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1.0
INTRODUCTION

1.1
IDENTIFICATION

This User‘s Guide consists of the user procedural instructions required to use the Headquarters Action Tracking System (HATS), version 4.0.  The document is identified as the Guide.
1.2
PURPOSE

The Guide is an instruction and reference manual that provides operating instructions for end-user personnel on the use of HATS.  It provides the specific steps to be followed, the expected results, and the corrective measures required when the expected results are not obtained.  The Guide is the primary means of determining how to operate the system.

1.3
SCOPE

The Guide is updated periodically to reflect any changes or new operations.  The main body of the Guide provides end-user instruction.
2.0
OPERATIONAL DESCRIPTION

2.1
OPERATIONAL SCENARIO

HATS is a Web-based application for tracking administrative requests and actions at NASA Headquarters.

The primary users of HATS are the correspondence officers of the organizations and their divisions.  They are divided into two groups:  users and HATS local administrators (HLAs).  HLAs perform the same functions as users, but they have additional responsibilities within their organizations to manage the structure and print organizational reports.

2.1.1
Actions XE "Actions:Definition" 
An action is the record of a task to be completed.  Actions can arise in response to directives or requests from sources either internal or external to NASA Headquarters.  The following summarizes some of the general terms used in describing HATS actions:
· When an action originates from within NASA Headquarters, the office originating the action is referred to as the originating office.

· When an action is the result of incoming correspondence, the office that received the correspondence is referred to as the recipient.

· The office assigned responsibility for completion of the task is known as the action office.

· The office of the NASA official authorized to release an action is known as the signature office.

Each action follows a basic life cycle XE "Actions:Life cycle of" , going through as many as six states: open, concurred, submitted, signed, overdue, and closed.  Only the originating office can designate the action submission of a subordinate office as accepted or concurred.  Designation as overdue occurs automatically.  With every action, a user may attach any electronic documentation.
HATS generates e-mail notifications XE "Actions:E-mail notifications"  automatically in the following situations:
· When an action is created

· When the status of an action is updated by its originator
· When the due date of an action is changed
· When an action becomes overdue; and
· When involved with an electronic concurrence process.

There are four action types used for HATS action management.  The action types are described below.
2.1.1.1
Action Only XE "Action Types:Action Only" 
The Action Only option is used when an action internal to Headquarters is being originated.  The most common action of this type is generated from assignments made during staff meetings.  This action type is not initiated by, nor does it result in, formal correspondence.

2.1.1.2
Incoming Correspondence XE "Action Types:Incoming Correspondence" 
The incoming correspondence action is used when action is required in response to correspondence received.  The correspondence can either be from an outside organization or from another internal organization that is choosing not to track the action.  Correspondence generating this type of action must be in written format, which can include e-mail, letter, memo, or fax.

2.1.1.3
Outgoing Correspondence XE "Action Types:Outgoing Correspondence" 
The outgoing correspondence action is used when tracking of an action is desired related to correspondence sent.  The correspondence could be directed either outside of NASA or to another organization internal to NASA where the sending organization is choosing to track the action.  Correspondence generating this type of action must be in written format, which can include e-mail, letter, memo, or fax.
2.1.1.4
Correspondence Information Only XE "Action Types:Correspondence Information Only" 
The information-only action is used to track correspondence that does not require further action.  For example, an information-only action might be created to record the receipt of a thank-you letter.  This type of action serves primarily as a mail log.  Since information-only actions can be tracked either as incoming or outgoing, a checkbox is provided on the action-entry screen.

2.1.1.5
Action Response XE "Action:Response to" 
The office responsible for an action (recipient) can do one of the following:

· Perform the activity requested.  Interim progress is recorded by selecting the Progress button on the Action Item screen and adding the appropriate notes in the Progress Notes field.
· Forward the action to another office and/or within the same organization or sub organization.

· Return the action to the originating office with a notation that the named action office does not feel that the action belongs to them by noting this in the Progress Notes field or by selecting the action response feature located at the action masks.  Only the originating office can reassign, cancel, or change the due-date of an action.

2.1.2
Search Capabilities XE "Search Capabilities" 
The HATS search capability is typically used to gather information concerning a group of action items.  All fields in HATS are searchable.  The data gathered can be sorted and printed in a report.  There three ways to search within HATS: the Basic Search, the Advanced Search, and the Document Text Search.
2.1.2.1 Basic Search XE "Search Capabilities:Basic Search" 
HATS users can perform an ‘any field’ search within all data by typing the word or phrase.  If the results returned are too large, there is a ‘narrow the results’ function.
2.1.2.2 Advanced Search XE "Search Capabilities:Advanced Search" 
The advanced search function allows the users to make a narrow and detailed search of data within HATS.  Users can also save and retrieve search parameters, which makes it easy to modify searches until the desired result is achieved and also facilitates frequently repeated searches, such as those for periodic reports. 

2.1.2.3 Document Text Search XE "Search Capabilities:Document Text Search" 
This search allows users to perform a basic search within the text of any and all documents attached electronically to HATS actions. 

2.1.3
Reports XE "Reports" 
In addition to the search results report, HATS provides several standard report formats:

· Cover Sheet XE "Reports:Cover Sheet" :  The Cover Sheet Report shows the most current information about an action.  The printout shows the information entered at the time the action is brought up (Title, Author, Abstract, etc.).

· Cover Sheet with Progress Notes XE "Reports:Cover Sheet with Progress Notes" :  The Cover Sheet Report shows the most current information about an action (Title, Author, Abstract, etc.) as well as the Progress Notes relating to the action.

· Status XE "Reports:Status" :  The Status Report shows the status within a specified date range of the designated action types for all actions that an organization or office has assigned or forwarded.

· Progress XE "Reports:Progress" :  The Progress Report shows the status within a specified date range of one or more selected action types that an organization or office has assigned or forwarded including the Progress Notes relating to the action.

· Open/Overdue XE "Reports:Open/Overdue" :  The Summary of Open/Overdue Actions report shows statistics on the open and overdue status of actions that an organization or office has assigned or forwarded, with the option of including of statistical totals.

· Statistical XE "Reports:Statistical" :  The Statistical Information Report shows a summary of statistics for the designated action type(s) that an organization or office has assigned or forwarded.
· Action Document Summary XE "Reports:Action Document Summary" :  The Action Document Summary is available for printing after a concurrence process has been initiated.
3.0
USER INTERFACE

3.1 ACCESS XE "User Interface:Access" 
The first step in gaining access to HATS is to request an account electronically through the Headquarters Check-In, Check-Out System (CICO).  After the request has been properly submitted and approved, Account Administration will contact the user and provide the user ID and temporary password.

