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1.
Introduction

1.1
Purpose

The focus of this document is to provide instruction to the users of the Community Resource Directory. The users include workers and volunteers of the Fort Mill/Rock Hill/Tega Cay United Way and any agency requesting a copy of the Community Resource Directory for their own use. This document will be a very important tool for the user community, as they will not have access to the developers, the CSCI 680 Spring 2004 class of Winthrop University, after the semester’s end.  This document is the user’s sole source of reference for information about using the Community Resource Directory.

1.2
Scope

The United Way is the coordinating agency for social services to citizens in the communities of Fort Mill, Rock Hill and Tega Cay in York County, South Carolina.  Its leadership team has identified the need to create a directory of all of the agencies in its service area that provide social services.  

Individual agencies each provide a limited number of specialty services such as food assistance, mental health treatment, or drug treatment. The citizens being served by one agency are many times in need of additional services not offered by that particular agency.  A complete, up-to-date directory of area agencies will provide an efficient way for one agency to refer clients to other agencies for the additional needed services.

An up-to-date directory would also be used to match volunteers with opportunities to use their interests, skills, and expertise to help service agencies.

2. Installing the Community Resource Directory

2.1 Creating the Directory Structure for the User’s Guide

The user should insert the cd into the cd rom drive of their computer and lauch Windows Explorer. They should create a folder called “CommunityResourceDirectory” under the c drive and copy the “CommunityResourceDirectoryUsersGuidev1.2.doc” document into this directory.  The resulting directory structure should be: c:\CommunityResourceDirectory\.  

2.2 Creating the Directory and Copying the Database 

The user should find a shared drive on their local network that all of the user’s at their location will have access to.  They should create a directory at the top level of that drive called “Community Resource Directory”.  They should copy the database from the cd-rom to that directory.  

2.2 Creating a Shortcut on the Desktop

The user should right click on the copy of the application on the shared drive in the “Community Resource Directory” folder and click on “Create Shortcut”.  They will immediately see a new icon in the folder with the name “Shortcut to Community Resource Directory.mdb”.  The user should copy this icon onto their desktop.  The can right-click on the new icon and rename it to “Community Resource Directory.mdb”

On the user’s desktop, they should see the following icon: 
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2.3 Opening the Directory

To open the Community Resource Direcory, the user must double-click on the icon for the Community Resource Directory on their desktop.  This will start the Community Resource Directory and open it to the main page.

3. Searching

3.1
Main Page

Upon start up of the Community Resource Directory, the user will see the following screen:
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This page will give the user access to search for an agency and its related programs and to login into restricted functions.  The user may also print or save the “User Input Form”, the “All Agencies Report”, the User’s Guide.  All users have access to perform these functions.  These can all be performed without logging into the system. 

3.2 Performing a Search 

To perform a search, the user must select the criteria that they want to search by clicking on the various drop-down boxes and selecting the appropriate choice by clicking on it.
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Once the user has chosen all of the desired criteria for their search from the “Agency Name”, “City”, “Services Provided” and “Donations Accepted” drop-down boxes, the user should click on the [image: image4.png]Search



 button to see the results of their search.  The following “Search Results” window will appear on the page with all of the agencies and their associated programs, the city, and their phone numbers.  The user may need to use the scroll bar on the right hand side of this window to view all of the results.
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4. Printing Reports

There are several types of reports generated by the Community Resource Directory.  One report, known as the “User Input Form” is a printout of the form that was filled out by the agencies that are included in the database.  The  “All Agencies Report”, is a printout of all of the agencies and their related programs in the database. There are also opportunities for the users to print out the results of a search, to print information on a single agency or program and to print the user’s guide.

4.1
User Input Form

This output file provides a method for the United Way to print out the form that was used to obtain information about a particular agency and the programs that it offers.  This file is printed by clicking on the     [image: image6.png]Print User Input Form



 button on the main page.  Next the user will see the report on the screen. 
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At this point, the user has the option of printing or saving this report to diskette. To print this report, click on the “Print” menu at the top of the page, and then click on “Print”.   

