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What is SMARTI?

SMARTI is an automated information management system that provides on-line
document storage and retrieval for source documents. Instead of storing paper
copies of reports and forms in filing cabinets, or on microfiche, SMARTI stores
them on-line electronically. This technology (known as “COLD” - Computer
Output to Laser Disk) allows you, the user, to find and retrieve specific
documents by performing searches (queries). Documents will never be lost or
mis-filed in SMARTI because SMARTI recognizes the text and characters
contained in your reports. And, unlike microfilm or microfiche, multiple users can
search for and view the same document simultaneously.

Once SMARTI has found your document, you can view it, print it or export the
information on it to create other ad-hoc management reports.

Because SMARTI is an archival system, the information on the source
documents stored in the software cannot be overwritten, manipulated or deleted
by the user. So users can be assured that they cannot “break” SMARTI by using
it (or abusing it).

SMARTI is a windows based software package, and is very user friendly. It is
visually graphic, allowing the user to select menu options by pointing and clicking
the mouse.

What Is SMARTI Used For?

SMARTI is a tool to help you access your company’s information quickly.
The reports and forms in SMARTI will appear on your computer exactly the
way you would see them on a paper form.

You can find anything stored in SMARTI, even if you have incomplete
information to use as search criteria. SMARTI is easy to use, but in order to
find your documents you must know how to use it properly, and how to word
your searches correctly.



How Does SMARTI Work?

All the COLD reports in SMARTI have come from your company’s
mainframes or systems. Each night processing occurs to update your system
files. Part of this process is to create hard copy reports for you to use.
SMARTI takes the same print image file used to print your reports, retrieves
the information and processes it. Not only does SMARTI compress and file
these reports on line, but it also captures key pieces of information off of
each page to create page indices (or indexes).

Page level indices (explained in the section entitled Page Level
Information ) are established to facilitate the retrieval process. Every report
page stored in SMARTI can be retrieved quickly by performing a search
based on these pre-established key fields (indices ).

SMARTI then files the indexed report in an electronic filing cabinet
SMARTI allows you to look into the drawers and folders contained in the
electronic filing cabinet to find a specific document. This electronic filing
cabinet stores your reports and forms just like a real filing cabinet.

The Electronic Filing Cabinet

AP
PAYROLL
CUST
ACCTS BILLING INVOICES 98/09/30
Application Drawer Folder Document

The Electronic Filing Cabinet



Applications

In order to expedite the retrieval process, SMARTI segregates
information into different electronic filing cabinets called Applications.
For example, Payroll documents would not be filed in the Accounts
Payable filing cabinet, and customer invoices would not be filed in the
same filing cabinet as budget information. Usually, each department is
assigned its own Application(s) (filing cabinet) to store all reports and
forms that the area uses, or has access to.

It is easy to understand how SMARTI works if you think about the
process that you would go through to find a form manually. When you
physically go to a filing cabinet to find a customer’s invoice, you perform
a series of steps to narrow down the number of places you must search
in order to find the correct piece of paper. By eliminating incorrect
drawers or folders from your search, you reduce the amount of
documents you must leaf through to find the correct piece of paper.
Whether you are aware of it or not, you perform this process of
elimination every time you search for a document. SMARTi completes
this process of elimination for you by using the information you specify in
your query (or request for information).

Using the previous example, you would not search for Payroll reports in
the Budget filing cabinet. You eliminate the Budget files from your
search, and go directly to the Payroll filing cabinet. Furthermore, you
would not search for the current year's W-4 forms in the prior year’s file
drawer, or in a folder containing tax-withholding information. You would
go to the correct drawer and file folder to find your report. By specifying
an Application, Drawer, Folder and Date in a query for a document
search, you can have SMARTiI sort through thousands of documents in
order to find your specific report or document.

These different levels in the filing cabinet are referred to as the filing
Hierarchy. The Application level is the first, and most broad, level in the
SMARTI filing cabinet.

