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CHAPTER 10.  WANG OFFICE



10.01	INTRODUCTION AND PURPOSE



a.	 OFFICE is a software package that allows users to send and receive mail, create calendars, schedule meetings, create information cards for easy reference, sort mail items into folders, and track correspondence.  OFFICE users can also receive broadcast messages, keep phone logs, and control access to mail items and other information.  Wang OFFICE is supported by two other software packages: Directory Services and WSN (Wang Systems Networking).  Administration of the Wang OFFICE and Directory Services software packages is discussed in detail in this chapter; WSN administrative functions are presented in chapters 1 1 and 12.



b.	 This chapter provides guidelines, step-by-step procedures, and recommendations for the administration of OFFICE at VBA (Veterans Benefits Administration) nodes.  It is designed to supplement Wang's WSN and OFFICE manuals and includes VBA-specific requirements and guidelines for the implementation and management of OFFICE directory and database files at VBA nodes.  Where appropriate, specific chapters within the VS OFFICE Administrator's Guide are referenced for additional information and clarification.  VBA Node Administrators should also note that an on-line instructional reference is included with the OFFICE and Directory Services software packages and can be accessed via PF13 (Instructions) from many OFFICE screens.



c.	 Wang documentation uses the term OFFICE Administrator to describe the individual(s) responsible for administration of OFFICE.  In VBA, the functions of the OFFICE Administrator are performed by the VBA Node Administrator.  Therefore, when the term OFFICE Administrator is used in the following text or on an OFFICE menu, it refers to the responsibilities of the VBA Node Administrator.



10.02 ENHANCEMENTS INTRODUCED WITH VERSION 2.05.50



Some enhancements introduced with OFFICE 2.05.50 are:��a. AUTO INCLUDE	designated recipients receive copies of all mail sent�	from the system��b. TRANSACTION PRIORITY	mail acknowledgments are returned at the same�	priority is they were sent��c.  INTERACTIVE AND PRINTER	mail may be received to the mailbox and a printer MAILBOXES	concurrently   

�d.  SECUIRlTY ON PRINTER	security level may be assigned to printer mailboxes   MAILBOXES

�e.  ELECTRONIC APPROVAL		the ability to send office mail with a "routing slip" function �

f.  FREEFORM ADDRESSING		allows sending mail to users not contained in the local 

					directory



h. URGENT MAIL			new mail classification receives top priority handling	



i. DESIGNATE ALERTS			users may designate another OFFICE user(s) to receive alerts 

					that mail has arrived 
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j.    PHONE MESSAGE ENHANCEMENT	phone messages may be edited and forwarded to other 

	users



k.  PRINTING ENHANCEMENTS	multiple items can be queued to print from the mailbox

	folder index



1.  PRIVATE CALENDAR EVENTS	events can be marked private so only the word

RESERVED"	is visible to other persons



m. LOCKED CALENDAR EVENTS	only the creator of an event can modify it



n. CALENDAR ALARMS	calendar alarms appear to users in WP (wordprocessing)

     IN WP/WP+	and WP PLUS the same as mail alerts



o.  HOUSEKEEPING EXTENSIONS 	the administrator can allow users to put different

	retention periods on their folders than on the mailbox



p. SELECTIVE INSTALLATION 	options that are not used may be omitted from the

                                          	installation process



q. INSTALLED OPTIONS MONITOR 	provides an interactive display of OFFICE options

 	installed on the system



r. OFFICE MAILBOX SORT 	users may sort mail to display in a variety of formats

FOR DISPLAY



s. EDIT A MEMO	users may edit received memos and forward them, (the 

	original stavs in tact)



t. MULTIPLE CALENDAR EVENTS  	events with the same daily or weekly scheduling may

  DELETE  	be deleted for a selected number of occurrences



10.03	REFERENCE MATERIALS



a.	The following OFFICE reference materials should be available for the OFFICE Administrator.  References to these materials have been cited where appropriate.



(1)	VS OFFICE Administrator's Guide, Release 2.05.



(2)	VS OFFICE User's Guide, Release 2.05.