The user can scroll through each page of the report, by using the 

[image: image8.png]| Page: LN L)




at the bottom of the screen.  To go directly to a particular page, the user may type over the “1” in the text box with the page number that they are interested in going to.  To go to the next page the user must click on the [image: image9.bmp] in the scrolling region at the bottom of the page.  To go to the end of the report, the user must click on the [image: image10.bmp] .  To go to the first page in the report, the user must click on the [image: image11.bmp] .

The user may exit this report by clicking on the lower [image: image12.bmp] in the upper right-hand corner of the screen.  This will return the user to the main page.

All Agencies Report

This report provides the user community an opportunity to create a report of all of the agencies and all of the programs within each agency and all of the data maintained in the database about each.  This report is accessed by clicking once on the [image: image13.png]


 button on the Main Page.  The report will show on the screen.  At that point, the user will have the option of clicking once on the printer icon at the top of the screen or saving this report to diskette.  To print this report, click on the “Print” menu at the top of the page, and then click on “Print”.  The report will go directly to the printer.

To save this report, click on the “Export” menu at the top of the page.
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A box will appear on the screen.  Click on the “Save as type:” drop down box and select the “Rich Text Format (*.rtf)” option.  

The user should then click on the “Save in:” drop down box and navigate to where they want to save the report.
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If the user decides not to save the report to their computer, they may exit this function, by clicking on the cancel button on the “Export Report ‘rpt_all_agencies’ As” window.  

The user can scroll through each page of the report, by using the record selector (pictured) 
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at the bottom of the screen.  To go directly to a particular page, the user may type over the “1” in the text box with the page number that they are interested in going to.  To go to the next page the user must click on the [image: image17.bmp] in the scrolling region at the bottom of the page.  To go to the end of the report, the user must click on the [image: image18.bmp] .  To go to the first page in the report, the user must click on the [image: image19.bmp] .  

Clicking on the lower  [image: image20.bmp] button in the top right-hand corner of the Community Resource Directory will close the “All Agencies” Report and return the user to the main page.  [image: image21.png]



3.3 Search Results

After performing a search, a user has the option of printing the results of that search by clicking once on the [image: image22.png]Print Results



 button on the Search Results window.  All of the results of the search, including agency, program, city, donations accepted and services provided will be sent directly to the printer.  The resulting report will be exactly as it appears the Search Results window.  To close the “Search Results” window, either click on the [image: image23.png]


  button or clicking on the [image: image24.bmp] button on the “Search Results” window.
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3.4 Agency Information

The user may print out information about a particular agency.  After performing a search, the user clicks on the gray square to the left of the search result that they would like to get more information about.  Once they have clicked to the left of that particular row, a black triangle should appear next to the row, like the following: [image: image26.bmp].  This triangle indicates which row is being selected.  Clicking once on the “Get Details” button will open a screen with all of the information for the agency that the user has selected. [image: image27.png]osoft Access - [Community Resource Directory] MEIE
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Once the user is in this screen, they may print all of the information on this screen, by clicking on the “Print” menu and selecting [image: image28.png]& print.



.   To close the Agency Information window, either click on the [image: image29.png]


  button or clicking on the lower [image: image30.bmp] button in the top, right-hand corner of the window. 

3.5 Program Information

The user may also print out information about a particular program. As mentioned in the “Agency Information” section, after performing a search, the user clicks on the gray square to the left of the search result that they would like to get more information about.  Once they have clicked to the left of that particular row, a black triangle should appear next to the row.  These triangle indicates which row is being selected.  Clicking once on the “Get Details” button will open a screen with all of the information for the agency that the user has selected.  At the bottom of this screen is a box entitled “Related Programs:” .  The user should select which program that they would like to see more information about by clicking on the gray box next to program name.  Clicking once on the “Get Program Info” button will open up the screen with all of the program information for the selected program.  The screen will appear in front of the Agency Information screen.
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All of the information on this screen can be printed by clicking on the [image: image32.png]


 button at the bottom of the screen.  To exit this screen, the user can click on the [image: image33.bmp] button in the top, right-hand corner of this screen.  This will return the user to the Agency Information screen.  They may either choose another program to see additional information on or the user may click on the lower [image: image34.bmp] button in the top-right hand corner of the screen.  This will return the user to the main page.