With the new user ID and temporary password, open an internet browser, type the HATS log-in URL in the address field, and then press the Enter key:  The HATS log-in address is https://hats.hq.nasa.gov.  When the HATS log-in menu appears, add it to the browser favorites or bookmarks list for easier future retrieval.  A yellow bar will appear at the top of the screen which will require pop-up screens for this application.  Make the selection to always allow pop-ups for this site.
3.2 LOGIN XE "User Interface:Login" 
With the HATS login screen displayed, type in the user ID and temporary password provided by Account Administration in the appropriate fields.
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Figure 3.1
Log-in Screen
The database field should contain the name, HATS.  If not, type it in at this time or choose it from the drop-down list.  Once it is entered, it will appear in the field by default until it is changed.
Also, at this time, a choice can be made to enter HATS with a Headquarters provided token ID instead of the password.  Once the user enters HATS with the token ID, the system remembers this access type and will always require it until a service request for change is made to the Account Administrator.

3.3 SECURITY XE "User Interface:Security" 
The user ID and password and token ID provide a level of security appropriate for the HATS application.

Access to viewing the appropriate information within the assigned organizations is provided by the user profile.  This definition will be clarified in Section 4.7.2, Change Organization.

For security purposes, HATS has a 20-minute time-out feature to prevent unauthorized users from accessing the system when a workstation is left unattended with the application open.

4.0
ON-LINE/INTERACTIVE CAPABILITIES

4.1
MENUS

Throughout HATS, there will be useful menu bars that guide to the features, modules and functions.  The main menu bar (as it is referred to) is always at the top of all screens.

4.1.1
Main Menu Bar XE "Menus:Main Menur Bar" 
The main menu bar is always at the top of all screens.  See the description of the menu bar items below.


[image: image3]
Figure 4.1
Menu Bar
4.2
WORKLIST XE "Worklist" 
Both inbox and outbox worklists display on the first screen to appear.  To return to the worklists at any time, select the Worklist option on the menu bar.  Figure 4.2 displays the Worklist screen and features.

The worklist boxes are scrollable.  Information in the worklists can be sorted by column heading.  Click on the column title to re-sort the information.

Also, both of the worklists will allow the view to change to ‘My Work’ by clicking the radio button under the name of the work list.  By default, the worklists are displayed by ‘My Group’.  Click the ‘My Group’ radio button to return to it for viewing records by ‘My Work’.
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Figure 4.2
Worklist Screen

4.2.1
INBOX Worklist XE "Worklist, Inbox" 
By default, all actions assigned to the organization of entry that are not in the closed status appear in the inbox worklist.

Column headers appear as shown in the inbox worklist in Figure 4.2 above.  Each column can be sorted either ascending or descending, with the default view being ascending.

The Coversheet button will print a Cover Sheet report of the highlighted record or records.  Single click on an action to highlight it, then click the Coversheet button.
The Coversheet with Progress button prints a Cover Sheet with Progress Notes report for the highlighted record or records.  Single click on an action to highlight it, then click the Cvr Sheet W/Prog button.
The Report button brings up a pop-up screen allowing the user to enter a title and/or sub-title with a Submit button for a Search Results report before printing.  A Search Results report is a report of the current view of the worklist items. 

The Remove button is used only to remove records from the current worklist view.
The Refresh button restores the list to its original (default) state.

Double-click on a specific action to view current information, add progress notes, or initiate and track concurrences.  If the user is in the originating organization or is the creator of the action, they can also update information as appropriate.  See more about editing an action in Section 4.4.
4.2.1.1
Cover Sheet from Worklist XE "Worklist, Inbox:Cover Sheet from Worklist" 
Highlight an item in the worklist.  Click the Cover Sheet button.  A single-page report of the selected item will display.  Click the print icon on the report to receive a print-out.  Close the report to return to the worklist.
4.2.1.2
Cover Sheet with Progress from Worklist XE "Worklist, Inbox:Cover Sheet with Progress from Worklist" 
Highlight an item in the worklist.  Click the Coversheet with Progress button.  A multi-page report with the item’s progress notes will display.  Click the print icon on the report to receive a print-out.  Close the report to return to the worklist.
4.2.1.3
Report from Worklist XE "Worklist, Inbox:Report from Worklist" 
Click the Report button to get a report of the items listed in the inbox worklist.  Click the print icon on the report to receive a print-out.  Close the report to return to the worklist.

4.2.1.4
Refresh Worklist XE "Worklist, Inbox:Refresh Worklist" 
Click the Refresh button after removing items or sorting the worklist.  This will return the removed items to the worklist in their original order.

4.2.1.5
Remove from Worklist XE "Worklist, Inbox:Remove from Worklist" 
Highlight an item or items and click the Remove button to remove them from the worklist view before printing.  Clicking the Refresh button below the worklist will restore the original information.  Deleted items are removed only from the current view; they are not deleted from the database.

4.2.2
OUTBOX Worklist XE "Worklist, Outbox" 
As a default, all actions assigned by the organization of entry and not in the closed status appear in the outbox worklist.
Column headers appear as shown in the outbox worklist in Figure 4.2.  Each column can be sorted either ascending or descending, with the default view being ascending.

Users double-click on a specific action to view current information about the action.

The Coversheet button will print a Cover Sheet report of the highlighted record or records.  Single click on an action to highlight it, then click the Coversheet button.

The Coversheet with Progress button prints a Cover Sheet with Progress Notes report for the highlighted record or records.  Single click on an action to highlight it, then click the Cvr Sheet W/Prog button.

The Remove button is used only to remove records from the current worklist view.
The Refresh button restores the original default records to the list.

The Report button will display a pop-up screen allowing the user to enter a title and sub-title with a Submit button for a Search Results report display before printing.  A Search Results report is a report of the current view of the worklist items.

Users can double-click on a specific action to view current information, add progress notes, or initiate and track concurrences.  If the user is in the originating organization or is the creator of the action, they also update information as appropriate.  See more about editing an action in Section 4.4.
4.2.2.1
Cover Sheet from Worklist XE "Worklist, Outbox:Cover Sheet from Worklist" 
Highlight an item in the worklist.  Click the Cover Sheet button.  A single-page report of the selected item will display.  Click the print icon on the report to receive a print-out.  Close the report to return to the worklist.

4.2.2.2
Cover Sheet with Progress from Worklist XE "Worklist, Outbox:Cover Sheet with Progress from Worklist" 
Highlight an item in the worklist.  Click the Coversheet with Progress button.  A multi-page report with the item’s progress notes will display.  Click the print icon on the report to receive a print-out.  Close the report to return to the worklist.

4.2.2.3
Report from Worklist XE "Worklist, Outbox:Report from Worklist" 
Click the Report button to get a report of the items listed in the outbox worklist.  A one-to-many page report will display.  Click the print icon on the report to receive a print-out.  Close the report to return to the worklist.

