP 
LAND COWT ORDER 
LIFE DEED 
LFE ESTATE 
LETTERS OF G W R D W P  
LICEWSE 
UEN NOTE 
US PEWEMS 

Figure 11. A Constrained Scan DispIay 

The SCAN option wilt 9member9? the choices you make when you scan an item. The system 
will record which file you choose to scan as well as which access path you decide to use. ?-his 
means tbat once you scan an item during data entry, you will no longer have to specie which 5lfile 
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you want to access and which key pat& you want to use the next time you need to scan again. 
When you are viewing tbe tist of record choices you will have the following options: 

9 Choose a new file to scan sirnore .than one file is available). 

s Re-specify the access path. This is done by selecting the Paths option at the bottom of the 
Scan display. 

9 Select one of the file maintenance modes (Add, Change, Inquire, or Delete) to perform 
maintmce on the file being scanned. This option is available only on files selected by you  
application designer. Upon completing file maintenance in the swmed file, select END to 
return to the original process. 

301426 
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List Values 

Clicking the list icon to the. right of a Geld box displays a list of allowable field values as shown 
below. Click on the desired value to select it and place It into the field box automatically. 

Below is an example of the Document Type List in f i e  Abstmctors Documents - Index screen. 

lastead of selecting the appropriate value from the list with your mouse, you may dm enter the 
first letter afthe value you wish to select. In the case where mare than one list vafue be@ with 
the same letter, press the same le&t agak to select the next value in the lis5 which begins with 
that letter. 

S O i 4 2 ' i  
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A Typical Query Process 

In its most common use, a query process allows you to select whicb records are to appear in a 
repart, and to specify the sequence of data in the report. For example, you may have a report that 
contains information about F i r m  Names. You may want to include dl Firm Names in one 
version of the report, and limit the next report to Glossary Keys begimhg with an -Z"'. You 
control this fator by specifling different selection criteria when you rua the report. In addition, 
you may want the repart soired by Firm Name for one purpose and, on another occasion, sorted 
by G-lossar)r Key. You could m the same report twice, specifying a different sequence each 
time. 

You can also use a qwry in conjunction with an update process to select maor  sort a set of 
records that axe to be used or updated. Although the examples in this section are limited to 
queries that are used with an output process, the inrormation applies to any queries, regardless of 
the type of process they are used with. 

Sample of Record Selection by Glossary Key beginning with the letter ('L" 
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Record Selection 

After you select a menu option that invokes a specified report, if the report has a user-modif?able 
query associated with it, you art? presented with a Reeord Selection screen. The Record Selection 
s c m  lists all of the fields tbat you are allowed to place constraints or limitations on. A sample 
Record Selection screen is shown in below for the KO6 Receiving Company Codes Master List. 

Figure 16. Record Selection Screen 

Each h e  in the upper portion of the Record Selection screen contains a fieid ame (and 
occurrence number? if applicable), a relation (such as EQ for equal, LT for less than), and a place 
to enter a specific field value. The Record Selection screen lists along the left side aljl of the 
fields on which you can place comtraints. Each line specifies a separate constrtiint and, ualess 
you specify otherwise as described below, alt of the constmints must be met for a record to be 
incfuded. Far example, you may want to generate a report that ineludes only Company's whose 
name begins with. an "L", Assuming that the field that you want to canstrain by is listed on the 
left side of the Record Sekction screen, you can generate the report you want. 
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A reintio*~ defines the comparison you want to perfom. Valid relations are: 

EQ (eqr-lal), 
GT (greater than), 
GE (greater than or eqmil), 
LT (less than), 
LE (less than or equal), 
NE (not equal), 
IN (includes), 
EX (excludes). 

The two-cbaracter relation field is highlighted to jndicak that you can change the value to any of 
the allowable values. 

