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Applications

Before you can download any information into SMARTI, you must first create
applications . Applications can be thought of as filing cabinets, in which all like
reports are stored. Applications usually are used to segregate information
pertaining to an area’s function (for example Accounts Payable, Accounts
Receivable, Sales, General Ledger, Marketing, Payroll etc.). You can establish
as many applications as your company needs. You can also restrict users’
access to any applications, drawers, folders or documents using the software’s
security functions.

What You Need to Know Before You Begin

Before you begin to create applications, each area of the company should
discuss and document their report requirements and needs. Each department or
area should specify the report information they must access most often. These
generally should be set up as Page Level Indices .

About Page Level Indices

Only five Page Level Indices can be established for each Application . All the
reports in an Application should have related index information. You would not
want to set up indices that cannot be used by most reports in the Application.
Each report in the Application should have at least one Page Level Index defined
for it.

Page Level Index fields must consistently appear in the same area of each report
page, and for reports that page break when there is a change in the Index
information. Examples of this type of report are Invoices (where one invoice is
specific to a certain client), patient billing statements, bank statements, sales
reports by sales manager number, purchase orders, accounts payable reports by
vendor. Page Level Indices are not the best to use for reports that have variable
fields or columnar information, such as General Ledgers, Vendor Listings, and
Cash Receipt Summaries.

Sometimes certain report formats are not set up properly to capture any Page
Level Indices. For this reason, SMARTI allows you to set up Column Level
Indices. Column Level Indices are Text Fields that are written to the
Database. An unlimited amount Column Level Indices can be created.

One word of caution, however, as more and more info rmation is written to
the Database, and as it gets larger and larger, the longer it may take to
retrieve information.



Creating a New Application

Once the needs of the user areas have been defined, you are now ready to
establish an Application for their use.

1. Click on the Open Application button on the toolbar, or select File,
Applications . The Select Application Window will open.

The Select Application Window

2. Click on the New button. The Create Application window will appear.



3. Click on the blank field next to Application and type in the name of the
new application. Click on the Spell Check button to check for spelling
errors.

4. Click on the Comments field and type in any comments associated with
the new Application.

5. If you need to rename the Drawer, Folder and Document to names that
are more appropriate for your company, you can click in the Text area
and type in the new name.

6. Click on the Add button to add in blank Page Level Index fields.



7. Click and highlight the Text box next to Index 1 and type in the correct
name.

8. Click on the ADD button to call in additional Page Level Index boxes.
Type in the appropriate names. You can Delete or Insert additional
Indices by clicking on the appropriate button.

Your page level indices are now ready to be defined in your reports.



9. Click on the Save Button to save your hierarchy information. The Create
Application Dialog Box will appear and prompt you to continue.

10. Click Yes to save your information, or No to exit the function. Your new
application will now be listed in the Select Application Window.

Customizing Form Titles

SMARTI allows you to customize the title bar that appears on open Hit List
pages. The Form Titles are Application specific, and allow you to create a
title that displays Drawer, Folder, Document, Page Level Indices, Page
Number and Free Text.

To customize your titles:

1. With the Create or Edit Application window open, click on the Form
Title button. The Form Title Customization Window appears.



The Form Title Customization Window

2. To add Hierarchy Name information to your Title, double click on the
Name. The name will appear in the Custom Title for Forms entry
screen. Double click on any additional items to add to your Custom Title.

3. To clear any mistakes and start again, click on the Clear button to clear
the Custom Title for Forms entry field.



To select a Free Text title for your Hit List pages

1. With the Form Title Customization Window open, click on the blank
Custom Title for Forms entry screen. Type in the text you wish to
appear on the Hit List and Open Pages. You can also add in any
combination of free text and hierarchy information to your title.

2. Click on the OK button to save your information.

Editing Existing Application Information

You can edit Application Information at any time, however, certain
precautions must be taken. If Indexed Reports exist in the Application, and
you are changing any of the hierarchy information fields or Page Level Index
fields, you must re-index each report using the new Application settings. If
the reports are not re-indexed, you will not be able to access them using the
new, saved Application settings in any query.

To Edit an existing application:

1. Click on the Open Application button on the toolbar, or select File, Open
Application. The Select Application Window  will appear.



The Select Application Window

2. Click and highlight the application you wish to Edit, and click on the Edit
button. The Edit Application Window opens.