Drawers

The next level of our filing cabinet is the Drawer. Each application (or
filing cabinet) contains a series of drawers in which area reports and
documents are filed. Each department or area can have several
drawers. Examples of drawer types could be Lines of Business
(wholesale or retail, or domestic and international), Report Frequency
(daily, weekly, monthly reports), or Type of Report (billing, purchase
orders, unprocessed business, general ledgers etc.).



Folders

Contained within each drawer are Folders, in which the reports and
documents that pertain to the area are filed. The Folder is the next level
of the Hierarchy. An example of a Folder Type is Report Name
(examples: Daily Orders Processed, Inpatient Billing Reports, and
Productivity Reports).

Reports, Forms and Documents

Inside each Folder are forms, reports and documents. SMARTI stores
all like forms or reports in the same folder. For example, if Customer
Invoice Statements were produced every day, the Invoice Folder would
have 365 reports contained in it, each report representing a different run
date for the year. Each report is comprised of pages, just like in hard
copy format. The Document level of the Hierarchy is usually equal to
the Date of the Document or Report, and is displayed by date name in
the folder (ex. 98/07/01 for the July 1, 1998 report production date). Each
page in the document can be retrieved and viewed individually.

To summarize, SMARTi stores reports and documents in a filing
convention called a Hierarchy . The Hierarchy is comprised of six
levels: Application (Filing Cabinet), Drawer, Folder, Docum ent or
Report, Page, and Information on the page (Index).

Page Level Information

There are three types of very specific information that are captured on an
individual form or report page, Page Level Indexes, Column Indexes and
Text Fields .

Page Level Indices (Indexes)

We have explained how SMARTi files your documents, but how does
SMARTI know which page of the document you want? Because SMARTI
assigns each document or report page some type of page level index ,
and allows you to search off of these fields. These Indexes are
established when the application is created, and are applied to the
document or report when it is downloaded to and processed by SMARTI.

As was stated previously, an index is a pre-defined single field on a
report. SMARTI tags these fields, also called key fields , and recognizes
the text and numeric characters contained in them. You can search for,
browse through and retrieve specific pages of documents by including
the indexes in your search query.



SMARTI captures (and recognizes) these key pieces of information and
writes them to the SMARTI Database , along with the other Hierarchy
information. This is what enables SMARTI to satisfy your query request
and retrieve your document(s) in a fraction of seconds.

Page Level Indexes are denoted by the Page Level Index identifier. We
will discuss how to use Indexes in the “How to Search For
Information” section.

The Key Field (Index) Identifier

Why All Reports Can’t Use Page Level Indexes

Not every report or document will have page level indexes available in
SMARTI. Certain reports are not suitable to capture page level index
information. Reports that tend not to have page level indexes are reports
that have more than one key piece of information per page.

For example, Page Level Indexes would not be useful for summary
reports (like a general ledger or trial balance) that list 100 different
accounts per page. Page level indexes cannot pick up line after line of
information on a single page.

A summary report, like the following example, has many different
account numbers itemized on each page. Since Page Level Indexes
would only pick up the first account number on each page, all the
subsequent account numbers on the page would not be found during a
search.



This would be the only
account number captured 3
Page Index.




Reports That Can Use Page Indexes

Page level indexes are useful for report pages that display information
relating to a single customer, account number, department number,
sales representative or territory, where the information is displayed in
one consistent place.

Bank Statements, Invoices, Customer Statements and other reports like
these can use Page Index ldentifiers in SMARTI because each report
page exhibits information for a unique account number or customer.

(\Only one name ang
account number
appear on each
report page.

Column Indices

What about those pages (like our first example) that contain columns of
similar information, like a greenbar report summarizing customer activity
or general ledgers, which lists more than one account number on a
page? SMARTI can still find this information because it can capture and
identify columns of information.




SMARTI can capture and recognize information displayed in columns
that run vertically down a report page. SMARTI retrieves columnar
information just as quickly it retrieves Page Level Indexes because this
information is written to the database just like Page Indexes. Column
Level Indexes are used the same way Page Indexes are used, and are
identified by the Column Index Indicator in SMARTI. We will explore this
topic further in the section entitled Searching for Information.