4.2.2.4
Refresh Worklist XE "Worklist, Outbox:Refresh Worklist" 
Click the Refresh button after removing items or sorting the worklist.  This will return the removed items to the worklist in their original order.

4.2.2.5
Remove from Worklist XE "Worklist, Outbox:Remove from Worklist" 
Highlight an item or items and click the Remove button to remove them from the worklist view before printing.  Clicking the Refresh button below the worklist will restore the original information.  Deleted items are removed only from the current view; they are not deleted from the database.

4.3
CREATING NEW ACTIONS XE "Actions:Create new" 
Before creating any new actions, it is highly recommended that the user go to Section 4.7.3 to create choices lists in the Manage Custom Lists module.  This will allow choices from pop-up and pull-down menus for data used most often.

4.3.1
Action Only XE "Action: Action Only" 
To create a new action not related to correspondence, select the Action Only option on the New Action menu.  (See the steps below.)  Tab to move between fields or use the mouse to move the cursor.  When finished, click the Save button.  HATS will prompt if required data is missing.  When a new Action is being created, data entry is mandatory in the following fields that are marked by red asterisks:

· Title
· Origination Date

· Action Office
· Date Due
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Figure 4.3
New Action Screen

NOTE: The default data in the mandatory fields can be changed unless otherwise noted.

4.3.1.1
Field Descriptions XE "Action: Action Only:Field descriptions" 
1. From the main menu bar, click New Action and highlight Action only.  The Action data entry screen will appear as shown in Figure 4.3.  The Analyst field will contain the user name used to log into HATS and is non-editable.
2. Click in any and all of the available fields to enter data.  Remember, that fields marked with an asterisk are mandatory and cannot be saved without an entry.
a. No Email Notification – This is a check box field and by default it is unchecked, meaning that e-mail notifications will be sent out to users who have access to the organizations and sub-organizations involved with this action as originator, recipient, action office, etc.  Before saving this action, click the check box which will disable any e-mail notifications to all users who have access to the organizations and sub-organizations involved with this action.

b. Title* – of the action.  This is a text field.
c. Originator – This field is filled in by the default organization assigned at log in.  To change to a different organization or sub-organization and create a new action, the Originator field will contain the new choice.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.
d. Action Office(s)* - This field needs to contain one or many organizations or sub-organizations that will be assigned to work this action.  Type them in if the exact spelling is known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3
e. Status – This field contains the status of the action and by default is in the open status.  Change the status through the life cycle of the action by clicking on the pull-down menu within the field.  After changing the status, click the Save button and the corresponding date will be populated with the current date.  Only the choices shown in the pull-down menu are available and non-editable.
f. Origination Date* - This field is populated with the current date and it may be change to any other date or keep it as is.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
g. Close Date – This field is editable.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
h. Date Concurred - This field is populated with the current date that the status is changed to concurred and the action has been saved.  It is also editable.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  The field is populated with the highlighted day.
i. Date Due* - This field contains the date the action is supposed to be complete.  It is editable.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
j. Closure Office - This field is filled in by the default organization assigned to at log in.  Changing to a different organization or sub-organization and creating a new action, the Closure Office field will contain the new choice.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.
k. Info Office(s) - This field may contain one or many organizations or sub-organizations that will be assigned to work this action.  Type them in if their exact spelling is known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3.
l. Abstract – This is a text field.
m. Comments – This is a text field.
n. Enclosures – This is a text field for listing enclosures.  Multiple listings need to be separated by commas.
o. Related Records - This is a text field that lists related records (i.e., this action (A/2008-00034) maybe related to action A/2008-00018).  Multiple listings need to be separated by commas.
p. Keywords – This is a text field that lists keywords that may describe this action.  Multiple listings need to be separated by commas.
q. File Plan – This is a text field that lists file plan numbers.  Hard copy documents may come in and be part of or referenced by an action and then filed.  Multiple listings need to be separated by commas.
r. Analyst – This field is populated by the user name at log-in.  It is always non-editable.
4.3.1.2
Button Descriptions XE "Action: Action Only:Button descriptions" 
1. Save – highlighted in blue.  After all data (at least, all mandatory data) has been entered, click the Save button to enter the information into the database.

a. If any mandatory fields are missing information, a message listing the field will display.  Below is a sample of the some of the fields missing all or part of the data.  Click the OK button to return to the action and complete the data entry.
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Figure 4.4
Missing Field Data Message

b. If any data is incorrect, including Originator, Recipient and/or Action Office, there will be a notice in red above the Pending status in place of the Action Initiated message.  Correct the data and click the Save button again.
[image: image8.png][ No Email Notifc

* Title: [Tite
o
o
Office(s):





Figure 4.5
Incorrect Data Message

c. After a successful save, an action ID will be issued for the record.  The action ID includes organization acronym, the year and record number.  Each year the record numbers start over with one.  Here are two sample action ID numbers:  SOMD/2008-00034 and Space Science/2008-00147.
2. Clear.  Click this button to clear all of the data in the record fields.

3. Close.  Click this button to close the action without saving the data.  The message below displays and a choice will need to be made.  Click the OK button to continue without saving or click the Cancel button to return to the action and continue with the data entry.
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Figure 4.6
Close/Save Choice

4.3.2
Incoming Correspondence XE "Action: Incoming Corresponce" 
To create a new action in response to incoming correspondence, select the Incoming Correspondence option on the New Action menu.  Tab to move between fields or use the mouse to move the cursor.  When finished, click the Save button.  HATS will prompt if required data is missing.  When a new incoming correspondence action is being created, data entry is required in the following fields:

· Title
· Author

· Organization

· Received Date
· Action Office

· Date Due
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Figure 4.7
Incoming Correspondence Action Screen

4.3.2.1
Field Descriptions XE "Action: Incoming Correspondence:Field descriptions" 
3. From the main menu bar, click New Action and highlight Incoming Correspondence Action.  The data entry screen will appear as in Figure 4.7.  The Analyst field will contain the user name used to log into HATS and is non-editable.