3. Make your changes to the information and press the Save button. Your
changes will be saved.



Deleting Applications

You can delete any unwanted applications in SMARTI. Please note that if an
application is deleted, all indices associated with the application will no
longer exist and are no longer available for retrieval.

To delete an unwanted Application:

1. Click on the Open Application button, or select File, Open Application
The Select Application Window  will appear.

2. Click and highlight the application you wish to delete. Click the Delete
button. A dialog box will prompt you to continue.

3. Click Yes to continue, or No to escape back to the Select Application
Window. If Yes is selected, the Delete Application Window  will open.

4. Click Delete to delete the application, or Close to exit out of the screen.
If Delete is selected. SMARTI will delete all information in the application.
When the processing is complete, a message will appear in the
Application field of the window:

5. Click on the Close button. Your application is deleted, and no longer
appears in the Select Application Window.



Defining COLD Reports

Each report that is produced by your company’s systems must be imported and
defined separately in SMARTIi. As new reports are created and as old reports
are restructured or modified, the Database or System Administrator for your
company must perform the necessary changes in SMARTI, or the report
information displayed in SMARTI may be inaccurate.

Before the Report Definition process can begin, you must determine several
criteria:

Is this a new report or a modification of a previous report?
Is sample information available to make a template in SMARTI?

Have all text field requirements been addressed and documented by the
report users?

Has the hierarchy structure and filing system for this report been
determined?

Can the report use an existing report form overlay, or will a new form have
to be created?

Obtaining the answer to these questions before you begin can expedite the
COLD report process.

Creating Sample Reports

In order to perform this procedure, SMARTI requires that a template of each
report be created to use as a processing guide for all future report runs. This
template is called a sample report . Only users that have been authorized
by the company’s system administrator will be able to have access to this
function.

What You Need to Know Before You Begin
In order to complete this process, you will need several things:

1. A copy of the report in print file format. The mainframe or system that
produces your reports creates the Print File. This file is then sent to a
printer to be printed as hardcopy.

2. Information as to which print format the report is in (i.e. ASCII, AS400,
ASA, PCIBAX etc.)

3. The application where the report will be stored (filing cabinet).



4. The filing convention to be used (drawer, folder and report names).

5. The information fields to be captured from the report as page level or
column level indices.

6. Whether duplicate copies of the reports will be allowed.
7. The name of the form overlay to be used with the report upon retrieval.

8. A hard copy of the form, with the data fields identified, to use as a
reference guide for form field entry.

You now have all the tools necessary to create and complete a sample
report.

About the Define COLD Report Toolbar

When the Define COLD Report function is accessed, a new toolbar will
appear.

The Define COLD Report Toolbar

You will be able to perform most functions by using the Toolbar buttons.

Opens the folder where your report print files are stored. The
default directory settings may be changed by clicking on
Preferences.

Creates a sample page using the current report and translation
settings.

Allows the user to define the report details (i.e. report name,
form name, disposition, etc.)

Allows the user to assign report indices.



Allows the user to establish and define report text fields,
including Column Level Indices.

Runs the sample report using the Report Detail and Index
criteria.

Prints a copy of the report for review.

Exits out of the Define Cold Report function and returns to the
Main Menu.

Opening a Report for Processing

1. Click on COLD at the main SMARTiI menu. A drop down menu will
appear:

2. Select Define COLD Report from the menu. The Report Formats
window will appear.



The Report Formats Selection Window

3. Select the proper Application for the report by clicking on the name to
highlight it. To create a new report, click on the New button. To edit a
previously created report, click to highlight the report name within the
Reports box. Click OK.

4. If you have chosen to create a new COLD report, a blank Report Format
window will appear. If you have selected a previously created report to
edit, the report’s sample data will appear within this window.



The Report Format Window

Report Format Window for an existing Sample Report

If you have selected an existing report for editing, you can make your
changes and save them. Please note that you may have to re-create your

sample index page and database information.

5. For all new reports, click on the Open Report File button on the toolbar,
or select File, Open Report File. The Select Report File window

appears.



6. Select the report to use by clicking on it to highlight it. Change the
directory if necessary. Click on OK. The report will be called into
SMARTI, and will be displayed in the window. A status window will
appear, with the number of bytes read into SMARTI displayed in the form
of a bar graph.

Note: If your file is a large one, you may click o  n the cancel button at
any time to halt the reading process, and shorten t he sample file length.

The Processing Status Window



The Report Window

You have now called your report into SMARTI for processing.