The Column Index Indicator

Text Fields

Since Page Level Indexes are only useful for report pages that deal with
a single customer or account number, and Column Indexes are only
good for those reports that display columns of information like a general
ledger, what about all those reports that do not fit either category?

SMARTI can still find the information on these reports. As we discussed
previously, SMARTI recognizes all text and characters on each page of
every report, by allowing users to apply text fields to these report pages.
Text fields are fields of information that are tagged and identified in
SMARTI. These fields may contain important information that certain
area users must have access to, but are not defined as Indices. Any
report or document can use text fields, even if it already has Page and
Column Indexes defined.

Keep in mind that these fields are not written tot  he database. As
was explained earlier, only hierarchy information, page level indexes,
and column indexes are stored in the database. The actual pages of the
report are compressed and stored on line. When you ask SMARTI to
find a text field in a form or report, SMARTI will uncompress and open
each page of the report individually , and search each amount field of
the report for possible matches.

Global text searches, (which searches for a character pattern within
every field in the report) can take a significant amount of time if you have
included several pages as search items. Global text searches are useful
for reports which have information appearing in various places on the
page, and defined text fields cannot be used.



Page Level Information Summary

To summarize, Page Level Indices have the following characteristics:

There can be only one value for a given index per page of the report.

The report file is sorted by the page level index and there is a page
break when the value changes.

Column Indexes have the following characteristics:
Information appears in columns that run vertically down a page.

The information contained in these columns are related in nature (e.g.,
account number, customer name, invoice number etc.).

The report is usually sorted by the Column Index, but there is no page
break each time the value changes.

Text Fields have the following characteristics:

There can be more than one value for a given text field per page of the
document.

Text fields can be defined for any field, regardless where it resides in
the report.

Text fields are not written to the database. SMARTI performs a
character pattern match to find information.






Running SMART]

To run SMARTI, double-click on the SMARTI icon. The icon may either appear in
the SMARTI program group, or it may be contained in another application’s
program group. If you cannot find the icon, please contact your area supervisor,
or systems support person for assistance.

The SMARTI login window will appear when you double-click on the SMARTI

icon.

Logging Into SMARTI

Your system administrator will assign each user a unigue User Name and
Password. If you do not have either a password or a user name, please
contact your supervisor for assistance.

To log into SMARTI:

1.

Enter your Login Name in the User Name field.

2. Press the <Tab> key to move to the password field cell.
3.
4. Click OK or press <Enter>. The SMARTI main window will appear.

Type your password in the Password field.



The Main SMARTI Window

The ToolBar

The tool bar icons are displayed under the menu bar. Like all windows
based software, SMARTI allows you to access the most commonly used
functions and commands by pointing at the icon and clicking your mouse. All
SMARTI functions are accessed through the pull down menus located in the
menu bar.

The SMARTIi Main Menu Bar

The SMARTI Icon Tool Bar

You can change the position of the toolbar by pointing your mouse on the
toolbar, then clicking and holding the right mouse button. The toolbar pop-up
menu appears and lists the toolbar display options. A check mark will appear
next to the option that is currently selected. You can also enable or disable
the display of the toolbar by selecting Window , ToolBar in the SMARTI main
window.



lcon

Action

Connect to a Datasource

Open an Application

Import Records

Index Records

Simple Query

Smart Query

Browse Database

View first page in hit list

View previous page in hit list

View next page in hit list

View last page in hit list

Cascade open windows

Tile open windows

Layer open windows

Close all windows

Exit SMARTI




Selecting an Application

You must select and open an application in order to access the forms and
information stored in it. Once you have opened your application, you can
search, retrieve, export and print the data. @ You can only open one
application at a time . If you need to access information that is contained in
more than one application, you must search for one report first, then open up
the next application and search for the other.

To Select an Application:

1. Open the Application that you would like to search (i.e. Accounts
Receivable or Sales Reports) by clicking File from the main SMARTI
menu, and then click Applications from the drop down menu. Or click
on the Open Application button located in the toolbar.