4. Click in any and all of the available fields to enter data.  Remember, that fields marked with an asterisk are mandatory and cannot be saved without text in each one.

a. No Email Notification – This is a check box field and by default it is unchecked meaning that e-mail notifications will be sent out to users who have access to the organizations and sub-organizations involved with this action as originator, recipient, action office, etc.  Before saving this action, click the check box which will disable any e-mail notifications to all users who have access to the organizations and sub-organizations involved with this action.
b. Title* – of the action.  This is a text field.

c. Recipient(s) – This field is filled in by the default organization assigned to at log in.  Changing to a different organization or sub-organization and creating a new action, the Recipient field will contain the new choice.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.

d. Author* - This text field is a place to enter the author of the correspondence.

e. Organization* - This text field is a place to enter the author’s organization.

f. Action Office(s)* - This field needs to contain one or many organizations or sub-organizations that will be assigned to work this action.  Type them in if their exact spelling is known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3.

g. Status – This field contains the status of the action and by default is in the open status.  Change the status through the life cycle of the action by clicking on the pull-down menu within the field.  After changing the status, click the Save button and the corresponding date will be populated with the current date.  Only the choices shown in the pull-down menu are available and non-editable.
h. Receive Date* - This field is populated with the current date and it may be changed to any other date or kept as is.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
i. Date Written - This date field is the place to enter the date the correspondence was written.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.

j. Close Date – This field will be populated with the current date that the status is changed to closed and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
k. Submit Date – This field will be populated with the current date that the status is changed to submitted and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
l. Signed Date – This field will be populated with the current date that the status is changed to signed and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
m. Date Concurred - This field will be populated with the current date that the status is changed to concurred and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
n. Date Due* - This field will contain the date the action is supposed to be complete.  It is editable.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
o. Signature Office - This field is filled in by the default organization assigned to at log in.  Changing to a different organization or sub-organization and creating a new action, changes the Closure Office field.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.

p. Info Office(s) - This field may contain one or many organizations or sub-organizations that will be assigned to work this action.  Type them in if their exact spelling is known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3.

q. Abstract – This is a text field.
r. Comments – This is a text field.
s. Enclosures – This is a text field that lists enclosures.  Multiple listings need to be separated by commas.
t. Related Records - This is a text field that lists related records (i.e., this action (A/2008-00034) maybe related to action A/2008-00018).  Multiple listings need to be separated by commas.
u. Keywords – This is a text field that lists keywords that may describe this action.  Multiple listings need to be separated by commas.
v. File Plan – This is a text field that lists file plan numbers.  Hard copy documents may come in and be part of or referenced by an action and then filed.  Multiple listings need to be separated by commas.

w. Analyst – This field is populated by user name.  It is always non-editable.
4.3.2.2
Button Descriptions XE "Action: Incoming Correspondence:Button descriptions" 
1.
Save – highlighted in blue.  After all data (at least, all mandatory data) has been entered, click the Save button to enter the information into the database.

a. If any mandatory fields are missing information, a message listing the field displays.  See Figure 4.4 for an example of the some of the fields missing all or part of the data.  Click the OK button to return to the action and complete the data entry.  

b. If any data is incorrect, including Originator, Recipient and/or Action Office, there will be a notice in red above the Pending status in place of the Action Initiated message.  See Figure 4.5 for a sample of the notice.  Correct the data and click the Save button again.

c. After a successful save, an action ID will be issued for the record.  The action ID includes organization acronym, the year and record number.  Each year the record numbers start over with one.  Here are two sample action ID numbers:  SOMD/2008-00034 and Space Science/2008-00147.

2. Clear.  Click this button to clear all of the data in the record fields.

3. Close.  Click this button to close the action without saving the data.  A message will display as shown in Figure 4.6 and a choice will need to be made.  Click the OK button to continue without saving or click the Cancel button to return to the action and continue with the data entry.

4.3.3
Outgoing Correspondence XE "Action: Outgoing Correspondence" 
To create a new action based on outgoing correspondence, select the Outgoing Correspondence option on the New Action menu.  Tab to move between fields or use the mouse to move the cursor.  When finished click the Save button.  HATS will prompt if required data is missing.  When an outgoing correspondence action is being created, data entry is required in the following fields:

· Title
· Recipient

· Organization

· Action Office

· Origination Date

· Date Due
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Figure 4.8
Outgoing Correspondence Action Screen
4.3.3.1
Field Descriptions XE "Action: Outgoing Correspondence:Field descriptions" 
1. From the main menu bar, click New Action and Outgoing Correspondence Action.  The data entry screen will appear as in Figure 4.8.  The Analyst field will contain the user name used to log into HATS and is non-editable.

2. Click in any and all of the available fields to enter data.  Remember, that fields marked with an asterisk are mandatory and cannot be saved without text in each one.

a. No Email Notification – This is a check box field and by default it is unchecked meaning that e-mail notifications will be sent out to users who have access to the organizations and sub-organizations involved with this action as originator, recipient, action office, etc.  Before saving this action, click the check box which will disable any e-mail notifications to all users who have access to the organizations and sub-organizations involved with this action.
b. Title* – of the action.  This is a text field.

c. Recipient(s)* - This is a text field that will contain the recipient of the correspondence.

d. Originator – This field is filled in by the default organization assigned to at log in.  Changing to a different organization or sub-organization and creating a new action will change the Originator field.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.

e. Organization – This is a text field that will contain the recipient’s organization.

f. Action Office(s)* - This field needs to contain one or many organizations or sub-organizations that will be assigned to work this action.  Type their exact spelling if known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3.

g. Status – This field contains the status of the action and by default is in the open status.  The status may be changed through the life cycle of the action by clicking on the pull-down menu within the field.  After the status is changed and the Save button clicked, the corresponding date will be populated with the current date.  Only the choices shown in the pull-down menu are available and non-editable.
h. Signature Office - This field is filled in by the default organization assigned to at log in.  Changing to a different organization or sub-organization and creating a new action will change the Signature field.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.
i. Info Office(s) - This field may contain one or many organizations or sub-organizations that will be assigned to work this action.  Type their exact spelling if known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3.
j. Origination Date* - This field is populated with the current date and it may be changed to any other date kept as is.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
k. Written Date - This date field is place to enter the date the correspondence was written.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
l. Close Date – This field will be populated with the current date that the status is changed to closed and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
m. Submit Date – This field will be populated with the current date that the status is changed to submitted and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
n. Signed Date – This field will be populated with the current date that the status is changed to signed and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
o. Date Concurred - This field will be populated with the current date that the status is changed to concurred and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
p. Date Due* - This field will contain the date the action is supposed to be complete.  It is editable.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
q. Abstract – This is a text field.
r. Comments – This is a text field.
s. Enclosures – This is a text field that lists enclosures.  Multiple listings need to be separated by commas.
t. Related Records - This is a text field that lists related records (i.e., this action (A/2008-00034) maybe related to action A/2008-00018).  Multiple listings need to be separated by commas.
u. Keywords – This is a text field that lists keywords that may describe this action.  Multiple listings need to be separated by commas.
v. File Plan – This is a text field that lists the file plan number.  Hard copy documents may come in and be part of or referenced by an action and then filed.  Multiple listings need to be separated by commas.

w. Analyst – This field is populated by the user name used at log in.  It is always non-editable.
4.3.3.2
Button Descriptions XE "Action: Outgoing Correspondence:Button descriptions" 
1.
Save – highlighted in blue.  After all data (at least, all mandatory data) has been entered, click the Save button to enter the information into the database.

a. If any mandatory fields are missing information, a message listing the field will display.  See Figure 4.4 for a sample of the some of the fields missing all or part of the data.  Click the OK button to return to the action and complete the data entry.  

b. If any data is incorrect, including Originator, Recipient and/or Action Office, there will be a notice in red above the Pending status in place of the Action Initiated message.  See Figure 4.5 for a sample of the notice.  Correct the data and click the Save button again.

c. After a successful save, an action ID will be issued for the record.  The action ID includes the organization acronym, the year and record number.  Each year the record numbers start over with zero.  Here are two sample action ID numbers:  SOMD/2008-00034 and Space Science/2008-00147.