Creating a Sample Page

Once your report has been called into SMARTI, you can create a Sample
Page for the Report. It is from this sample page that you will tell SMARTI
what information to capture and write to the database.

With the Report Window open:

1. Click on the Create Sample Report button, or chose File, Create
Sample Report from the menu. The Select Report Parameters
Window appears.

The Select Report Parameters Window



From the Select Report Parameters window you will select a conversion
table to correctly format your report within SMARTI. (You will need to know
what system produced the report print files in order to format it properly.)

If your report uses a standard conversion code, you may select it by clicking
on a table name to use it. If your report requires a non-standard code,
please refer to the section entitled “Creating and Editing Conversion
Tables”.

Please notice that this window will display the default overrides for the
currently selected table, in the Report Overrides section.

The default Sample Overrides settings are for 10 report pages. If you need
to create a sample that is larger than 10 pages, you can change the number
of pages by clicking on the Number of Pages field and typing in the desired
number of pages.

Note: Certain reports may require more than 10 pages in order to obtain a
complete set of data field coordinates for report forms, or overlays. Not all
report pages will display information in each of the available data fields for
the report.

2. Once you have selected your translation table and, if necessary,
modified the Override values, click on the Create Sample button in the
Parameters window, or chose File, Create Sample Report . A status
window (Reading Sample File ) will appear, detailing the progress of the
report processing. Once processing is complete, click on OK to close
the Select Report Parameters window and view the sample report.

Reviewing the Sample Page for Propriety

Once you have created a sample page for your report, you should take
some time to review it, and make sure that it was processed correctly.
Unless the report is parsed correctly, and is the proper number of rows
and columns, the sample index file that is written to the database will be
incorrect.

Within the sample report, you can click on any part of the page. At the
lower left part of the main SMARTi window, a series of numbers is
displayed in a status bar.



The status bar details the page number, line number, column number
and length of the currently selected field where the cursor is located.
You can refer to this status bar to check that your report has the proper
page breaks, page length and width.

If your report was not translated correctly, you must either edit the
translation table, or create a new one. Then you must re-create the
sample page. Please refer to the section entitled “Creating and Editing
Conversion Tables”.



Editing COLD Report Details

After you have verified that the sample report is correct, you must name your
report. With your sample page open:

1. Click on the Edit COLD Report Details button, or select Edit, Report
Details. The Edit Report Detail Window appears.

The Edit Report Detail Window

2. Type the name of the report in the Name field by clicking and typing in the
space. You can spell check your entry for correctness, using the spell-
check buttons located next to the Name and Comments fields.

3. Type any comments in the Comments section. You may want to
document the actual name of the report print file in this section for future

reference.



4. Choose your selection for the Allow Duplicates field by clicking on the
down arrow. Your choices are:

NO Do not allow duplicates of the same report

YES Allow duplicates of the same report

REPLACE Replace the existing indexed report with the new one
APPEND Append any new indices to the end of the indexed report

5. Select a form type, either single or multi-page, by clicking on the
appropriate radio button.

6. Select a form to associate with the report. If your report does not have a
specific overlay associated with it, you can either chose default or
greenbar for a form type. If your report has a unique form overlay, you
must follow the instructions in the section entitled “Assigning Report
Text Fields”.

7. Click OK to save your settings. You are now ready to assign your report
indices.

Assigning Report Indices

To define your report indices:

1. Click on the Assign Report Indices button, or select Edit, Page Indices .
The Edit Report Indices window appears.

The Edit Report Indices Entry Window



It is in this window that you will assign the filing hierarchy and indices to your
report. Keep in mind that page level indices are assigned and applied on
an Application level. Column Level indices are created as text fields, and
can be unique to the individual report.

2. The first column of entry fields will determine where the report will be
filed. The Report Type , Report Name and Date are the Drawer, Folder
and Report File , respectively.

You have the choice of either typing in a literal name for the Drawer, Folder
and Date, or you can capture information off of the report to use for the index
criteria.

How to Add a Literal Name

To change the Literal name for the Report Type, click on the blank field
and type in the Report Type. For example, if the report that you are
creating is a cash receipts report, you could name the Drawer Cash
Receipts .

You can rename the Report Name by clicking on the blank Literal field
and typing in the desired name.