3.6 User’s Guide

From the main page the user’s guide may be printed.  Clicking once on the [image: image35.png]


 button on the main page will open the user’s guide in Microsoft Word.  In Microsoft Word, selecting the “Print” option from the “File” menu may print the user’s guide.  

4.
Maintenance Functions 

Maintenance functions can be accessed through the Community Resource Directory.  These functions require the user to login.  They are adding agency information, deleting agency information, adding program information, deleting program information, maintaining users, maintaining service categories, maintaining the volunteer/donation list, and maintaining the volunteer requirements list. 

4.1
Logging In

To perform any of the maintenance functions, the user must first login by clicking once on the [image: image36.png]


 button.  The login box will appear on the screen.  In order to login, a user must have a username and password prior to clicking on the “Login” button. 

[image: image37.png]2 Microsoft Access - [Community Resource Directory]

|6 e Export

=181
JETEY

United Way of Rock Hill, Fort Mill, Tega Cay
Community Resource Directory

e

Please Login =

=

B Ui [ C— =l
Donat -l

N —
Login =

User's Guide

ns Accepted:

Search




The user must enter their user name into the text box labeled “User Name” and their password into the text box labeled “Password”.  Note that the password will not show, asterisks will show in place of each of the characters corresponding to the user’s password.  Once the appropriate login information is entered, press the “Login” button on the “Please Login” pop up box.  At this point, additional buttons will be displayed according to the user’s security level.

If the user types in the wrong username and password combination, the following error message will be displayed on the screen:

[image: image38.png]



If the user has mistakenly clicked once on the “Login” button, they may exit this function, by clicking once on the  [image: image39.png]Cancel



 button on the login screen.  
4.1.1 Editor Access

With editor access, upon login the user will see the following buttons appear on the main screen under the “Login” Button along the left-hand side of the screen: 

· “Add Agency Information”

· “Add Program Information”
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These options are also available to those user’s with administrator access.  The user may logout by clicking on the [image: image41.png]Logout



 button on the main page.  Clicking on this button will cause the additional buttons to disappear.

4.1.2 Administrator Access

As an administrator, upon login, the user will see the following buttons displayed on the main screen under the “Login” Button along the left-hand side of the screen: 

· Add Agency Information

· Add Program Information

· Maintain Users

· Maintain Service Categories

· Maintain Volunteer Donations

· Maintain Volunteer Requirements
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4.2
Adding Agency Information

An agency can be added after a user has logged in as either an editor or an administrator.  The user should click once on the [image: image43.png]


 button to add an agency to the database.
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If the user mistakenly enters this screen, they may return to the main page by clicking on the  [image: image45.png]


 button or by clicking on the lower [image: image46.bmp] in the top right-hand corner of the screen.  An agency cannot be added until all of the required fields are completed. The only required field on this screen is the Agency Name.  Once all of the information has been entered, the user may add the information to the database, by clicking on the [image: image47.png]Save



 button.

4.3  Deleting Agency Information

The user may open the agency information window two ways.  First, the user may click on the [image: image48.png]Get Details



 button on the search results page. (See the “Agency Information” section).  Second the user may click on the [image: image49.png]Modify Agency Information



 button on the main page and selecting the agency to delete.  (See the “Adding Agency Information” section).  Either method will open the Agency Information screen.  Once in this screen, the user can click on the [image: image50.png]Delete Agency Info



 button at the bottom of the screen.  The user may have to use the scroll bar to get to the bottom of the page.  After clicking on this button, the user will see the following confirmation message.  
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The user should click on the “Yes” button if they want to delete the agency and all of its related information.  If the user clicks “No”, they will see the following message.  