A co- value is used in conjunction with a relation to define a m r d  selection consgaint. In 
the example described earlier, the two fields are compared with constant values (Glossary Key 
GE and Glossary Key LE "L"). Constants can also be alphanumeric, such as names or parts of 
names. For example, you could specify. that GLOSSARY KEY must be GE (greater than or 
e q d  to) S to include all Firm Names whose key code begin with the fetters S through Z 

When a field is a key field or is linked to the key field of another file, you can position your 
cursor in the constant value field box and select the Scan icon to the right of the field box. This 
allows you to ''view" the fidd contents to determine valid values then return a selected value to 
the Record Selection screen. Just select the value you want to return by double-clicking the row 
on which it is displayed. Note that other scan options, such as selecting a different fde or access 
path, are also available here 

In some cases, the right-band field may already be filled io with the name of another field, For 
these lines, you are allowed to specify tbe relationship between the two fields, 

If no value is entered in either the relation or the constant field, the system ignores the line as a 
constraint. 

There are thee options available on the bottom of the Record Selection screen. 

s Selection Expression For a record to be selected, it must meet all of the separate constraints 
you specified. There may be times when you wodd like to combine constraints so that a 
recard is selected if either of two corrstmints were met, The Selection Expression overlay 
provides a number of blank lines on which you can specify combhations of selection 
constraints, using AND, OR, AND NOT, OR NOT, and various levels of parentheses. Note 
that each line on the Record Selection screen hsts a unique number displayed at tbe far left 
side. You use these line numbers to specie combined selection criteria in the selection 
expression. You can specify as many combinations as you want to acbieve the desired set of 



comtmints, such as: 

In some cases, the application may be designed so that the selection expression is not 
modifiable. 

s ValMZa~zk allows you to toggle between entering a constraining value for a field, and 
leaving the constraining value blank. When you place the cursor on the Vdue field, select 
Valzre/BIafik, ancl the editable field d l 1  be replaced by '"'. Select Yalue/BEank again to rehun 
to an editable value. 

9 Copy inserts another copy of the constraint that the cursor is resting on iato the list of 
constraints. It also attempts to create an appropriate selection expression, and prompts you to 
review h t  expression. For example, the current record selection might consist of only two 
lines to select Company Name. I f  you need to select three Company Names, you would select 
one of the two Company Names then click the Copy button to create a third Company Name 
selection line. 

30143i 
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The Sort Order Screen 

After you speci* yoour record selection criteria, you are presented with a Sort Order screen. The 
screen lists all of the fieids that you are allowed to designate for sequencing. You have a number 
of choices for each field. Below is a sample Sort Order screen, 

A default sort order is designated when you see the Sort Order screen. The first column may 
have numbers smting with 1, listed in the designated sequence. You can change the sort 
sequence, designate other fields as sort fields, ar remove fields &om the sort sequence, by using 
the options available at the bottom of the ~~ 

To redefine the sort order, first click &e CLEAR SORT LEVELS buttan. This erases all of the 
sort level nu&=.  Then, place the c m r  on the item you want to be first in the sort order, and 
type "1" in the S m  Level column. To choose the second sort level, position the cursor on the 
item you want sewnd in the sort ordq and type 'T for the Sort Level. Continue in this manner 
until all desired sort levels are defined. Lines without a sort level designated will be ignored. 

Figure 18. Sort Order Screen 
3 6% 4 43*3 
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There are &so several other sort-related fkctors you am control for each sort field, described as 
f0Uows: 

e Subheading allows you to specify whether or not you want a subheading to print on a report 
eaeh time the value at this level changes and, if so, how it should affect paging. Click the list 
button to fist the valid Subheading entries: 

s STANDARZ, prints a subheading immediately before tlie record that caused the 
sort level to change. 

4 NEW PAGE WITH HDG skips to a new page before printing the subheding. 

4 NEWPAGE ONLY skips to a new page when a range break is encountered but 
does not print a subheading. 

s Subtotal alfows you to specify whether you want subtotals to print when the value at this 
level changes. Click tbe list buttan to view the valid Subtotal entries: 

+ NO prints no subtotals. 

s S T m R R D  prints a subtotal immediately following ihe last record in this sort 
level. 

s NEWPAGE skips to a new page before printing the subtotal. 