(3)	VS OFFICE User's Quick Reference Guide, Release 2.05.



(4)	VS OFFICE Administrator's Planning Guide, Release 2.05.



(5)	MENTOR on-line training/reference software "OFFICE Site Administration" module.



(6)	VS AMU (Application Management Utility) User's Reference 2.05.50.



(7)	VS Multi-Station User's Reference.
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(8)	VS System Administrator's Reference.



(9)	VS System Operator's Reference.



b.	 OFFICE users should have access to the Wang VS OFFICE User's Guide and the MENTOR on-line training/reference software, "OFFICE' module.  Additional copies of the Wang VS OFFICE User's Guide may need to be purchased or photocopied to provide all OFFICE users with the necessary access.  It is recommended that a demonstration of those OFFICE capabilities to which users have access be provided by the OFFICE Administrator.



10.04	ACCESS TO WANG OFFICE



a.	OFFICE includes electronic mail, calendaring (time management), bulletin board, scheduling, and filing capabilities.  The feature that will be used throughout VA is electronic mail.



b.	Access to the features of OFFICE is authorized only for official business.  It is necessary to limit access to OFFICE to assure the availability of system resources, and to keep the Directory manageable.  Therefore, the use of OFFICE capabilities at VA regional offices will be limited to those employees who need OFFICE capabilities to fulfill their responsibilities, i.e., managers and their immediate staff (secretaries and assistants).  Local station management should review each individual user's responsibilities and decide which OFFICE capabilities he/she needs to perform his/her duties.  It should not be assumed that all Wang users need OFFICE or that every OFFICE user will need all OFFICE capabilities.



c.	Local-only users appear in the directory of their local VS system.  They are not synchronized with the rest of the network, and do not appear in directories on the rest of the VS network.  Local users have full OFFICE capabilities and can send mail to remote users and receive replies to that mail.  Because they are not displayed on remote directories, however, mail cannot be addressed from remote systems to local users.  Employees who do not have a need to send mail outside their local system should be Local-only users.  This will save disk space and conserve telecommunication resources.



d.	To efficiently utilize disk space, the OFFICE Administrator will need to closely monitor the creation, modification and deletion of OFFICE user records.  In addition, the Housekeeping feature should be run at least once every week so that dated mail items and data are deleted in a timely fashion.



e.	Without exception, all managers (Division Chief level and above) will be in the OFFICE data base.  This is necessary for use by applications, electronic mail distribution lists as well as query purposes.  Future applications will be developed that query the data base for up-to-date information on managers at each field station.  Managers not wishing to use the Wang system on a regular basis will make arrangements to have member(s) of their staff collect their electronic mail.



f.	User IDs NWA, N01 and N02 will all have access to OFFICE as a local user at each field station.  One Directory record will be created that the three User IDs share.  They should not, however, have a logon procedure that automatically takes them to OFFICE.  They should go directly to the Command Processor.  Access as a local OFFICE user will allow VA Central Office the access needed to assist in problem solving and troubleshooting.  VA Central Office will not be receiving mail or messages as a "local" user.  Refer to paragraph 10.30 for additional information.



g.	System Administrators at stations with multiple CPUs (Central Processing Units) can share the OFFICE record designated for VA Central Office use.  Each System Administrator is usually assigned to one system for his/her primary use.  If an additional OFFICE record is required on the second system, each SA can utilize the remote logon feature.  This will eliminate the need for two directory entries.  With "Allow Remote Logon" set to "Yes" in the user profile at the home system (after directory synchronization takes place), the System Administrator at the remote system can add IDs into the remote user's record for logon to that system.  Remote systems include any systems in the network to which the workstation is not physically connected.  When a remote logon is assigned, the user's own name is used when sending mail from the remote system.  Mail sent to this user is delivered to the home system.  The user can alternately use the facilities of both the remote and home systems while remotely logged on.
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h.	If a User ID has been established for remote VBA users (see par. 4.04a(6)) an OFFICE record may be established.  As a local OFFICE user, the individual can be given access to Bulletin Board items, mail items, etc.  These remote users should not, however, be given access to the Command Processor, Security Utility, or any other software or utilities that can affect the management of the system.



i.	Local Wang Representative(s) should be added to the Directory.  They will be in an organization named "WANG City Name"; e.g., "WANG New York."