[image: image52.png]The Doberitem action was canceled.





This message confirms that the agency was not deleted.  

4.4
Editing Agency Information

Once the user has the agency information screen open, by using one of the two methods described in the “Deleting Agency Information” section.  Once the user is in the agency information screen, the user may change or add information to any of the fields on this screen.  To add information, the user may type in the empty text box at the end of all of the categories. To get to the end of the lists, the user may have to use the scroll bar.  To change information, the user may simply type over any of the information in the agency information screen.  To save the changes, the user must click on the [image: image53.png]Save Agency Info



 button at the bottom of the screen.  The user may have to use the scroll bar to see this button.  

4.5 Adding Program Information

A program can be added after a user has logged in as either an administrator or an editor.  The user must click on the [image: image54.png]Modify Agency Information



 button on the main page. The following window will appear in front of the main page.  The corresponding agency must first be selected from the drop-down box in the “Select Agency” screen.  
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The “Agency Information” window will open with the information for the agency that the user selected.  

To add a new program, the user must scroll to the bottom of the agency information screen and type into the text box with the “new” indicator next to it in the “Related Programs” box at the bottom of the page.  Type the name of the new program into this field.
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The user will then click into the new, blank textbox which appeared below the textbox where the user typed the new program name.  The user should then click on the gray box next to the new program name.  This will put the record selector [image: image57.bmp] next to the new program name.  The user should then click on the [image: image58.png]


 button at the bottom of the Agency Information screen.  The program information window will open.  At this point, all of the new program information can be added into the appropriate fields. The only required field on this screen is the program name.  Once all of the information has been added, click on the [image: image59.png]Save P




 button once to save the information.  If the user mistakenly enters this screen or once all of the programs have been entered, the user may return to the main page by clicking on the [image: image60.png]


 button at the bottom of the screen or by clicking on the [image: image61.bmp] button in the top right-hand corner of the screen. 

4.6 Deleting Program Information

The user can open the program information screen by using the method described in the “Program Information” section.  Once in this screen, the user may click on the [image: image62.png]Delete.




 button.  The user will see the following message confirming that they would like to delete the program:
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The user should click on the “Yes” button if they want to delete the program and all of its related information.  If the user clicks “No”, they will see the following message.  

[image: image64.png]The Doberitem action was canceled.





This message confirms that the program was not deleted.

4.7 Editing Program Information

The user may open the program information screen by using the method described in the “Program Information” section.  Once the program information screen is open, the user may change any of the information listed by typing over the text.  Once all of the changes, have been made, the user may save the changes by clicking on the [image: image65.png]Save P




 button at the bottom of the screen.  The user may have to use the scroll bar to see this button.  

4.8 Maintaining Users

The user, logged in as an administrator, can add, delete, or modify users in the user table.  After clicking on the “Maintain Users” button, the “User Records Screen” will be displayed.  
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To exit this screen without changing or adding any user records, the user may click on the [image: image67.bmp] button at the top right-hand corner of the “User Records” pop-up screen.

4.8.1 Adding Users

The administrator must type in the username, password and security level for the new user. Administrator access will allow a user to perform the functions listed in the section entitled “Administrator Access”.  Those users with “Read/Write” access will be able to perform the functions listed in the section entitled “Editor Access”.  Those with “Read-Only” access will be able to perform those functions for which login is not required.  Click on the [image: image68.png]Save User Record



 button to save the new user to the database.  

4.8.2 Deleting Users

To delete an account, the user can type in the username and login name of the user that is to be deleted and click on the [image: image69.png]Delete Us¢



 button.  The following message displays asking the user to confirm which user is to be deleted before it is deleted.  

[image: image70.png]You are about to delete 1 record(s).





If the user wants the record to be deleted, they must click on the “Yes” button on the Microsoft Access delete confirmation box.  If they did not intend to delete the user, they should click on the “No” button on this box.  The user will see the following confirmation message:

[image: image71.png]The Doberitem action was canceled.