How to Use Field Coordinates

Next to the Literal fields, there are entry fields for the Page, Row,
Column and Length coordinates. To capture information off of the report
to use as your hierarchy names:

1. Click on the sample report page, so that the blinking cursor is at the
beginning of the field you want to capture.




2. Click and hold down the left mouse button and drag the cursor to
highlight a field, until it is the length that you want. (Similarly, you can
click where the field should begin, and press <Shift> and the right
arrow to highlight.) The status display at the bottom left of the
SMARTI screen can be helpful in verifying that a field is at the correct
location within the page, and is the correct length.

3. Double click on the Page, Row, Column or Length field for the
Report Name. The Coordinates will be entered into the fields.

The Date Field

When a hierarchy level is specified as “Date”, it is usually designated as
an Index rather than a literal name, as it is most efficient to segregate
reports by run date or processing date. The date coordinates are drawn
from the actual report.

1. Click on the ADD button to call the first Index into the report. Find the
corresponding information in the report. Highlight it and double
click on the corresponding index field coordinate entry fields. The
information will be entered into the fields. Repeat the process to call



in each of the additional indices for the Application that this report is
associated with.

2. If there are no more indices for the report, a message box will appear:

Click OK.

3. You are now ready to run your report indices. Click on the OK button
to close the Edit Report Indices window.

Assigning Report Text Fields

This feature is used to search "areas" of a page where information can
appear in various places rather than one specific, consistent place (index). It
is used when creating a new report or adding additional text fields to an
existing report.

1. Select COLD, Define COLD Report . Select the Application that you wish
to use and click OK.

2. Click Edit, Report Text Fields . The Edit Text Fields window is
displayed.

3. Use the Add button to generate new text fields for the report. Clicking
within the “Field” cell for a text field row will allow access to a drop-down
menu, which displays the names of text fields that have previously been



defined for other reports. Any of these names may be selected for use in
the report that is currently being defined.

If another report, using the same format and the same text fields that the
current report requires, already exists on the system, those fields may
simply be copied over to the current form. Click the View button to open
the View Text Fields window. From the list of available reports, highlight
the report that contains the appropriate text fields (the fields can be
viewed in the bottom pane of the View Text Fields window, when the
report is selected), and click the Copy button.

4. To define a new text field, specify coordinates by highlighting and
dragging left to right with the mouse pointer/cursor to highlight the section
on the sample report that you would like to use for the text field
coordinates.

5. Double click the left mouse button on the Start Row field cell, within the
Edit Text Fields window. The selected coordinates will be entered.

6. Click the OK button when all text fields have been defined.

Column Indices

Column indices should be defined if the report being indexed contains
columns of data (i.e., client names or account numbers in a greenbar
report) which will be accessed frequently by the end-users. There is no
limit to the number of column indices. However, since each row of data
in the column is indexed to the database, excessive use may result in
performance degradation. Consequently, only key data fields should be
indexed using this feature. Data accessed less frequently should be
defined as text fields, and searched using that query option.

Please refer to the previous sections for Defining COLD Reports and
follow the steps for opening a new report and creating a sample page.
Once you have created a sample page and defined the report details,
follow the steps below:

1. Select Edit, Report Text Fields . The Edit Text Fields window will be
displayed.

2. Click the add button to create an empty field cell for the report.. An
empty field cell will be displayed. Click within the “Field Name” cell of
the empty text field to display a drop-down list of defined field names.
Scroll through this list to select the desired field name.

3. To specify the coordinates for the column index, click on the top of
the dialog box and drag it to the side of the screen, to better display



the report. Using the mouse, click and drag to highlight the columnar
area(s) to be searched within the Sample Report window.

. For example, if the area to be searched contains eight alphanumeric
character values beginning in row 8 at column 40, and ending in row
60 at column 47, you would move the mouse over that length (eight
characters) in row 8 to highlight it.

. Once the area is highlighted for the correct length, move the mouse
to the Start Row cell and double-click. The coordinates will be
displayed, for only the row that contained the selected values.

. Click within the End Row cell, and type in the value for the last row of
the column to be indexed. (For the example above, you would click
in the End Row cell and type the value 60.)

. Click within the Text Search, Export and Index fields to change their
value to “Yes”, as needed.

. Click the OK button when done.



Creating the Sample Index

Once the report indices and text fields have been specified, a sample index
must be generated. This will verify that the chosen indices and fields are
correct and, if so, will allow the indices to be saved to the database.

1. Click File, Create Sample Index from the menu (or click the Create
Sample Index toolbar icon). The “Devices” window will be displayed.