10.05	DIRECTORY MAINTENANCE



a.	Introduction



(1)	To provide the best service to the user, it is necessary that  Directory  maintenance  standards  be  followed.  The Directory is the one consistent point of access; indeed, the greater the standardization, the greater the ease of use for accessing information.



(2)	The OFFICE Directory component software is Directory Services.  This software provides a single, unified Directory that includes all systems in the OASIS (Office Automation Systems Integration Service) network.



(3)	 Each VBA node has a Local Directory.  Items in the Local Directory are entered by the local OFFICE Administrator.  Updates or changes to the Local Directory will initiate an automatic update to the nationwide Directory (by a Directory Synchronization Program).  In this way, the Nationwide Directory remains current and can therefore be used for the distribution of mail and execution of other OFFICE functions.



h.	Directory File



(1)	The OFFICE Directory contains records describing each user, organization, application, and system in the OASIS network.  The Directory on each VBA system was created and maintained with a standard "Starter Kit" created by the OASIS Network Administrator.  The Directory File (@DIRECT@) has been installed and will be maintained in library @SYSDIR@ on the non-system volume (VI) on each VBA system.  The location of the Directory File can be verified by running the program DIRPTR in @SYSCOM@ on the system volume (SI).  When this program is run DIRPTR (Directory Services Pointer File Maintenance) Screen, Figure 10-1 is displayed; if the location or name of the Directory File is incorrect (i.e., not equal to @DIRECT@ in @SYSDIR@ on VI), the pointer to the Directory File should be corrected with this utility and the Directory File should then be copied to the correct location.  The Alternate File Information (@DIRECT@ in WSNREORG on VI) should be completed as shown in figure 10-1.



(2)	Problems with the OFFICE Directory should be reported to the VBA Network Coordinator immediately.  Under no circumstances should the OFFICE Administrator recover a damaged or restore an old Directory File without reporting the problem to the VBA Network Coordinator.



c.	Directory Synchronization



(1)	 The  Directory  Synchronization  Program,  DIRSYNC,  updates  Directory-record  information  on  every  VS   OFFICE system in the OASIS network and provides a consistent, accurate network-wide database (Directory).  The addition or deletion of user or organization records as well as modifications to the synchronized portions of these records constitute an update to the Directory.  Such an update to the Local Directory sends a request for synchronization to the DIRSYNC program; all updates, additions, and deletions to Directory records are stored in the @DIRSYN@ file in the library @SYSDIR@ on VI.  Chapter 4 of the VA OASIS Network Handbook (H-30-a) discusses Directory Synchronization in detail.
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Wang VS GETPARM v 7	Parameter Reference Name:	CONTROL

	Message Id:	D001

	Component:	DIRPTR



Information Required by DIRPTR



Directory Services Pointer File Maintenance

Copyright, Wang Laboratories, Inc. 1987

Version 02.00.04



Please assign the Primary and Alternate Directory Locations



Primary File Information



	PRIFILE	= @DIRECT@	PRILIB	= @SYSDIR@	PRIVOL	= V1****



Alternate File Information



	SECFILE	= @DIRECT@	SECLIB	= WSNREORG	SECVOL	= V1****



Press (ENTER) TO Modify File

Press (16) to Exit Program



Figure 10.1.  Directory Services Pointer File Maintensnce (DIRPTR) Screen





(2)	 Because both the Directory File (@DIRECT@) and the Directory Synchronization File (@DIRSYN@) are critical for accurate maintenance of the OASIS Network Directory, it is imperative that the Network Startup and Shutdown Procedures are followed everyday.  These procedures include running the program WSNREORG which performs the following:



(a)	 Reorganizes the Directory File and creates a duplicate on-line backup copy named @DIRECT@ in the WSNREORG library.



(b)	Reorganizes the Directory Synchronization File and creates an on-line backup copy named @DIRSYN@ in the WSNREORG library.