2. Clear.  Click this button to clear all of the data in the record fields.

3. Close.  Click this button to close the action without saving the data.  Receive the message shown in Figure 4.6 and a choice will need to be made.  Click the OK button to continue without saving or click the Cancel button to return to the action and continue with the data entry.

4.3.4
Correspondence Information Only XE "Action: Correspondence Information Only" 
To create an action for tracking purposes only (one that does not require a response), select the Correspondence Information Only option on the New Action menu.  Tab to move between fields or use the mouse to move the cursor.  When finished click the Save button.  HATS will prompt if required data is missing.  When an information only action item is being created, data entry is required in the following fields:

· Title
· Ext. Author/Recipient

· Organization

· Date Received

· Info Office(s)
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Figure 4.9
Correspondence Information Only Action Screen

4.3.4.1
Field Descriptions XE "Action: Correspondence Information Only:Field descriptions" 
1. From the main menu bar, click New Action and highlight Correspondence Information Only.  The data entry screen will appear as in Figure 4.9.  The Analyst field will contain the user name used to log into HATS and is non-editable.

2. Click in any and all of the available fields to enter data.  Remember, that fields marked with an asterisk are mandatory and cannot be saved without text in each one.

a. Incoming (Uncheck for Outgoing) – This is a check box and by default it is checked describing this action as an incoming correspondence information only action.  To describe it as an outgoing correspondence information only, uncheck this box.

b. No Email Notification – This is a check box field and by default it is unchecked meaning that e-mail notifications will be sent out to users who have access to the organizations and sub-organizations involved with this action as originator, recipient, action office, etc.  Before saving this action, click the check box which will disable any e-mail notifications to all users who have access to the organizations and sub-organizations involved with this action.
c. Title* – of the action.  This is a text field.

d. NASA Recipient/Originator – This field is filled in by the default organization assigned to at log in.  Changing to a different organization or sub-organization and creating a new action changes the Originator field will contain the new choice.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.

e. Ext. Author/Recipient – This is a text field that may contain the author (if incoming) or recipient (if outgoing).

f. Organization – This is a text field that may contain the author or recipient’s organization.

g. Action Office(s) - This field may contain one or many organizations or sub-organizations that will be assigned to work this action.  Type them in if their exact spelling is known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3.

h. Status – This field contains the status of the action and by default is in the open status.  The status may be changed through the life cycle of the action by clicking on the pull-down menu within the field.  After the status is changed and the Save button clicked, the corresponding date will be populated with the current date.  Only the choices shown in the pull-down menu are available and non-editable.
i. Date Written – This is a date field.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
j. Date Received - This field is populated with the current date and it may be changed or kept as it.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
k. Close Date – This field will be populated with the current date that the status is changed to closed and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
l. Submit Date – This field will be populated with the current date that the status is changed to submitted and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
m. Signed Date – This field will be populated with the current date that the status is changed to signed and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
n. Date Concurred - This field will be populated with the current date that the status is changed to concurred and the action has been saved.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
o. Date Due* - This field will contain the date the action is supposed to be complete.  It is editable.  The calendar pop-up is available for date assistance.  Click the icon to the right of the field.  By highlighting the appropriate day, it will be populated into the field.
p. Signature Office - This field is filled in by the default organization assigned to at log in.  Changing to a different organization or sub-organization and creating a new action will change the Signature field.  This field is also editable and choices may be selected from a self-created, drop-down list.  See Manage Custom Lists, Section 4.7.3.
q. Info Office(s)* - This field may contain one or many organizations or sub-organizations that will be assigned to work this action.  Type them in if their exact spelling is known or create a pop-up list to choose them prior to data entry.  Multiple listings need to be separated by commas.  See Manage Custom Lists, Section 4.7.3.

r. Abstract – This is a text field.
s. Comments – This is a text field.
t. Enclosures – This is a text field that lists enclosures.  Multiple listings need to be separated by commas.
u. Related Records - This is a text field that lists related records (i.e., this action (A/2008-00034) maybe related to action A/2008-00018).  Multiple listings need to be separated by commas.
v. Keywords – This is a text field that lists keywords that may describe this action.  Multiple listings need to be separated by commas.
w. File Plan – This is a text field where that lists file plan numbers.  Hard copy documents may come in and be part of or referenced by an action and then filed.  Multiple listings need to be separated by commas.

x. Analyst – This field is populated by user name.  It is always non-editable.
4.3.4.2
Button Descriptions XE "Action: Correspondence Information Only:Button descriptions" 
1.
Save – highlighted in blue.  After all data (at least, all mandatory data) has been entered, click the Save button to enter the information into the database.

a. If any mandatory fields are missing information, a message will display listing the field.  See Figure 4.4 for a sample of the some of the fields missing all or part of the data.  Click the OK button to return to the action and complete the data entry.  

b. If any data is incorrect, including Originator, Recipient and/or Action Office, there will be a notice in red above the Pending status in place of the Action Initiated message.  See Figure 4.5 for a sample of the notice.  Correct the data and click the Save button again.

c. After a successful save, an action ID will be issued for the record.  The action ID includes organization acronym, the year and record number.  Each year the record numbers start over with zero.  Here are two sample action ID numbers:  SOMD/2008-00034 and Space Science/2008-00147.

3. Clear.  Click this button to clear all of the data in the record fields.

4. Close.  Click this button to close the action without saving the data.  A message as shown in Figure 4.6 will display and a choice will need to be made.  Click the OK button to continue without saving or click the Cancel button to return to the action and continue with the data entry.

4.4
EDITING ACTIONS XE "Actions:Editing" 
If the user is authorized (is in the originating organization or is the creator) to modify the action, all fields except Analyst and Action ID are editable.  If fields are light gray (disabled), it can be one of several issues.
· The user is not in the originating organization; or

· The user is not the creator; or

· The action is closed.

To retrieve an action to edit, use either the Inbox Worklist, Outbox Worklist, or the three different types of search results found in Section 4.5.

Remember, the Inbox and Outbox Worklists contain only records that are not in the closed status.

From either the worklists or results lists, double-click on the action to edit to open it.