+ Swt Order allows you to designate if a field should be sorted in ascending (+) or 
descending (-) order. You can enter your selection or select it from a drop-down list 
by clicking the respective Scan icoa Ascending is the normal order, which sorts 
records horn low-to-high key values. Descending order is useful when, for 
example, you want to list numeric amaunts from largest to smallest. 

At the bottom of the Sort Order screen, you will see a field highlighted for Grand Totals. The 
values for grand totals are similar to the values for subtotals. Specifically, valid Grand Totals 
entries can be viewed by clicking the list button: 

4 NO prints no grztnd totals. 

s STANDRRD prints grand tot& immediately after the last record or subtotaI 
prints. 

s NEW PAGE skips to a new page before printkg the grand totals. 

3 0 4 f " C 8  
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A Typical Output Process 

As discussed previously mdm the query process, you may have a number of output processes in 
yow application. Outputs can range from simple lists ofrecords, to complex reports that have 
various levels of subtotals, and to pxinted forms such as checks or labels. Zn some cases, you can 
control the seqwce and content of a report when you run it by specifying parqmeters in a query 
that is associated with the report. In other cases, the structure of a report is fixed, and you simply 
select the appropriate option to m the report with no Mer intervention. 
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Disposition Screen 

Many outputs provide you with another screen that you can use to control certain print-related 
options. This screen is referred to as a "&sposition3' input process and, although the form of the 
screen may vary depending on your application, it usually &lows you to control the same types 
of intomtion. Certain fields on the Disposition screen may not have any effect an some 
computer systems. Check with your System Manager to determine which Disposition features 
are suppl*led by your computer system, The figme blow conlains a typical Disposition smeexz. 

Disposition Screen 

The Disposition sereen contains the following items that you can specify about a report: 

Report Options 

6 Print on ScFeen? dhw§ you to specify whether to display the report on the screen to 
review the information on your terminal. Click to toggle between "yes" and "no" . 

* Prind Hard Copy? dtflows you to specie whether you want a printed version of the report. 
Click ta tclggle between "yes" wd "no" . "a A $ $3 343 apL4dt3 
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s Browsable? If checke4 this field indicates you wiU be dlowed to select a speciftc detail 
record Erom the report while viewing the report on the screen and go directly to a 
designated precess by selecting OPTION 33 (OPTION OPTION 3 3). Tbis provides you 
witb an immediate means of viewing the record in its entirety for inquiry, modification or 
deletion purposes. Select END to return to the report display. 

o Mar  SU- Or@? allows you to specify that you want to print only subheading md 
subtotal levels, and skip printing any detail records. Click to toggle between "yes" and "no" 

4 Record Limit allows you to specify how many detail records to include on tbe report. This 
featwe will allow just a sample of a report to be printed if des~eeX. If lee blank, all selected 
records will be printed. 

a F o m  is resewed for future use and shouId be left blank. 

s Report SUbheading (optional) allows you to speciSy a subheading that prints &low the 
report title on every page if tfie design of the report supports printing a subheading. 

++ Printer ID (optional) allows you ta specify the printer on which to print this report. If you 
leave this field blank, the system7s default printer is used. If you enter a printer ID, it is 
validated against the printer file values that are established by the System Manager. Click 
the Scan icon to select from a list of available printers. 

s Farm ID (optional) allows you to specify the fbrm on which this report is to be printed. If 
you leave this field blank, the f m  is determined by the printer ID, if your system manager 
specified a usual form for the printex. If the printer ID is not entered, the fonn that is used 
by the default system printer is used. If you enter a form ID, it is validated against the fonn 
file values that were established by the system manager. Click the Scan icon to select from 
a list of available forms. 

9 Print Mode allows you to specify whether you want to hold, spool, or keep the report file. 
Click the Iist button to select from the list of allowable Print Mode values: 

o Hold indicates you want to queue the report but not print it h d i & l y .  

o Spod indicates that you want to print the report. 

o Keep indicates that you want to create a print file but not queue it for printing. 

+ Print File Dkposaton dlows you to speciizy the disposition of the print file after printhg 
campIetes. Click tbe list button to select Erorn the list of allowable Disposition values: 
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9 Scratch deletes the print fife after it prints. 