(c)	Copies the reorganized @DIRECT@ and @DIRSYN@ files back to the @SYSDIR@ library.



(3)	 Any problems encountered when the WSNREORG procedure is run should be reported to the VBA Network Coordinator. In the event that the Directory File (@DIRECT@) becomes damaged, or unusable, the VBA Network Coordinator should be contacted immediately for recovery assistance and instructions.  When necessary, the VBA Network Coordinator will arrange for a download of the Directory  from  the OASIS staff to complete Directory recovery procedures.



d.	 Accessing Directory Services.  Directory information is maintained and accessed through the Administrative Functions selection on the OFFICE Administrative Menu.  The Directory Administration option allows the OFFICE Administrator to add, edit, or view both user and organization records.
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NOTE: OFFICE users can access their own Directory information through the User Profile option on the User Administration Menu.  When users access their Directory information with the User Profile option, they can only modify information within their own record that the OFFICE Administrator has designated as modifiable.



e.	Organizations



(1)	To build the OFFICE Directory, and Organization must be created before adding users.  OFFICE  requires  that every user be assigned to an Organization.  The VBA Organizations are:



VBA	ALBUQUERQUE	VBA	MONTGOMERY�VBA	ANCHORAGE		VBA	MUSKOGEE�VBA	ATLANTA		VBA	NASHVILLE�VBA	AUSTIN SDC		VBA	NEWARK�VBA	BALTIMORE		VBA	NEW ORLEANS�VBA	BOISE			VBA	NEW YORK�VBA	BOSTON		VBA	PHILADELPHIA�VBA	BUFFALO		VBA	PHILADELPHIA SDC�VBA	CAFRITZ		VBA	PHOENIX�VBA	CHEYENNE		VBA	PITTSBURGH�VBA	CHICAGO		VBA	PORTLAND�VBA	CLEVELAND		VBA	PROVIDENCE�VBA	COLUMBIA		VBA	RENO�VBA	DENVER		VBA	ROANOKE�VBA	DES      MOINES	VBA	SALT LAKE CITY�VBA	DETROIT		VBA	SAN DIEGO�VBA	FARGO			VBA	SAN FRANCISCO�VBA	FT  HARRISON		VBA	SANJUAN�VBA	HARTFORD		VBA	SEATTLE�VBA	HINES SDC		VBA	SIOUX FALLS�VBA	HONOLULU		VBA	ST LOUIS�VBA	HOUSTON		VBA	ST LOUIS RPC�VBA	HUNTINGTON		VBA	ST PAUL�VBA	INDIANAPOLIS		VBA	ST PETERSBURG�VBA	JACKSON		VBA	TOGUS�VBA	LINCOLN		VBA	VACO�VBA	LITTLE ROCK		VBA	WASHINGTON�VBA	LOS ANGELES		VBA	WHITE RIVER�VBA	LOUISVILLE		VBA	WICHITA�VBA	MANCHESTER		VBA	WILMINGTON�VBA	MANILA		VBA	WINSTON SALEM�VBA	MILWAUKEE



(2)	Organizations are created by choosing "Organizations" from the Directory Administration Menu of OFFICE. Select "Add New Organization" and the Directory Organizations Screen, Figure 10-2 is displayed.  In the name field, enter the Organization exactly as shown in the VBA Organization list; the information entered on the Directory Organizations Screen will be synchronized throughout the OASIS Network Directory.  Although not required, enter the Organization in the Description field the same as in the Name field.



(3)	An organization for Wang representatives will exist at each station.  The organization will be "WANG City Name," e.g., "WANG Detroit."
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Organizations	Tuesday	09/12/89  04:07 pm





Organization:



	Id:	00206     00022      00004      014331

	Address:	00206     00022



	Name:	________________________

	Description:	_______________________________







(RETURN)  Add Data	(13)  Instructions

		(16)  Exit

10-2.  Directory Organizations Screen



10.06



a.	When adding a user to the OFFICE Directory, certain fields apply primarily to Directory information that will be merged or synchronized throughout the network; other fields (such as Logon Defaults) apply specifically to local OFFICE functions.  VBA standards for fields that are synchronized are described in detail in this chapter giving emphasis to those within the Directory that are critical in establishing and maintaining VBA standards at each node.  However, all of the Directory screens are presented here to aid OFFICE Administrators.