2. Positioning the cursor over the name of a device (or anywhere in the row
for that particular device) and clicking the right mouse button will display
the total amount of space in that device, as well as the amount of space
that is currently available for use. Select the device where the report is to
be saved by left-clicking on it, and then click the OK button.

3. The Index Sample window will be displayed at the top of the report,
detailing the processing status as a bar graph. Once processing is
complete, the Sample Index Table window will appear, showing the
indices that have been defined for the report. These indices can be
reviewed by using the scroll bars in the window to traverse the screen
left/right and up/down.



4.

If the information appears to be correct within the sample, the indices
may be saved to the database by clicking the Save button in the upper
left of the window. A dialog box will appear, asking for confirmation of
the save. Click Yes to continue, adding the indices and the report to the
database.

When the processing is complete, SMARTI will have assigned the page
level indices to each page of the report, filed it with the appropriate
hierarchy structure, and compressed the report files for retrieval.

Click on the Exit button on the Define COLD Report toolbar to exit back
to the main SMARTI menu. The information within the report can be
double-checked by performing a query, and opening up a report page for
viewing.



Creating Report Text Fields

Once you have entered your filing hierarchy and page level index
information, you are now ready to create and define any text fields for your
report. There are two types of Text Fields in SMARTI: report text fields that
are not written to the database, and report text fields that are written to the
database. Any text fields that are written to the database are called Column
Level Indices and will be available for searching in a Smart Query just like a
Page Level Index . You can create an unlimited amount of Column Level
Indices, but only that information which is considered critical from a retrieval
standpoint should be established as Column Level information. As your
database grows in size, query response time will increase, as SMARTI has to
search through more and more records to find your information.

All text fields and column level indices are established on an Application
basis, and are defined on a Report basis. Before you begin to add new text
fields to your applications, you should review the available text field types to
determine whether the field name already exists. Because the text field
definition (i.e. coordinates) is defined on a Report by Report basis, you can
use the same text field name for multiple reports.

You can establish text fields at any time in SMARTI.

Adding Text Fields to the Application

Before you can define a text field or Column Level Index in your report,
the text field must be added to the application. To add a new text field:

1. With your Cold report open and translated, select Edit, Text Fields .
The Define Text Field window will open.

2. Click the Add button. A new entry cell will appear in the window.

Blank Entry

Cell \




3. Click on the blank Field Name cell. Enter the name of the new text
field.

4. Click on the down arrow next to the Field Type cell. Select a field
type by clicking on the name. If you have selected Date as the field
type, enter the date format you wish to use (YMD, MDY, DMY etc.)

5. Type in any comments in the Comments cell. Click OK. The text
field has been added to the application, and is now available to use in
your reports.

About the Define Text Field Window

You can review and print out text field information from SMARTI. To see
reports that use a specific text field or form, click on the By Field radio
button in the Specific Text Field area in the window. A listing of all
reports by text field will appear in the window.

The By Field
radio button

AN



To review all text fields associated with a specific report, click on the By
Report radio button. The window will now display all text fields
established within your reports.

The By Report
radio button

\

To print out a listing of all reports and their text fields, click on the print
button.

The Delete button should be used with extreme caution. This button will
delete the text field from the application. SMARTi will not allow you to
delete a text field that is in use by a valid report. To delete a text field
from the application, you must go into each report that uses the field and
delete it from the Edit Text Field window (see below). Once the field
has been deleted from all reports, you may delete it from the application
by selecting the field and clicking on the delete button from the Define
Text Field Window .



Assigning Text Fields to Reports

Once you have established any new text fields, you can start to assign
text fields to your report.

1. With the report's sample page open, click on Edit, Report Text
Fields, or click on the Setup Report Text Field icon on the toolbar.
The Edit Text Fields window will appear.

2. Click on the Add button to call in a blank entry cell. Click on the
down arrow located in the Field Entry Cell . Click on the text field
name you wish to use.

3. Click and highlight the field in your sample report by clicking on the
first character, holding the left mouse button and dragging the mouse
to encompass the information. You will notice that the field
coordinates will be listed in the lower left-hand corner of the sample
page screen. Double click on the Start/End Row field cells in the
Edit Text Field window. The coordinates for the field will
automatically fill the cells.