Figure 4.10 below provides an example of the way an action appears if the user has permission to modify the action.  Edit any of the fields that are enabled and click the Save button to enter the modifications.
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Figure 4.10
Edit Action
4.4.1
Button Functions

Cvr Sheet – This button displays a one- (or two- if there is a lot of data in the fields) page report with the information entered and saved into the action.  It is called a cover sheet because many times it is placed on top of a set of documentation for routing and sharing.
Cvr Sheet W/Prog – This button displays the cover sheet on the first page and then a listing of all of the progress notes entered either manually or system generated.

Save – This button saves the data and submit it to the database for future retrieval, updates and reports.

Progress – This button takes the user to the Progress Notes area to see system-generated updates as well as enter manual updates. 
Email Now – This button takes the user to a page where they locate any user within the HQTS and sends them a summary of the action including any document attachments. 
Clear - Click this button to clear any new data entered which will return the page back to the information after the last save.

Close - Click this button to close the action without saving the data.  A message as shown in Figure 4.6 displays and a choice needs to be made.  Click the OK button to continue without saving, or click the Cancel button to return to the action and continue with the data entry.

4.4.2
Adding an Attachment XE "Actions:Adding an attachment to" 
After a document has been created and saved, the function to upload documents is visible.
4.4.2.1
Add File

The Add File option allows the upload of one or more files to an action item.    This action opens the Add File to Action Item screen shown below in Figure 4.11.  Click in the Title field to enter a name of the document.  Click the Browse button to search on the workstation or server accessed by the workstation.
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Figure 4.11
Add File to Action Item Screen
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Figure 4.12
Add File to Action Item Screen (Filled In)

After the Title field is filled in and the file located through the browse function, click the Upload button to save the attachment with this action or click the Reset button to start over.  After the upload function, the document appears in the attachment list.
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Figure 4.13
Attachment List

4.4.3
Managing an Attachment XE "Attachments:Managing" 
After an attachment has been uploaded, the functions to view, add next version and delete documents is visible.  

4.4.3.1
View

The view function will open and offer the ability to view and/or save the attachment.  All users with access to this action as originator, action officer, etc. will be allowed to view the attachment.
4.4.3.2
Add Next Version
The add next version function works just like add file but displays the version number next to the document name.  This function will add an incremental version of the same document.
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Figure 4.14
Add Next Version
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Figure 4.15
Multiple Version Display

4.4.3.3
Deleting an Attachment XE "Attachments:Deleting" 
After a document has been created and saved, the function to delete documents is visible.  Click the delete link to the right of add next version receive the prompt, ‘Are you sure?’  Click the OK button if certain or click the Cancel button to return to the action.  Only users within the originating office that upload the document can delete it.

4.4.4
Monitor Activity XE "Actions:Monitoring activity on" 
After an action has been created and saved, the monitor activity function will be visible.  Click Monitory Activity in the upper left side of the action and a list of events relevant to this action will display.  
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Figure 4.16
Monitor Activity

4.4.5
Concurrence Module XE "Concurrence Module" 
This module initiates an electronic process to pass actions, their attachments and obtain concurrences.  Only the action originator can initiate a concurrence process and only action officers involved with the action can enter the concurrence and comments.
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Figure 4.17
Concurrence Menu

4.4.5.1
Initiate Concurrence XE "Concurrence:Initiating" 
To start the process, click on Initiate under Concurrence on the top left of the action page which will display an Initiate Concurrence for Action ID screen.  All fields designated with a red asterisk are required fields.
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Figure 4.18
Initiate Concurrence

Field Descriptions:
1. Subject – this field is pre-populated from the action page and is editable.

2. Date Due – this field is pre-populated from the action page and is editable.

3. Date Initiated – this field is pre-populated from the action page and is editable.

4. Directorate/Office – this field is pre-populated from the action page Action Officer field and becomes the choices list for Concurrence Required.  Click on one or all of the organizations in this field and click the Add button.

5. Concurrence Required – this field is populated from the Directorate/Office field by selecting the organizations and clicking the Add button.  If an organization is added by mistake, it can be highlighted and the Remove button clicked.

Except for the two remaining date fields the rest of the fields are free-form text.  Remember that fields marked with a red asterisk are required fields.

Button Descriptions:
1. Save w/o Notify – this button will saves concurrence screen but the organizations in the Concurrence Required field will not be notified.  Users with access to actions and have the ability to concur can still fulfill the concurrence process.
2. Notify – this button saves the concurrence and electronically notifies users in organization(s) listed in the Concurrence Required field.

3. Close – this button closes the concurrence page.

4.4.5.2
Concur XE "Concurrence:Concurring" 
Only the organization(s) assigned in the Concurrence Required field and users with the ability to concur selected in the user profile will have access to the concur process.  Click Concur under the Concurrence feature on the top left of the action page and the Concur for Action ID screen will display.
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Figure 4.19
Concur

Click either the Concur or Non-Concur radio button.  If the Concur radio button is selected, type in the Signature field the name of the person approving the concurrence.  All other fields are read only.  Click the Submit button and a comments screen will display.
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Figure 4.20
Concurrence Comment

Type a comment in the Enter Concurrence Comment field and click the Save button to commit the comments to file and/or click the Close button to return to the Concur screen.
4.4.5.3
View Status XE "Concurrence:View stauts of" 
Organization(s) assigned in the Concurrence Required field and originators will have access to the View Status process.  Click View Status under the Concurrence feature on the top left of the action page and the View Status Concurrence for Action ID screen will display.  From this screen, the user is able to print the Action Document Summary and view comments.
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Figure 4.21
View Concurrence Status
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Figure 4.22
Action Document Summary Sample

4.4.5.4
Quality Review XE "Concurrence:Quality review" 
Only users with access to the originating organization can view the Quality Review and enter initials.  All other fields are read only. 
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Figure 4.23
Quality Review

4.5
SEARCH XE "Search" 
HATS offers the following types of searches:  basic search, advanced search, and document full-text search.  These search types are explained in the sections below.  Each search type uses the symbols identified and explained in the table below.  Familiarity with the search symbols will make it easier to get the most from HATS search capabilities.
	Symbol
	Description

	-
	The dash symbol is used to specify the date range for the search.

A dash centered between two dates specifies a beginning and ending date range.  (06/01/2003-06/30/2003)

A dash preceding a date specifies earlier than or equal dates.  (- 05/30/2003)
A dash following a date specifies later than or equal dates. (05/30/2003-)

	!
	An exclamation point symbol in a field excludes all records from the search whose field value matches the test following the symbol. (!05/30/2003)

	%
	The percent is a wild-card symbol instructing the search to accept any entry in the designated field or position.

	Search criteria entered into two or more data fields are logically ANDed when the search is performed.

	Search criteria separated by a comma within a single field will be ORed when the search is performed. (05/30/2003,06/015/2003)

	Empty fields do not affect the search.