This message verifies that the user has not been deleted.  The user should click on the “OK” button or on the [image: image72.bmp] at the top, right-hand corner of this informational message box to close the box.  

4.8.3
Changing Passwords

In order to change the password of an existing user, the user must type in the username into the “User Name” textbox and the login name into the “Login Name” textbox.  The user must then type the new password into the “Password” textbox.  When the user types in the “Password” textbox, only asterisks are displayed in response to the users typing.  The user must then click on the  [image: image73.png]Save User Record



 button.  No confirmation message is displayed, however the password has been changed.  

4.9
Maintaining Service Categories

When logged in with administrator access, on the main page, click on the [image: image74.png]Categories



 button.  The user will see the following “Maintain Services Provided List” box display onto the screen.  
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At this point, the user can either enter a new service category by clicking on the [image: image76.bmp] button at the bottom of the screen or edit an existing service category.  To edit an existing service category, locate the category that the user wants to edit, by using the scroll bar, and type over the information in the Service Categories text box.  

If the user enters this screen and decides to exit immediately, without changing or adding any information, they may exit this screen by clicking on the [image: image77.bmp] button at the top right hand corner of the “Maintain Services Provided List” pop-up screen.

4.10
Maintaining Volunteer/Donations

To maintain the volunteer/donations list, the user must be logged on as an administrator and click once on the [image: image78.png]


 button on the main page.  

The following window will appear in front of the main page:
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At this point, the user can either enter new volunteer/donation information by clicking on the [image: image80.bmp] button at the bottom of the screen or edit an existing volunteer/donation information.  The user can use the scroll bar to view all of the existing volunteer/donation information.  To edit existing volunteer/donation information, locate the information that the user wants to edit and type over the information in the corresponding text boxes.  

If the user enters this screen and decides to exit immediately, without changing or adding any records, they may exit this screen by clicking on the [image: image81.bmp] button at the top, right-hand corner of the “Maintain Volunteers Accepted/Donations Accepted List” pop-up screen.

4.11
Maintaining Volunteer Requirements

To maintain the volunteer requirements list, the user must be logged on as an administrator and click once on the [image: image82.png]


 button on the main page.  The following screen will appear:
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At this point, the user can either enter new volunteer requirements by clicking on the [image: image84.bmp] button at the bottom of the screen or edit existing volunteer requirements.  The user can use the scroll bar to view all of the existing volunteer requirements.  To edit existing volunteer requirements, locate the information that the user wants to edit, and type over the text in the corresponding boxes.  

If the user enters this screen and decides to exit immediately, without changing or adding any records, they may exit this screen by clicking on the [image: image85.bmp] button at the top right-hand corner of the “Maintain Volunteer Requirements” pop-up screen.

5.
Error/Informative Messages

During execution of one of the functions of the Community Resource Directory, a box may appear with no options, but to click “Cancel or Help”.  The messages in these boxes occur in response to some action the user has performed.  

5.1 Informational Messages

Some of these messages are informational messages.  These types of messages require no further action from the user.  Their only purpose is to provide information to the user.  Some of these messages come from the Community Resource Directory while others come from Microsoft Access.   For example, once a record has been deleted, a box will display which informs the user that a record has been deleted.  The user’s only option is to click on the “OK” button.  These types of messages are not informing the user of anything that has caused the program not to perform as expected.  Some of the informational messages are produced by the Community Resource Directory, while others are produced by Microsoft Access.  

5.2
Error Messages

These types of messages provide information about why an action cannot be executed.  The user must go back and correct the information or exit the screen.  Some of these messages come from the Community Resource Directory while others come from Microsoft Access.   

5.3
Confirmation Messages

These messages confirm that the user wants to perform a certain function before it is executed.  The user has the option of following through with the action or canceling the action.  Some of these messages come from the Community Resource Directory while others come from Microsoft Access.   

One example of a confirmation message is when a user deletes an agency.  A message displays on the screen asking the user to confirm that they want to delete the record.  The user must answer by clicking on “OK” or “Cancel” button to either execute or exit the function. 
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