2. The Select Application dialog box will be displayed.

The Select Application Dialog Box

3. Highlight the Application you wish to open from this list by clicking on it
and then click on the OK button. You can also open applications by
double-clicking on the application name.

Once you have clicked OK, the application name will appear on the top of the
screen, next to your user name, and will be displayed until you log out of
SMARTI, or select a new application to open.



/ Active Application

Searching for Information in SMARTI

Once you have selected an application, you can find information by either
performing a Smart Query or by performing a Browse . For a more detailed
examination of report data, you can perform a Text Search . Text Searches
are always performed in conjunction with a Smart Query.

But before you begin searching for information, you should be familiar with
Operands and Wild Cards, as well as the data format types of the hierarchy
and page level information.

Data Types

Each piece of information in SMARTI is assigned a data field type. It is
essential to know what the types are before you begin to perform queries
and browses. This is especially true for text searches, where the type of
operand used for the search is dependent upon the data field type.

Each level of the hierarchy in the electronic filing cabinet, and the detall
page level information types are assigned a field type. All data will fall
into one of the following four categories.

String: A field that is specified as a string is usually a field that
contains letters and words. But certain alphanumeric and numeric
fields can also be set up as strings. Account numbers, Invoice
Numbers, Sales Representative Numbers, Social Security Numbers
and Vehicle Identification Numbers are all fields that should be
established as a string.

Numeric: A numeric field is usually a dollar or total field. Setting up
an amount field as a numeric allows you to search for dollar amounts
that are greater, less than or equal to a specific amount.

Text Search fields are usually set up as either Str  ing or Numeric fields.

Date: The Date field is usually applied to the Filing Cabinet Drawer,
Folder, Document, and certain page level indexes. For all of your
applications, the Document level of the filing cabinet is most likely
equal to the Date of the form or report. There is an advantage to



setting up a field to be a date field. If SMARTI recognizes the field as
a Date, it automatically converts the date into a standard format .

For example, if each invoice or report displays the date in a different
way, i.e. 09/17/98, 980917, 091798, 1998-09-17 or September 17,
1998, SMARTI will convert these dates to whichever standard format
has been selected for the report and application.

Time: Like the date format, SMARTI can convert run times into
standard formats. This field is not used in any applications at this
time.

Understanding the different types of data fields will enable the user to
specify the proper Operand when performing a search.

Operands

There are several different operands you can utilize during a search to assist
you in finding the information you are looking for. The following is a list of
available operands and their function:

Like This is the default text operand and should always be used
when searching on a string. It is similar to equal to, except
that it will also find strings that closely match the entered
criteria.

Equal to (=) This operand should be used if you want to find an exact

match of either a string, value (number), date or time. Itis
especially useful when searching for a specific date or
value. This is a universal search operand.

Greater than (>)
Less than (<)

Less than or
Equal to (<=)

Greater than or
Equal to (>=)

Not equal to (<>)
Between

Used for searching on values, dates or times.
Used for searching on values, dates or times.

Used for searching on values, dates or times. Useful when
used in conjunction with either >, <, or >=, to narrow down
a range.

Used in the same manner as <=.

Used for searching on strings, values, dates or times.

Used to specify the starting and ending values for a range
of values. Place an and between the starting and end
values. This is used for searching on strings, values, dates
or times.



Operand Selection Tip:

A good rule of thumb to follow when defining search queries is that
Numeric fields should always have a mathematical operand in a search,
and String fields should always use a word as the active operand. The
only mathematical sign that applies to all fields is the equal sign (=).

Wild Cards

There are two different kinds of wild cards that can be very helpful in
assisting you in finding information. These wild cards, and an explanation of
how they are used, follows:

Underscore ( _). The underscore character is used in two different ways:

1.

It can be used when searching on either a string, value, date or time
when one of the characters is unknown. For example, you may be
searching for a customer name such as Christensen, but are not sure of
the exact spelling. You may enter it as Christens_n or Christ_ns_n.