b.	When adding new users to the OFFICE Directory, it is recommended that the Set User Defaults option be used to save time during the data entry process.  After setting default values for each of the user information screens, users can be added repeatedly with similar profiles without having to re-key the redundant information for each user.  The default values set with this option appear on the screen each time a new user is entered and can be changed as necessary for specific users.  Instructions for accessing and using the Set User Default option of the Directory are provided in the VS OFFICE Administrator's Guide.



c.	On several of the OFFICE Directory screens, the fields displayed in the left column of the screen can be marked with an "*" or left blank. (Asterisks "*" represent user modifiable fields.) The "Modifiable" option allows OFFICE Administrators to decide whether or not the default value entered for a field can be modified by an OFFICE user through the User Administration (User Profile) option.  Fields marked with an "*" indicate that the default value for the field can be modified by the user through the User Administration (User Profile) screen; the default values for unmarked (blank) fields cannot be modified by users.  It is RECOMMENDED that the "Modifiable" option for fields specified by the OFFICE Administrator on the Logon Information screens, Figures 10-6 and 10-7 and Wang OFFICE Info 2, Screen Figure 10-10 be set to be NON-MODIFIABLE (unmarked) when adding users to the Directory.  For 
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efficient management of the OFFICE data base files, it is MANDATORY that the "Modifiable" option on the Housekeeping Parameters Screen, Figure 10-14 be set to NON-MODIFIABLE (unmarked) for all users.  The Directory screens displayed in this chapter reflect these recommendations and requirements.



d.	Steps for Adding a User to the Directory



(1)	Select (Administration For:) Directory from the Administrative Functions Menu.



(2)	When the Directory Administration Menu appears, select User Information. From the submenu, select Person user type.



(3) When the Directory-User menu appears, select Add New User figs. 10-3 and 10-4).



NOTE.- default is local users.  The appropriate modification should be made to indicate:



(a)	Local only: Users who do not need to send/receive mail to/from outside the local system, (i.e., claims examiner).



(b)	Distributed: Users who do need to send/receive mail to users on other systems in the network.



(4)	All managers (Division Chief level and above) will be distributed users.



(5)	The final decision for "local, or "distributed" users will be at the field station Director's discretion.



User Information	Thursday	06/15/89	10:54 am



	User Type:  	Person

	Viewing:	All Users



	X  Add New User



	__ Edit by Name

	__ Edit by User Id

	__ Edit by Logon Id



	__ Change View

	__ Set User Defaults

	__ Print Users



	__ Exit



(RETURN) Select	(13) Instructions



Figure 10-3.  User Information Screen



10-8

�March 12,1990                       						M204, Part II

									Change 1



User Information	Thursday	06/15/89     10:54 am



	User Type:  	Person

	Viewing:	All Users



	X  Add New User	    Local Only

	X Distributed

	__ Edit by Name

	__ Edit by User Id

	__ Edit by Logon Id



	__ Change View

	__ Set User Defaults

	__ Print Users



	__ Exit



(RETURN) Select	(13) Instructions



10-4.  User Information Screen (Local or Distributed)



e.	Uner Information Screen



(1)	  The User Information Screen, Figure 10-5 is next.  Information at the top of the screen (Last  Name through Job Description) is entered once on this screen and is displayed on subsequent screens for reference purposes.  All of the information entered on the User Information Screen will be synchronized throughout the OASIS Network Directory and must conform to the VBA standards in this section.



User Information 	Thursday	06/15/89   10:54 am



	Last Name	JOHNSON***********	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person	Job Description	00D MGMT ANALYST

		[Local Only] or [Distributed]



Logon Ids



		Display Name		

		A03   ___   ___   ___   ___		Robert M. Johnson



	User Id		Network Address

		00010   00001   00283   00939		Area 00010     Node 00001



Additional Names:		Telephone:

	Middle:	M		1.  ___________________________

	Alias:	Bob		2.  ___________________________

	Other	____________

					Calendar Scheduling      X  Yes    _  No



(RETURN) Save	(13)  Instructions

		(9)  Distributed User	(14)  Select Org.