Figure 4.24
Search Symbols

4.5.1
Basic Search XE "Search:Basic Search" 
The HATS Basic Search screen is shown in Figure 4.13.  To perform a basic search of all text fields, enter a search string in the search box and click the Begin Search button.  A narrow search feature will appear allowing more detailed search information to be entered as shown in Figure 4.14.

Narrow Search
Enter additional search data in the Find Results field and make a selection to narrow the results by:
· All the words

· Exact phrase
· At least one of the words

· Without the words

The records of all actions for the role that contain text matching the search string will be displayed in the Search Worklist box.  Double-clicking on an action will display the action item content.
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Figure 4.25
Basic Search Screen
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Figure 4.26
Narrow Search Results
4.5.2
Advanced Search XE "Search:Advanced Search" 
The following steps outline the procedure for performing an advanced search:

1.
Open the Search Parameters screen by selecting the Advanced Search option on the Search menu.

2.
Using the check boxes, choose one or more types of action.

3.
Enter the search parameters by selecting a descriptor from the menu bar in the left column and entering the criteria in the right column.  (Search-symbol characters are shown and described in the box below.)  Up to six search criteria can be selected.  Note:  Search criteria can be saved, reducing data entry required for frequently repeated searches.

4.
Click the down-arrow symbol adjacent to the Sort By field to select the sort order of the search results.

5.
Click the Clear button to clear the selection(s) and start again.  Click the Begin Search button to execute the search.  The Search Results screen will list all action items that meet the search criteria specified.

[image: image29.png]Advance Search Parameters

il Action Types [ actions [ tncoming Corr [J outgoing Corr [ 1nfo Only

Retrieve Search

22
2212

Save Search





[image: image30.png]SEARCH wiorkist

view:  © My Group

Aviye avactionID  avTitle av author/
ori

A Origination/ v Signature/
inator Action Office DateRecy  Closure Date

Displaying 0 of 0 records

Corshest ) [ Corstectwipog ] [Repot]  (Refiesh ) [Remove





Figure 4.27
Advanced Search Screen

4.5.3
Document Full Text Search XE "Search:Document Full Text Search" 
The HATS Document Full Text Search screen is shown in Figure 4.16.  To perform a basic search of all text fields within an attachment, enter a search string in the search box and click the Begin Search button.  The records of all actions for the role that contain text within the attachment(s) matching the search string will be displayed in the Search Worklist box.  Double-clicking on an action will display the action item content.
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Figure 4.28
Document Full Text Search Screen

4.6
REPORTS XE "Reports" 
HATS generates the following types of reports from the Reports option on the Main menu bar:  Open/Overdue, Progress, Statistical Information, and Status.  These reports types as well as reports initiated from other places in HATS are described below.  It is important to be aware that the reports can take as long as 4 minutes to generate, and users should not interrupt the system by attempting to initiate other actions while a report is being generated.
4.6.1
Open/Overdue XE "Reports:Open/Overdue" 
The Open/Overdue report displays all actions that have a status of open, overdue, or submitted.  The user has the option of grouping statistical information by code.  The Open/Overdue by Code report criteria screen is shown below in Figure 4.29, and a sample Open/Overdue report is shown in Figure 4.30.
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Figure 4.29
Open/Overdue Report Screen
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Figure 4.30
Sample Open/Overdue Report

4.6.2
Progress XE "Reports:Progress" 
The Progress report shows, within a specified date range, the status of one or more action types that an office or organization has assigned, forwarded, or received.  The report can include all, or the most recent, progress notes associated with the action.  The Progress Report criteria screen is shown below in Figure 4.31, and a sample Progress report is shown in Figure 4.32.
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Figure 4.31
Progress Report Criteria 

[image: image35.png]Headquarters Action Tracking System (HATS)
Progress Of All For All Action Types
Received From 10/03/2005 To 10/11/2005 For A/0'Keefe

Action Author Tide Stats/  Carrent
Office Originator Date Due Date
ADIJenning bi thar test Closed 091072005
s 09107/

05 05:36PM,  A/OKesfe:  Action Status Closed.
FNovak  Act 1220 AIO'Keefe  Flight simulations 10/1112005 Open 10172008

101112005

Progress: 101112005 07:112
1011112005 07:0¢

L AOKesfe  Reading Pr
L AOKeefe  Action Status Open.





Figure 4.32
Sample Progress Report

4.6.2
Statistical Information XE "Reports:Statistical Information" 
The Statistical Information Report shows the statistics associated with open or overdue action items.  The Statistical Information Report criteria screen is shown below in Figure 4.33, and a sample Statistical Information Report is shown in Figure 4.34.
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Figure 4.33
Statistical Information Report 
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Figure 4.34
Sample Statistical Information Report

4.6.3
Status XE "Reports:Status" 
The Status Report shows the daily status of all action items, by type, that are pending for a particular organization or office.  The Status Report criteria screen is shown below in Figure 4.35, and a sample Status Report is shown in Figure 4.36.
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Figure 4.35
Status Report Criteria Screen
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Figure 4.36
Sample Status Report

4.6.4
HLA XE "Reports:HLA" 
The HLA reports are available only to users with proper authorization and logged in as HATS local administrators.  The reports can be accessed from the HLA Reports drop-down list on the menu tool bar as shown in Figure 4.37.
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Figure 4.37
HLA Reports

4.6.4.1
Organization Proxies and Email XE "Reports:HLA, Organization Proxies & Email" 
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4.6.4.2
User Proxies and Email XE "Reports:HLA, User Proxies & Email" 
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4.6.4.3
Email Notification by Email User XE "Reports:HLA Email Notification by Email User" 
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4.4.6.4
HATS Users
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4.6.5
Other Reports

Additional HATS reports are accessed from areas other than the Reports option on the Main menu bar.  These include the Cover Sheet, Cover Sheet with Progress, and Search Reports, which are described in the sections below.