* Save saves the pnht file for possible reprinting without queuing it. 

+ Requeue puts the print file back in the print queue with a 'chol6' print mode. 

9 %r& allows you to assign a specific priority to h e  backgroud task if supported by the 
operating system. 

4 IWnt Spool l.k&dfime dows  you to designate a future date and/or time to print the report 
(if supported by your operating system). If left blank, the report will be queued for printing 
imaiiately. 

4 N u d e r  of Copies dlows you to specify the number of copies to be printed. 

9 Notff User H%ea Done? indicates whether or not a message should be sent to your 
workstation when the report is printed (if supported by your operating system). Click to 
toggle between "yes" and "no" . 

4 PTinf Banner? indicates whether the report should printer with a banner (lead page) if this 
feature is supported by your operating system. Click to toggle between "yes" and "no" . 

The button options found at the bottom ofthe screen are described in the next section, Other 
Disposition Features. 

While your report is mmhg, you will see an "In Progress" message on yow screen. If you 
checked Display on Screen?, aRer the repoxt generates, it displays on the screen. When the report 
is displayed on the screen, you can use the options shown on the screen to view the e n h  report. 

a ) c  4 ( q r :  
& Q k % d  t 
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Other Disposition Features 

Other options are available to you before your report is generated and are accessed via the 
buttons located at the bottom ofthe Disposition Screen 

+a Select D i s p o s ~ ~  allows you to change the current disposition to a disposition that you 
previously defined and saved. You can scan the disposition name, dlbase  ID and 
Application ID fields to make your selections. See the examples shown in Figares 20 and 21. 

4 User Defined Fields gives you access to the report and log command strings that are not used 
by the application but are passed to the print spooler for use by the pri~ter in paper selection 
md formatting. See Figure 22. 

s Save DispsitMn allows you to save a disposition you have customized so it can be used in 
the fiture without having to modify the standard disposition tigain. Click this button to assign 
a name to your disposition as shown in Figwe 23. The application D, database ID and user 
ID are defaulted but can be changed by clicking the respective scan icon and selecting the 
desired ID. ARer selecting ENTER, either create or cancel the disposition as shown in Figarre 
24. 

a fiecute Now m s  the job as a foreground process. You will not be able to pefform any 
other bsks until the process completes. 

s Submit to Sackg~ozindruns the job as a background process. R&g a process in 
backgrouad is helpfbl if you want to continue working in your current BCIS session while the 
process m s .  

Figure 20. Select Disposition Definition Overlay 
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Figure 21. Scan of Available Dispositions 

Figure 22. Disposition Usw Defmed Options Overlay 
3 0 i 4 3 ' " .  d 
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Figure 23. Save Disposi~on Definition Qverlay 

Figwe 24. Save Disposition Definition Overlay Options 301440 
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Printing on Screen 

The BCIS Report Dsplay Facility allows you to view a report on your screen instead of printing 
a hard copy or before priating a hard copy. The screen shown in Figure 2.5 is an example of how 
vow screen will look when vou send a remrt to the screen. 

w p t .  ~ B n d  and ~ s m t u r s *  RTaowscw 

me P a g e :  
F u ~ ,  lamr b m t  

m 

1 SOc*cte Ocncr*Lc, Ageat! i s k t  of e a t  Mau* Rtanzt 
ParLUeril LP isl brig xxxxxxx as occp f o r  tbc 
repb-n+. s f  

Mtg ******* ...................... [SDJ] 
Sor+eta Farrrrde, ngsnt, m g  

.................................. rsaxy 
1 W s e N a t i ~ b  of min~raL 6 mt.LUFC t o  BEste  

of aeawll 
10 Rese.xrvat*cn of rraeers In 6 tttrd~r tBe premtacai K 

I utiUCp caauaents nor: ta exceed ID-feet i n  DOE 
* t t t r i l t t *  

Figwe 25. Sample Report Using Print on Screen 

On the left-hand sidc of the first row of the screen, also called the Report Display FuciEify Status 
Bar, the page count of the entire report and the current page number are displayed. The report 
title is also an th is  row. On the right-hand side is a field that indicates whether or aot the report 
will be sent to the printer. 

