


Administration Main Page

The option you choose 
will appear here.  Let’s go 
through  the choices.

This is the menu bar.  
From here you can select 
any one of 7 options.



Updating the CON files

When you choose to add 
an item this dialog box 
appears.  Enter the name
of the item and press OK

Begin by pressing the 
icon for Con Files.

You can either add
a new item or 
delete an item.

From this menu, choose 
the item you would 

like to  update.

When you right click on
an item, you are given

these options. 



Moving Case Location

To Change the location
of a case begin by 
pressing this icon

Locate the case you wish to
move by moving through 

the directories.

To move it to another 
location drag and drop 

it into the desired 
location

Here case 1000016 has 
been moved (dragged and 
dropped) from  the Site ID 

Job to the Site ID Work.

The case can also be 
accessed by using the drop 

down box at the bottom of the 
screen

Here case 1000016 was 
selected and the system 
located the case within 
the directory structure.



Transferring cases between Users

To begin transferring 
cases between users, 

press this icon.

Double click on 
users to display 

the current users 
on the system

To move a case from one user to 
another, select the case you wish to 
transfer and drag it to the user you 

wish to give it to.  Here we will move 
case 1000001 to user eusersm.

The case now 
shows under the 
user eusersm.

You can also add or 
delete a case from a user 

by using the right click 
button on the mouse.

If you choose to add a 
case, a drop down 

box will appear giving 
you a list of cases to 

choose from.



View Hand Over Transactions

To view a history 
of all handovers, 
press this icon

All of the hand overs 
will appear in this 
box.  They can be 

sorted by clicking on 
the column heading.



View Finalized Cases

To view a list of all 
finalized cases 
press this icon

The cases that have been 
finalized  will appear in this 

box.  They can also be 
sorted by clicking on the 

column heading.



Making Tables

The tables are the storage 
structure for the system.  There

needs to be a table for each 
possible option.

Proceed in making 
the new table by 

choosing the 
appropriate country.

Next choose the 
customer that 

belongs in the table.

Lastly choose the Site 
ID that completes the 

table.

You can continue to add 
tables to this list.  When you 

have completed you 
additions, simply press the 

Make Tables button to 
complete the operation.

To add a table, click enter 
the information for the table 

by clicking these region 
and choosing the region.

Begin by pressing the 
“Make Tables” icon on 

the bar.



Top Menu

You can use more than
one program at a time

You can move
between screens by using 

the title bars or ….

You can use the menu bar 
here.  The picture matches the 

picture on the side bar