4.6.5.1
Cover Sheet XE "Reports:Cover Sheet" 
The Cover Sheet report consists of a cover sheet for a particular single action item.  It can be generated from any of the following screens:  Action Item, Inbox, Outbox, or Search Results.  A sample Cover Sheet report is shown below in Figure 4.38.
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Figure 4.38
Sample Cover Sheet Report

4.6.5.2
Cover Sheet with Progress XE "Reports:Cover Sheet with Progress" 
The Cover Sheet w/Progress report generates a cover sheet for a selected single action item and includes the option of showing associated progress entries for the action item.  Like the Cover Sheet report, it can be generated from any of the following screens:  Action Item, Inbox, Outbox, or Search Results.  In Figure 4.39 below is shown the second page of the Progress report (the first page is identical to the Cover Sheet shown above.
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Figure 4.39
Second Page of Progress Report
4.6.5.3
Search Results XE "Reports:Search Results" 
The Search Results report is accessed from the Search Results screen.  It generates a report from the data shown on the Search Results screen for the current search.  Before the report is generated, the user is prompted to provide a title and, if desired, a subtitle for the report.  A sample Search Results report is shown below in Figure 4.40.
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Figure 4.40
Sample Search Results Report

4.7
USER ADMINISTRATIVE FUNCTIONS XE "User Administration" 
HATS administrative functions are accessed by selecting Admin on the Main menu bar.  These functions are described below.
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Figure 4.41
User Administrative Functions

4.7.1
Change Password XE "User Administration:Change User Password" 
This option is available only for the regular HATS user password, not the Token ID password.  To change the password, select the Change Password option from the Admin menu on the Main menu bar.  Click in the Current Password field and enter the current password.  Click in the New Password field (or press the Tab key) and enter a new password.  Maximum password length is 8 characters and/or numbers, and passwords are case-sensitive (in other words, a password creating using upper-case letters must be entered using upper-case letters during each log-in).  Click in (or press the Tab key) the Confirm New Password field and re-enter the new password.  Click the Save button to save the new password.
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Figure 4.42
Change Password 

4.7.2
Change Organization XE "User Administration:Change Organization" 
To change to another organization, select Admin, Change Organization on the Main menu bar.  The Change Organization box will display.  Select the organization to work in and click the OK button or highlight an organization or sub-organization to use as the default organization.
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Figure 4.43
Change Organization 

4.7.3
Manage Custom Lists XE "User Administration:Manage Custom Lists" 
This option allows HATS users to simplify data entry by selecting the names that will appear as choices for each of the following list types throughout the HATS application:  

· Action Officer

· Closure Officer

· Creator

· Forwarding

· Info Copies

· Originator

· Recipient

· Sign Off

To customize any of these list types, select Manage Custom Lists from the Admin menu on the Main menu bar.  The HATS Customize Lists screen, as shown below, will display.  Select a list from the choices on the drop-down list in the List Name field.  Click the Retrieve button to show the current contents of the selected list in the box on the right.  To add a user to the Current List Contents selections, highlight the user name from the choices in the Available Org/Offices list on the left.  Click the Add button.  To remove a user from the list, highlight the user name in the Current List Contents box on the right and click the Remove button.  To add a user from another organization, check the Show Users for all Orgs box.  When finished, click the Save button.
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Figure 4.44
Manage Custom Lists 

4.7.4
Notification XE "User Administration:Notifications" 
Users who need to receive email for their assigned organization can select this feature to add to or remove from the notification list.

From the main menu tool bar, select Admin, Notification and the below screen will display.  Click on a user name from the List of Choices (box on the left) to highlight it, and click the Add button.  The name will leave the List of Choices and display in the Mail Notifications (box on the right).

By default, users within the current organization display.  To see all users within HATS, click the check box at the bottom of the screen, Show Users for All Orgs.
After all selections have been made, click the Save button and a message stating that the records have been updated.  Click the OK button.

To remove users from the Mail Notifications box, click on a user name and click the Remove button.  Click the Save button and then click the OK button.
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Figure 4.45
Notification 

4.7.5
Proxy XE "User Administration:Proxy" 
Use this feature to assign addition users to have access to the current organization.

From the main menu tool bar, select Admin, Proxy and the below screen will display.  Click on a user name from the List of Choices (box on the left) to highlight it, and click the Add button.  The name will leave the List of Choices and display in the Proxy List (box on the right).

By default, users within the current organization display.  To see all users within HATS, click the check box at the bottom of the screen, Show Users for All Orgs.

After all selections have been made, click the Save button and a message stating that the records have been updated.  Click the OK button.

To remove users from the Proxy List box, click on a user name and click the Remove button.  Click the Save button and then click the OK button.
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Figure 4.46
Proxy 

4.8
HATS LOCAL ADMINISTRATOR (HLA) FUNCTIONS XE "HLA Functions" 
Only users with HATS Local Administrator (HLA) assignments will be able to use the HLA functions.

4.8.1
Organization Administration XE "HLA Functions:Organization Administration" 
From the main menu tool bar, select HLA Admin, Organization Admin.
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Figure 4.47
Organization Administration Screen

From the Organization Admin screen, the following functions are available:

4.8.1.1
Add New Sub Org XE "HLA Functions:Add New Sub Org" 
This button will engage a screen to enter the name and acronym of a new sub-organization with the organization.  After the data is entered, click the Add Sub Organization button.  The screen will return to the Organization Admin screen with a statement in red that the new sub-organization has been created.
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Figure 4.48
Add New Sub-Organization

4.8.1.2
Add/Remove User XE "HLA Functions:Add/Remove User" 
This button will engage a screen to select a user within the organization to be allowed proxy to the organization or sub-organization selected.  To add a user for proxy rights, click the user name from the box on the left (List of Available Users) to highlight it and click the Add button.  To remove a user, click the user name from the box on the right (List of Users Selected) and click the Remove button.  When finished, click the Save button.  When the user names are in the List of Users Selected box, they are available for a privilege change.
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Figure 4.49
Add/Remove User

4.8.1.3
User Privilege XE "HLA Functions:User Privilege" 
From the Add/Remove User screen, this button will engage the User Information screen to give the selected user different privileges within the organization or sub-organization selected.  Click the Privilege field to change a user to an HLA, User (Read/Write) or User (Read Only).  When finished, click the Save User button.  A message stating that the user information has been updated.  Click the OK button and the User Information screen will be updated with the new privilege selection.  From this screen, the Ability to Concur field can be checked to allow this user access to the concurrence process.  Click the Back button to return to the Add/Remove User screen.

The Privilege and Ability to Concur functions are the only ones available for update by the HLA.  All other fields must be updated by Account Administration.
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Figure 4.50
Update User Information
4.8.1.4
Add New Office XE "HLA Functions:Add New Office" 
This button will engage a screen to enter the name and acronym of a new office with a sub-organization.  After the data is entered, click the Add New Office to Sub Organization button.  The screen will return to the Organization Admin screen with a statement in red that the new office has been created.
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Figure 4.51
Add New Office

4.8.1.5
Edit/Remove Org XE "HLA Functions:Edit/Remove Org" 
This button will engage a screen to enter the name and acronym of a new office with a sub-organization.  After the data is entered, click the Add New Office to Sub Organization button.  The screen will return to the Organization Admin screen with a statement in red that the new office has been created.
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Figure 4.52
Add New Office

4.8.2
User Administration XE "HLA Functions:User Administration" 
From the main menu tool bar, select HLA Admin, User Admin.  Only Account Administration can add or edit a user’s information except for Privilege and the check box for the ability to concur.  Highlight a user name and click the Edit button.
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Figure 4.53
User Administration 
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Figure 4.54
User Information 
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