. It can be used when searching by date, when all of the documents from a

specific month are required. For example, if the date field in your
document was formatted as YY/MM/DD, and you wanted all documents
from July of 1996, you would enter the search as 96/07/ _.

The Underscore () is also useful to find names or information fields that
may have an apostrophe in them. For example, to search for the name
D’Angelo, you would enter the search as D_Angelo. SMARTi would pick
up the following: D’Angelo and DeAngelo.

Percent Sign (%). The percent sign is used in two different ways:

1.

2.

It can be used when searching on an index that has a variable length
field. Most page level indices are variable length fields. To search for a
customer named Christensen , you would type Christensen% to find all
the customers with the last name Christensen.

Another example would be to search a range of dates. 98% would find all
dates for 1998. 98/08% would find all dates for August of 1998.

The % sign can also be used in place of preceding spaces. For example,
if your reports display customer names as first name, middle initial and
last name . If the your index is sorted this way and you are unsure of the
customer's first name, you would enter your search as %Christensen% .
This search would find all customers with the name Christensen
appearing anywhere in this field (i.e. Christensen could be a first, middle
or last name).



Using multiple wild cards : The underscore and percent characters can also
be used together, in one search. For example, if you are searching for a
client named Christensen, but are not sure of the correct spelling of the name
and the report lists the last name first, you would type in the search as:

Christens_n%

You can search for any information using the previous wildcard examples,
regardless of whether the index is a general ledger account number, a dollar
amount or a vendor name.

Please keep in mind that selecting the % as the fir st search character of
any search will have SMARTI search the entire datab  ase for the name.
It may take some time to find the answer to your qu  ery.



Using the Retrieve Functions

As we discussed before, SMARTI provides several different methods for locating
and retrieving information. These include searching and browsing the database
using Smart Query , Browse , Text Search, Simple Query , Basic Query and
Advanced Query .

Smart Query is used when you know what you are looking for and have an idea
of where to find it. It provides a method of searching for data with a level of
specificity that you determine based on the information you provide for the
search. Smart Query allows you to incorporate page level and column level
index information into your search.

Browse is used when you are unsure of where to find the data that you need. It
enables you to scan the available report types and documents without having to
know the specific folder, document or page you are trying to find.

Text Search is used to find information that appears in blocks of text and is not
indexed. Remember that a SMARTI text search recognizes every character
contained in your reports and forms. Text searches are used to gain access to
any information contained on a page.

Simple Query is a basic search function using only hierarchy levels, page level
indices and Operands. No drop-down options or browse features are available,
so the user must know exactly what piece of information is being sought after for
this query to be effective.

Basic Query is a simplified version of the Smart Query function. SMARTI also
allows area supervisors and database administrators to restrict user access to
only this screen, and no other advanced functions in SMARTi.

Advanced Query is for users who are comfortable using SQL. Advanced users
can enter SQL commands to find information. One word of caution, however,
unless you know exactly what you are looking for, and you know where the
information resides, using the Advanced Query function may not be the most
efficient way to search for your data.



Smart Query

Open the Application that you would like to search (refer to the section
entitled Selecting an Application , for step by step instructions on opening
applications):

1. Select File, Applications or click on the Open Application button.

2. Click on the Application you wish to open from this list and then click on
the OK button.

3. Click Query from the main menu bar and then click Smart Query from
the drop down menu. You can also open Smart Query by clicking on the
Smart Query icon:

The Smart Query window will be displayed.

Hierarchy

The Smart Query Selection
< Screen

<«——Page Level Indices

Column Level Index

\ The Electronic Filing Cabinet
Drill Down Buttons

The Smart Query Dialog Box

The Smart Query Toolbar will also appear at the top of the window:

The Smart Query Toolbar



You will use the Smart Query window to specify the location and type of data
that you want to retrieve. By selecting buttons and lists in this screen, you
can choose the drawer, folder, document, page(s) and index fields to search
for the data you want to find. The results of your selections will appear in the
upper right portion of the box. This is referred to as the Selection Screen.