Make sure that you capture the entire character len  gth of the field.
For example, if you are selecting a Name field as a text field, make sure
that you highlight a field that is 35 characters in length (or whatever your
report field length default is). If your sample report field lists the name
SMITH and you only highlight the name, then you will truncate any text
information that appears after the 5" character. Likewise, if you were
setting up a field for a dollar value, you must make sure that you click on
the last digit of the field and drag the mouse from the right, to the left to
capture the proper number of digits.

You must also edit the field coordinate for End Row to capture an entire
column of information as the text field. The End Row in our example
above will only search for information contained on a single line. To edit
the End Row, locate the last row of information on the sample page and
enter the row coordinate in the End Field cell.

The End Row /

entry cell

4. Select your field options for Text Search and Export. A Yes entry will
make these fields available for the Text Search and Export
Functions. A No entry will not allow you to perform these functions
for the field.

5. Click Add to call in more text field cells for entry, or OK to save your
text field information.



About the Edit Text Field Window

The Add button will call in a blank text field cell for entry.

The Delete button will delete any unwanted text field cells.

The View button will allow the user to view all established reports and
their corresponding text fields. This feature is particularly useful if
your company has a number of similar reports that u se the same
text fields and have the same text field coordinate s. You can
click on a report and copy the text fields into your current report.

The Prior button will scroll up to the previous text field cell.
The Next button will scroll down to the next text field cell.

Deleting Unwanted Text Fields

Before you delete any text fields from your reports, you should make
sure that they are truly unnecessary. To delete unwanted or obsolete
text fields from your report:

1. With the report sample page open, click Edit, Report Text Fields at
the menu, or click on the Report Text Fields icon on the toolbar.
The Edit Text Field window will open.

2. Click on the text field cell you wish to delete. Click on the Delete
button. The cell will be deleted.

Creating Column Level Indices

A column level index is simply a text field that is written to the database. As
was stated before, any piece of information that is written to the database will
be accessed much more quickly than one that is not. However, as more and
more fields are written and stored in the database, query response time can
slow down. Therefore, it is important to only set up Column Indices for report
fields that are truly critical.




To establish a Column Index:

1. With your sample page open, click on Edit, Report Text Fields . The
Edit Text Fields window will open.

2. Click on the Add button to call in a blank entry cell. Select the text field
from the drop down menu.

3. Highlight the field on your sample report and double click on the
Start/End Row cell. The field coordinates will automatically fill the cells.
Edit the End Row field if necessary, and make sure that you have
captured the proper field length for your informati on.

4. Select a Text Search and Export option by clicking on the appropriate
choice from the drop down menu.

5. Select Yes as the option for the Index field. Click on the Left Trim box to
trim any blank cells from the index field. Leave the cell blank if you do not
wish to trim the field. Click OK to save your entries.

You must now create a sample index. If you have al ready created a
sample index for this report you must re-run it in order to capture and
write the column index information to the database.

6. Click on File, Create Sample Index , or click on the Create Sample
Index icon on the toolbar. Refer to the section entitled Creating a
Sample Index under Defining COLD Reports for instructions on
creating a sample index.

If you are setting up a new Column Index for a repo rt that has been
previously indexed, you must rerun all previously i ndexed reports
using the new sample page to capture the new fields . Any report that
has not been reindexed will not have these fieldsa  vailable for querying.



7. Your Column Indices are now available for selection in the Smart Query
Screen.

Column
Indices [T—




Intelligent File Management

Overview

The Intelligent File Management module enables users to manage data at
the report level and eliminates the need for a separate hierarchical storage
management application. For example, users can keep a monthly report on
line while purging outdated daily reports.

Defining Dispositions

A disposition is the set of rules that define when and where SMARTI data is
migrated. (Note: Dispositions were referred to as Flows in previous versions
of IFM.)

To create a new Disposition:

1.
2.
3.

Select IFM, Dispositions from the SMARTI main menu.
Click the New button.

Within the Code field, enter an identifier for the Disposition. This can be
a word, string of characters or numbers, etc. The Code given to a new
Disposition must be unique, or the disposition will not be saved.

Within the Title field, enter a title (typically a more descriptive identifier
than the Code, to explain what the disposition’s purpose is) for the
Disposition.

Comments regarding the disposition may be entered into the Description
field, if the user wishes to do so.

The user may now add and define Stages for the new Disposition.

Note: Once a Disposition has been created, it canno  t be deleted.



Modifying Dispositions

To modify a Disposition definition:

1.
2.

Select IFM, Dispositions from the SMARTiI main menu.