			(16)  Exit

10-5.  User Information Screen
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(2)	The standards provideds for the User Information Screen will provide for a neat and well organized Directory, as well as a wealth of information.  Once all VBA facilities are included in the Directory, there will be many ways to query the Directory to find users.  Via the Distribution Lists menu pick and qualifying on multiple fields and utilizing the "change view" feature of OFFIE, it will be easy to create distribution lists or get the most up-to-date information on managers and their immediate staff.  Queries can be made for the following information, based on a particular station or VBA wide:



·	All users (alphabetically by last name)

·	All users in a particular program area;

·	Telephone numbers of OFFICE users; or

·	An individual user either by name or position.



(3)	Last Name.  Type the user's last name here.  The OFFICE Directory will be displayed in alphabetical order by this field.  Therefore, it is essential that last names are entered correctly and that no extraneous characters or acronyms are entered in this field.



(4)	First Name.  This user's first name should always be entered in this field.  The system uses this field for searching.  This information allows the system to generate properly alphabetized OFFICE Directory display based on the Last Name field.



(5)	Organization.  Each VBA field station has an assigned Organization.  Organizations must be entered exactly as they are listed in the "Creating Organizations" in paragraph 10.05e.



(6)	Location.  The Location field will be used for the user's FTS phone number.  There may also be some commercial numbers.  This field can contain a maximum of 16 characters, therefore, a second extension or area code can be added when needed.  When there is adequate room, a "space" can be entered between FTS and the number or between the area code and the remainder of the number.



Examples:  FTS 555-3333

FTS 673-7896/7899

(703) 781-9633



(7)	Job Description.  The Job Description field will identify the user's organizational element and his/her managerial level.  This hierarchical approach to identifying the user's position is provided in lieu of the mail routing symbols due to the variation among VBA field stations in the assignment of mail routing symbols.  When possible, the mail routing symbol or title can also be included in this field.  The following list of abbreviations will be used throughout VBA for the Job Description field.



(a)	VBA Organizational Element.  The first two-four characters will denote the organizational element.  By using this format, distribution lists for all OFFICE users in a particular program area at a field station, Central Office, or throughout VBA can be created.



OFFICE

Standards		Element



00			Director's Office

21			Adjudication Division

22			Vocational Rehabilitation and Education Service

23			Administrative Division

24			Finance Division

24X			Support Services

25			Personnel Division

26			Loan Guaranty Division

27			Veterittis Services Division

29			Insurance

W  SA			Wang System Administrator (One Per each station)
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	OFFICE		Element

	Standard



	W ALT	Wang Alternate System Administrator or operator

		(can have more than one per station)

	  NWA	Network Administration (VA Central Office)

	See Note	Special Program Areas



NOTE:  This standard will also accommodate special needs or situations that would not normally be included in the standard organizational list.  A particular program element may want to have a particular OFFICE Directory entry at each field station; e.g., PCOs (Publications Control Officers) or POW (Prisoners of War) Coordinators.  Request for special Organizational Elements should be directed to the VBA OA Support Staff (202B12) in Central Office.



	(b)  VBA Position Level.  The abbreviation for the organizational element will be followed by an abbreviation for the individual’s position as shown below:



	OFFICE

	Standard		Position Level



	“none”	Division Chief

	   A	Assistant Division Chief

	   B	Section Chief

	   C	Unit Chief

	   D	Staff positions or local exceptions

	   S	Secretary or Assistant



	(c )  Job Description Examples.  The Job Description field contains a maximum of 16 characters.  At least one space should be included after the information required above.  The remainder of the characters available in this field can be used for the individuals mail routing symbol or title.  The following are examples for the Job Description field:



Job Description Field		User’s Title

Example 1	Example 2



00 Director	00	Station Director

00A ASST DIR	00A(001)	Assistant Director

00D MGMT ANALYST	00D(00)	Management Analyst

21 ADJ DIV CHIEF	21(21)	Adjudication Division Chief

21A ASST CHIEF	21A(212)	Adjudication Division, Assistant Chief



Job Description Field		User’s Title

Example 1	Example 2	



21AS SECRETARY		Secretary to Asst. Chief of Adjudication

		* Alternate Wang System

W ALT 21A ASST CHIEF	W ALT 21A (212)	Administrator & Assistant

		Adjudication Division Chief



NOTE:  When an individual holds two positions but one OFFICE record will accommodate both jobs, then only one record should be entered.  If it is important that each individual job be identified in the Directory then it will be
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necessary to have two OFFICE records for that individual This should be addressed on a case by case basis.  Please note, however, that all managers at the Division Chief level and above must be identified in the Directory when the Job Description is queried The first two digits of their routing symbol must be the first two characters in the Job Description field All Wang System Administrators must also be identified (W as first character in this field).



(8)	Logon ID.  Up to five unique Logon IDs can be entered for a user in the OFFICE Directory.  The Logon ID identifies the user to the OFFICE Directory and is required to access OFFICE.  Logon IDs must match those assigned with the SECURITY utility.  In most cases, only one Logon ID will be entered per user; however, OFFICE Administrators that use several Logon IDs should include all IDs in their OFFICE Directory record.



(9)	Display Name.  This field is used only for display purposes, i.e., this is the field that a user will actually see when viewing the Directory.  The Display Name should equal First Name + Middle Name or Initial (no period is to be included) + Last Name.  Initial caps will be used (e.g., John R Smith).  The display name is not used in searches, but is a required field.



(10)	Network Address and User ID.  These fields are automatically assigned by the Directory program when users are added.



(I 1) Additional Names-Middle Name, Alias and Other.  These fields will always be completed because they make it easy for a user to address mail items and will save time since the Directory will not be displayed when sending mail items.  If when addressing a mail item a user completes one (or more) of these fields in the address field, along with the last name, the mail item will be sent directly without displaying the Directory.  This information also allows the system to generate properly alphabetized Directory displays based on the Last Name field.



(12)	Telephone (1) and (2).  These fields are optional and can be completed at the discretion of the station.  Please note that VBA standards require that the ITS phone number be entered in the Location field since this field is displayed when users view the OFFICE Directory during mail addressing functions.



(13)	Calendar Scheduling.  Prior to installation, a list of the users who will be participating in the meeting scheduling function of Wang OFFICE should be prepared.  For these users set "Yes" in the Calendar Scheduling field; set "No" for the non-participants.



f.	Logon Information I Screen.  The Logon Information I Screen, Figure 10-6 provides default information (print class defaults) for each Logon ID. (For reference purposes, the specific ID being edited is displayed at the top of the screen.) The fields on this screen are duplicates of the system default fields found in the VS Command Processor's Set Usage Constants (PF2) function.  The values entered on this screen override any values entered via the Set Usage Constants function or that have been established in a user logon procedure with the SET statement.  All values entered on the Logon Information I Screen remain in effect when a user exits from OFFICE.



(1)	Stan Menu.  The Start Menu field is the only required field on this screen and the OFFICE software default is "WOMAIN." This field specifies the name of the first menu displayed when the user enters OFFICE.  The prototype menus and menu names that should be used by VBA OFFICE Administrators are displayed in paragraph 10.28, Prototype Menus.



(2)	 Logon/Logoff Procedures.  The logon procedures identified on this screen are activated when a user runs OFFICE (an example would be a logon procedure that establishes a default WP library for a user who is going to execute Word Processing from an OFFICE Menu); logoff procedures are activated when a user exits OFFICE (a typical logoff procedure will log off a user as soon as they leave the OFFICE environment).  It should be noted that if a user accesses OFFICE from the Run Program Menu, no procedure is used.



g.	Logon Information 2 Screen.  The Logon Information 2 Screen, Figure 10-7 provides additional default settings for input, output, program libraries and volumes, and file protection information.  Values entered on this screen will

10-12

�March 12,1990								M20-4, Part II

Change 1



override values determined by the Set Usage Constants function or those that have been established in a user logon procedure with the SET statement.  User logon and logoff procedures can also be specified on this screen.  For users who have a logon procedure which automatically goes into OFFICE, it is not necessary to create a separate procedure to set these system defaults.