You can be as specific or as vague as you would like when performing a
Query. You do not have to specify a variable for each level of the hierarchy,
but the more specific you are in refining and narrowing the search, the
more quickly information will be found. Refer back to the section on
The Electronic Filing Cabinet to review how SMARTI" s electronic filing
cabinet works.

4. Click on the drawer level drill-down button (note that the title appearing on
the Drawer button will depend upon the names assigned to each
hierarchy level when the selected Application was defined) to view all of
the drawers that are contained within the Application. The list of available
drawers will be displayed in the window to the right of this button.

<\|The Selection Scree||1

Query Selection

5. Click and highlight the appropriate Drawer (“7/7/99 detail report” in the
example above) to select it and include it in your query. This choice
appears within the selection field at the top of the Smart Query window.

Drawer 7/7/99 detail report

Please note that the default operand is set to “=" (equal). You can edit your
Smart Query selection items and change the operand. This is discussed in
detail at the end of this section.



In our example above, we have told SMARTi “7/7/99 detail report” is the
filing cabinet drawer that we want to open and search through for our item.

By clicking on the 7/7/99 detail report Drawer type , we have marked it
as a search item. Each item that you select for yo  ur query will appear
in the selection screen. SMARTI refers to these se lections to find the
directions it needs to follow to complete your sear ch and return any
matches.

You can also select the Drawer type by double clicking on the Drawer type
hierarchy name in the upper left-hand corner of the window. The Index
Criteria dialog box will appear. Enter the Report Type in the blank criteria
field. Click OK.

The Index Criteria Dialog Box

This is a useful way to select a Drawer type if you know the exact name
of the Drawer. If you have not entered your select ion correctly, SMARTI
will not return any Hits. If you do not know the e  xact spelling, you can
use the wildcard characters in your search.

6. Click on the Folder level drill-down button (titled “Report Type” in the
display below). The list of available Folders will be displayed to the right
of this button.



7. Click on the Folder name that you want to highlight and select it. The
following will then be displayed in the selection window.

Report Type = detailbill

You can also select the Folder name by double clicking on the Folder type
Hierarchy name displayed in the upper left hand window of the Smart Query
window. You should only use this method of selection if you know
exactly what you are looking for, and how it is wor ded. If you misspell
the entry, SMARTI will not return any matches to your query. The Index
Criteria dialog box will appear. As with the Drawer level example used
previously, you can use wildcards in your query to obtain the information that
you need.

Enter the Folder name in the blank entry field and click OK. The Folder
name will appear in the Smart Query window Selection Screen.

8. Click on the Document level drill-down button (titled “Process Date” in
the display below). Select the document that you would like to view by
clicking to highlight it. (Or double-click on the Document hierarchy entry
in the upper left-hand section of the Smart Query window to manually
specify the document name within the Index Criteria window.)

The user can click the Query button at any time when there is at least one
type of selection criteria defined. Entering more criteria will narrow down the
search, which will result in a faster Query process. By selecting Query with
the search criteria defined in the above examples, SMARTi will locate all
“detail bills” from the date 08/01/96, within the selected Detail Report drawer



(7/7/99 detail report). If the 08/01/96 document contained 950 pages,
SMARTI would display 950 “Hits” in the Smart Query Hit List that appears
once the Query process is complete. (If no items match the defined search
criteria, the user will be informed that no matches were found, and no Hit List
will be displayed.)

About the Smart Query Toolbar

When a Smart Query is selected, you will notice that a new toolbar appears
at the top of the window. These tools are specific to the Smart Query
function.

The Smart Query Toolbar

Some of the buttons on the toolbar may be grayed out. These buttons will
only be active when you perform a Smart Query and a Hit List is retrieved.

The Smart Query Toolbar Buttons

This button allows the user to create and save a new Smart
Query for future use. This function is explained in further detail
in the section entitled “Saving and Recalling Smart Queries.”

This button allows the user to recall and use a previously
saved Smart Query.

This button allows the user to save their Smart Query for future
use, or save any modifications that have been made to an
existing saved Smart Query.