Click to highlight the Disposition that you would like to modify from the top
left window, and click the Edit button.

Click the tab for the Stage that you would like to modify, and the
properties for that Stage will be displayed. Modify any of the stage
criteria as desired. (Note: Adding, inserting and deleting Stages are not
options at this point. These actions may only be performed when initially
creating a Disposition.)

Click OK to save your changes and return to the Disposition Codes
window.

Copying Dispositions

To copy a Disposition definition:

1.
2.

Select IFM, Dispositions from the SMARTiI main menu.

Click to highlight the Disposition that you would like to copy from the
Disposition window.

Click the Copy button to copy the existing disposition to a new one.

Enter a name for the new disposition within the Code field of the New
Disposition window.

Click OK. The Disposition has now been copied.

Primary Device

Each disposition stage can contain a primary and secondary device. The
primary device is the first device to which the disposition stage will attempt to
migrate data. If for any reason this device is unavailable, then a secondary
device will be used. If neither device is available, an error will be generated
in the Server Event Viewer and the data will not be migrated.

To define a primary device:

1.
2.

Select IFM, Dispositions from the SMARTI main menu.

Click to highlight the Disposition for which you wish to assign a Primary
Device, and click Edit.



3. Select the tab for the appropriate Stage where a Primary Device will be
defined. Click to select the “Moved to Device” option, if it has not already
been chosen. This will activate the Primary and Secondary Device drop-
down fields.

4. Use the drop-down button beside the (1) field to select a Device from the
list of available devices. The chosen Device, which will then appear in
the (1) field, will serve as the Disposition’s Primary Device.

Secondary Device

Each disposition stage can contain a primary and secondary device. The
secondary device is the backup device to which the disposition stage will
attempt to migrate data if for any reason the primary device is unavailable. If
neither device is available, an error will be generated for the user and the
data will not be migrated.

To define a secondary device:
1. Select IFM, Dispositions from the SMARTI main menu.

2. Click to highlight the Disposition for which you wish to assign a
Secondary Device, and click Edit.

3. The “Moved to Device” radio button should be selected, and a Primary
Device should already have been assigned. If this has not been done,
please refer to the previous section to assign a Primary Device to the
selected Disposition.

4. Use the drop-down button beside the (2) field to select a Device from the
list of available devices. The chosen Device, which will then appear in
the (2) field, will serve as the Disposition’s Secondary Device.

Stage Properties

When defining a disposition stage, there are multiple types of migration
criteria that the user can define for the disposition stage. To access stage
properties, simply click on the tab for the desired stage.




Migration Method
Cutoff at End of

A calendar time period, at the end of which a migration will occur. For
example, the end of each week, or the end of each month.

Held For

How long the file should be kept on the system. For example, 1 day, 10
days, or 30 days.

Held while space allows

Migration should occur based only on the defined watermarks for the
device.

Disposition Stages

Disposition stages are rules for each stage of a disposition. The stage
determines when and where migration occurs.

You may only modify Stages for a newly created Disposition. To modify the
details of a specific stage, simply click on the tab for that particular stage.
Refer to the above information regarding Migrations when modifying the
criteria for each stage.

The Add Stage button will append a new Stage at the end of the
currently existing Stages.

The Insert Stage button will add a new Stage before the directly
before the currently selected Stage.

The Delete Stage button will delete the currently selected Stage.

Indexing COLD Report Assigned to Disposition

When a COLD Report has been assigned to a Disposition Definition, any
report files indexed against the COLD report definition will automatically
be indexed to the first stage in the disposition and whatever device is
assigned to that first stage.




Watermark

A watermark indicates how much memory may be used within a particular
device. The user can specify both the high and low watermark for a device.

High Watermark
The maximum available space that can be used.

Low Watermark

The amount of available space that should be left on the device. When
using a device in a disposition for which there is a watermark defined,
the low watermark indicates when to stop moving files off of the device
(once the high watermark has been reached, activating movement off the
device).

Watermark: Specifying Values

High and low watermarks can be specified in either Total Bytes or
Percentages. To specify a watermark in bytes, enter a whole number
(i.e., 100000000). To specify a watermark in percentages, enter a
decimal number (i.e., .80 = 80%).

When migrating data in a disposition based on a watermark, there are two
options as to which files will be moved off the device first: (a) Oldest File; or
(b) Largest File.

Date Criteria

A migration step can be setup based on dates. The date criteria to use can
be based on either the (1) Calendar time period, or (2) Time spent within the
current Stage.