An mow on the furthemost right edge of the screen on the Report Display Facility Stcatus Bar 
indicates that ihe report is wider than the screen. This arrow is catfed a Margin Indicator and will 
aim appear in the fefi comer of the Report Display Facility Status Bar if you bave p a d  so far 
over to the right of the report that there is additional data to the left that does not fit m the 
screen. 

When you select Help, the Report Display Facility Options screen, shown in Figure 26, appears. 
All but two of the options listed on this screen are availabte fron both the Report Display 
Facility and the Report Displq Facility Options screen. 

3 0 i 4 4 i  
BCfS User Manual 43 



BCIS User M a n d  

rap/aod o f  current Page  
%p oX Prar/Bax+ sags: 

Sesrch- OC)Co P a g e  ar Text 

Gato n e x t  Cbacwctienc;e 

Figure 26. Report Display Facility Options Screen 

The Report Display Fuciliry Oprions screen lists the keystrokes that aUow you to move 
horizontally and vertically around your report. You can alternatively use the Pan and Scroll 
arrow buttons bcated at tbe bottom of the screen. Note that one field on this screen, Horizontal 
Columns, is modifiable and determines how many columns across the PAN c o m m d  moves 
your c m r .  The default value for this field is half of the screen width, and an entry in this field 
may not exceed half of the screen width. 

Use the Pan and Scroll control buttons to move from left to right and from top to bottom. The 
first and last pan buttons move you to the fight margin or left margin, respectively. The other pan 
butto1l.j move you left or right in single or double inmernents of the horizontal column factor. 
The fkst and last scroll buttons m e  you to the top or tbe end of the report, respectively, while 
the others move you up or down a singfe line or single page. 

This screen also lists these options which are available within the Report Display Facility: 

e UW Disp~sih'on allows you to see the disposition screen for the report, but does not allow 
you to modify anything. See the Disposition Section for more information about the 
specifications on the Disposition screen. Select ENTER to retwn to the report screen, View 
Disposition can be invoked either by clicking on the button on this screen or by pressing 
OPTION 3 from the report screen, 
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e Rukr On activates a ruler at the bottom of your screen so that you will always know which 

coturnas you are viewing as you pan across your report. This option tums the ruler off as well. 
Ruler On can be invoked either by clicking on the button on this screen or by pressing 
OPTXON 2 from the rqort screen. 

o Set LeP Pun Margin places a left margin wherever your cursor is at the time. Data that is to 
the left of this margin locks into place while you pan across the screen. Selecting this option 
also activates the Ruler On option. NOTE: This option can only be invoked by pressing 
OPTION 3 from the report screen. Clicking the button on this screen has no effect. 
OPTION 3 huns this featwe off as well. 

9 Toggle Prirtt? tums the Print? fidd in the top right comer of the screen on and off. For 
example, if the Print? field was originally set to N, this option will change it to Y and vice 
versa. Toggle Print can be invoked either by clicking on the button on this sereen or by 
pressing OPTION 4 &om the report screen. 

9 Show F r i ~  File Name displays the path information and & name on the bottom of the 
screen. 

NOTE: This option can only be hvoked from the Repopt Display FucYity @tiom screen, 
either by clicking on the button above or by pressing OPTION 5. 

9 Print? indicates whether the report is printed or nat upon exiting. 

9 Close closes the Report Display Facility window. 

When you have f&shed viewing your report, select Cbse fmm the iower title bar to exit the 
Report Display FaciliQ and return to your previous screen. 
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Appendix A: GUI Client Keymap 

The GUI Client Keyrnap is used wben BCIS is being nm as a GUI client on a PC. With the exception of standard 
data entry, the keybard is used s u b s ~ ~ l y  less in a GUI session because many standard BClS hctions are 
pa-fomed by selecthg buttons, icons, aad other graphical representations on the GUI screens instad of wing the 
W t i o i d  function and option keys. Tbe keys and combinations of keys shown in this table, however, cm be used 
interchangeably with their graphical equivalents if desired 

BCIS User Ma~ual  46 