This button allows the user to run the Smart Query function.

This button allows the user to perform a text search in
conjunction with their Smart Query.

This button allows the user to close the Smart Query window
and return to the main SMARTI menu.



The Hit List

After have selected your query and pressed the Query Button , SMARTI will
begin the process to find any matches to your request. Any matches (Hits)
to your request will be displayed in the Hit List. The Hit List dialog box will
display a listing of all the pages found in the report. The number of Hits is
displayed in the upper left-hand corner of the Hit List. The Drill Down Fields
and Page Level Indexes are also displayed as headers for each query
match.

Page Level
Indexes

Number of Hits ——» «V

Drill Down Buttons
Hierarchy Criteria

The Hit List Dialog Box

Once SMARTI has generated your hit list, you can open pages, sort pages
and export page information in formats for Excel, Lotus, Word, as well as a
variety of other format types. See the sections entitted The Hit List -
Viewing, Sorting and Printing Pages

Searching for Specific Information

Page Level Indexes

While it is nice that SMARTI can retrieve an entire day’s file, retrieving at
the document level is still a very broad way to define a search for a
specific item. Our Cash Receipts search was performed using only
hierarchy information as search criteria. If you wanted to find the Invoice
for a single customer, you don’t want to have to flip though 1500 pages
in the Hit List to find the one customer number or name you need. So
how can we further refine our searches to look for specific customers or
numbers? By including page level indexes in our Smart Query. You
can include as many page level indexes in your search as you wish. For



example, you can search for several specific invoices by adding an
Customer Name or Customer Number index for each page desired.

You can search for Page Level information with or without entering any
Report Type, Report Name or Date level information. However, if you
perform a Smart Query using only one specific Index (such as
customer number or name) as criteria, SMARTi will s  earch the
entire database , i.e. every Drawer, every Folder, and every
Document to locate every Page that matches. This w ill take a
significant amount of time, and does not use SMARTI effectively.
We want to narrow down our search as much as possible (refer back to
the section on the Electronic Filing Cabinet for an explanation) to find
documents quickly and efficiently.

Remember that Page/Column Level Indexes are specific fields of
information that are established when the Report is set up in SMARTI.
You can still retrieve specific information that is not predefined as a page
level index by performing a Text Search .

You will notice that the Hit List includes the page level indexes for each
line in the Hit List. Each line in the Hit List represents report page. To
select a page level index to include in your Smart Query:

1. Select the appropriate application to work in. Click on the Smart
Query icon. The Smart Query Dialog Box appears.

2. Click on the Drawer, Folder and Document drill down buttons to
select your Query criteria.

3. Double Click on the Page or Column Index, located in the upper left
portion of the screen. The Index Criteria window appears.

The Index Criteria Window

4. Select the operand for the page level index by clicking on the down
arrow next to the operand field. Remember the rule for selecting
the proper operand! If you do not select the prope r operand,
SMARTI will not be able to find your search item. Since the
Account Name is a string , we have selected the operand to be Like.

5. Enter the customer name you wish to find in the criteria box. In our
example, we need to find the Invoice for the customer whose last
name is Cusack.



Remember, if your reports list any customer data as First Name
then Last Name, you must use a wildcard before and after entering
the Customer’s Last name in the criteria box if you are unsure of
the Customer’s first name or business name prefix, otherwise,
SMARTI will not find the correct item. If you know the Customer’s
first name, you can enter the first name, then a wi  Idcard, then the
last name with another wildcard (example: ian%wilso n%).

Type the wildcard (%) then the customer’s last name. Place another
wildcard at the end of the name (Example: %WILSON%). Another way
to search for this name is to type lan%Wilson% in the index criteria box.
This actually would return a Hit faster than just using %Wilson% as the
insured name.