Calendar time : When this option is chosen, migrations will be trigged by
the end of a standard period of time (i.e., week, month, fiscal year). All
files in a disposition using this criteria will be migrated to the next Stage of
the Disposition at the designated cutoff time, regardless of when they
entered the Stage. (For example, if migration is scheduled to occur at the
end of each week, all files that entered that Stage during the week will be
migrated, regardless of whether they entered the Stage at the beginning,
middle or end of the week.)



Time spent within the current Stage : When this option is chosen,
migrations will be triggered by the length of time that each file has spent
within that Stage, regardless of whether it entered as it was created, or
was migrated to that Stage from a previous Stage in the Disposition. In
this situation, migrations occur on a case-by-case basis — occurring each
time a file meets the migration criteria, and only occurring for that
individual file (whereas migrations based on calendar time periods
typically occur for groups of files).

New Device Defaults

Device defaults are the settings to use automatically when working in device
manager. Available preference options include:

Subfolder Default Name
This is the name to be used when creating device subdirectories.

Subfolder Structure

Number of Subdirectories per Device . This is the default number of
folders to use when creating a device with a set number of
subdirectories. This is only a default value. The user can override the
number when creating a particular device.

Default Watermarks

The user can indicate the default watermarks to use for on-line, near-line
and off-line devices. You can specify both the default low and high
watermark to use. Whole numbers (i.e., 100000000) refer to the
watermark in bytes while decimal numbers (i.e., .80) refer to the
watermark as a percentage.




Defining Devices

Devices are the location where SMARTI files reside (i.e., *.CLD and *.TIF).
(Devices were referred to as volumes in earlier releases of the product.)

To create a new device:

1.

From within Media Management, select File, New. The new device will
be added to the Disabled Devices branch in the left pane of the window.
Verify that this new device is selected and that the Properties window is
displayed.

Enter the name for this device in the Name field.

3. Double-click within the Location field to modify the physical path of the

device. You can enter the path using mapped drive letters, but once you
move past the field the Location will be changed to an UNC name.
(Example: g:\devicel to \\ifmO1\voll\devicell ). A local drive will not be
converted to a UNC name.

Enter the name to be used for subdirectories in the Subdir Name field.
NOTE: This is an optional field. If it is not defined, then no subdirectories
will be created within the device.

Enter the number of files per subdirectory or the total number of
subdirectories in the #Subdir field. The method being used to create
subdirectories is set under Options , New Device Defaults . NOTE: If no
subdirectory is specified in the Subdir Name field, this field will not be
available.

Select the type of device your are defining from the drop down list in the
Device Type field. (Valid options are: Hard Drive, Optical Drive,
JukeBox.)

Check the device Stage Option by selecting one of the checkboxes for
On-Line, Near-Line, Off-Line.

Enter a high and low watermark value under the WaterMark section. The
defaults are defined under Options , New Device Defaults . This is an
optional field. If this field is set to zero, no watermark migration will occur
for this device.

For the device to be enabled, the Active checkbox at the top left of the
device definition screen must be checked, and the device must be saved.
The device will be listed under the appropriate device type (i.e., on-line,
near-line, off-line).



Modifying Devices

To modify an existing device:

1.

If you are not already within Media Management, select that option from
the Administration menu.

Expand the branch that contains the device you want to modify by clicking
on the plus box to the left of the device stage (i.e., Online Devices).

Click to highlight the Device that you would like to modify and verify that
View, Device, Properties is selected.

4. Click on the field you wish to change and enter the updated information.

Select File, Save to save your changes.

Deleting Devices

To delete an existing device:

1.

If you are not already within Media Management, select that option from
the Administration menu.

Expand the branch that contains the device you want to delete by clicking
on the plus box to the left of the device stage (i.e., Online Devices).

Click to highlight the Device that you would like to delete.

4. Select Edit, Delete. The system will prompt you with, “Are you sure you

want to delete <device name> device”.

5. Click Yes to continue with the device deletion.

6. If the Device is not mounted, you will be prompted with an additional

warning message, “The device <device name> is not mounted delete
anyway?” Click Yes to proceed with the Delete.

Note:

If a device has been defined as part of an IFM disposition, it cannot be
deleted. First, you will need to remove the device from any IFM disposition
definitions.

If SMARTI files are residing on the device, you must first delete the individual
files before deleting the overall device.















































































