It is necessary to place another wildcard at the end of the name for the
following reason: SMARTI recognizes the insured name field as a string
of characters with a fixed field length.  Most name fields are recognized
in SMARTI as 30-35 characters long, regardless of how long the name
actually is. For example, if you were searching for a customer named
John Williamson, the customer's name is only 15 characters long
(including the space between the first and last names). Unfortunately,
since most fields of this type are set up as a string, SMARTI is actually
looking for a name that is 30 characters long instead of 15. SMARTI
counts the blank spaces that appear after the name as characters.
SMARTI has the capability to trim fields (i.e. truncate the fields after the
last character) but it is not always possible for users to know which fields
have been trimmed down.

6. Click on OK. The index you have specified will appear in the
selection screen.



7. Click on Query. SMARTI will process your request, and display it in
the Hit List.

Now you can open or print the page(s), or even export them to Lotus or
Excel. Refer to the section on Viewing, Printing and Sorting Hit List
items .

Other Smart Query Search Examples:

How to Search through Several Report Types or Drawe  rs
for Specific Items

SMARTI allows you can search through multiple Report Types and
Drawers for information. For example, if a customer needs some
information regarding an incorrect invoice and a purchase order, you can
search for both of these documents simultaneously.

Some rules to remember when searching across multiple Report
Drawers:

1. Do not choose a specific Date, such as 98/06/01, for your query
selection unless you are certain that the information was produced
for both reports on that date. It is better to select a range of dates
(such as 98/06%) for your search. You can select more than one
range of dates for your search. For example, you can select two



date ranges, 98/03% and 98/06% if the information was produced
during either March or June 1998.

2. Never perform a broad query across Report Drawers or Folders.
Always narrow down your search using Page Level Indexes.

3. Change the operand if necessary (see the section entitled
Correcting Smart Query Selections.)

How to Search by Date

SMARTI allows you to search for specific items for a range of dates. For
example, if you need to research a particular customer’'s account you
can call up all invoices or documents relating to the customer that were
produced during a month, year, or over several years.

Just a reminder! If you do not include a date in your query selection,
SMARTI will search through the entire database of dates for matches to
your request.

To recall all reports produced for a Customer year to date:

1. Click on the Smart Query icon at the main menu to call up the
Smart Query Dialog Box.

2. Select the Report Type, Report Name, Date and Customer Name
(or Customer#). Select the date as 98% to recall all Reports
produced year to date, or, for a particular month, set the date as
98/08% (or whatever month you wish) to call up all items produced
during the month.

3.  Click on the Query button. SMART: will find all reports produced for
the customer over the period of time specified, and display them in
the Hit List.

4. Once the Hit List is produced, you can sort, view or print the
Invoices.



Tips to Ensure Successful Queries

1. Never perform a broad query. You should always include a
selection from each _ of the Drill Down Buttons (Drawer, Folder
and Document). Skipping any one of these items wil | launch a

search that will take a substantial amount of time. Remember,
the more you narrow down your search, the faster yo u will find
your information.

2. If your query does not return any Hits (or Match  es) and you are
sure that the items exist, check your query criteri a displayed in

the Selection Screen in the Smart Query Dialog Box. Make
sure that the correct information is displayed here . If you have
worded the query incorrectly, SMARTI will not retur n any
matches.

3. Check to make sure that you are working in the p  roper
Application, and are retrieving information from th e correct
Report Type (Drawer) or Report Name (Folder).

4. Review the operands in your query to ensure that you are
using the proper operand for the selection or Index

5. If you have selected a specific Date for your qu  ery, make sure
that the run date actually exists for the Form or R eport you
have selected. If the report was not run on the da te in
question, SMARTI will not return any matches.

Page Level Index Quick Reference

Searching for Names:

%Wilson% Searches for all customers who have Wilson as either a first
or last name.

lan%Wilson% Searches for a specific customer name lan Wilson.

1%Wilson% Searches for all customers whose first names begin with |
and whose name (first or last) contains the name Wilson.

%D_Angelo% Searches for all customers whose name contains
either DeAngelo or D’Angelo. The underscore wildcard is used to search
for a single unknown character.

%Williams_n% Searches for all customers whose last name is either
Williamson or Williamsen. This is useful if you are unsure of the spelling
of the name.





























































































































































































































































