Logon Information 1	Thursday	06/15/89   10:56 am

Editing logon:  NWA

	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



VS OFFICE LOGON Information:

* 	Start menu	WOMAIN

***	Logon procedure	File ________	Library ________	Volume _________

***	Logoff procedure	File ________	Library ________	Volume _________



Printer Information 

*	Print mode	__ Spool	X  Hold	__ Keep	__ Online

*	Print class	__ (‘A’ thru ‘Z’)

*	Print form #	000 (000 thru 254)

*	Printer #	000 (000 thru 999)

*	Lines per page	055 (016 thru 255)



(RETURN) Save	(13) Instructions

	(14) Select Organization

	(16) Exit



Figure 10-6 Logon Information 1 Screen



 

Logon Information 2	Thursday	06/15/89   10:56 am

Editing logon:  J09

	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



File Location Information:

**	Input files	INLIB		INVOL	 ________

**	Output files	OUTLIB 	________	OUTVOL	 ________

**	User Programs	RUNLIB	________	RUNVOL	 ________

*	Work Files			WORKVOL ________

**	Spooled print files	SPOOLIB 	________	SPOOLVOL ________

	Remote spool system			SPOOLSYS  ________



File Protection Information 

*	Print files	X Yes	__ No	If Yes #	(‘$’, ‘#’, ‘@’, ‘ ‘, ‘A’-‘Z’)

*	Other files	X Yes	__ No	If Yes	(‘$’, ‘#’, ‘@’, ‘ ‘, ‘A’-‘Z’)



(RETURN) Save	(13) Instructions

	(16) Exit



Figure 10-7.  Logon Information 2 Screen
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h.	Administrative Information Screen.  The information provided in the Administrative Information Screen, Figure 10-8 defines local OFFICE functions and access privileges.  The VBA standards for these fields are outlined below.  Parameters are set by typing an "X" in front of the appropriate field.



Administrative Information	Thursday	06/15/89   10:56 am



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Special rights for Wang OFFICE:

	Menu customization	__ Yes	__ No

	VS OFFICE screens file	SCREENS

	Priority threshold	__ Low	X  Normal	__High	__ Immediate

	Send emergency messages	__ Yes	X  No

	Query remote systems	__ Yes	X  No

	Traveling user access	__ Yes	X  No



Administrative rights for:

	Directory Services	__ Yes	X  No

	Wang OFFICE	__ Yes	X  No

	Network Services	__ Yes	X  No



 (RETURN) Save	(9)  Clear Password	(13) Instructions

	(16) Exit

.........

Figure 10-8.  Administrative Information Screen



(1)	Menu Customization.  It is recommended that the Menu Customization field be set to "No" for most OFFICE users.  Only trained OFFICE Administrators, Alternates, and the VA Central Office User IDs (NWA, N01, N02) should have access to the menu customization or AMU functions.



(2)	VS OFFICE Screens File.  The default value "SCREENS" should not be changed. (This field is modified only for multilingual OFFICE installations.)



(3)	 Priority Threshold.  "Normal" priority threshold will be used for VBA OFFICE users.  The OASIS Network Administrator has designated "Normal" as the highest level that a user can specify when sending mail items to other nodes.  "Normal" priority mail items will be continuously sent to other OFFICE nodes; all local mail items will be delivered immediately by the OFFICE manager software.  There is no need to use the "High" or "Immediate" priority levels on VBA systems since mail items sent to other nodes with these priorities will be delivered with "Normal" priority items.



(4)	Send Emergency Messages.  Emergency Messages request an immediate session to a destination system, if one is not in progress.  Access should be set to "No." If a session is in progress, the request interrupts the session to send the emergency mail item.  A user must have "Yes" selected for the Send Emergency Messages field in order to send emergency mail.



(5)	Query Remote System.  This option allows users to perform networked calendar scheduling.  Since this capability occurs on-line during real time operations, it impacts network time and cost factors.  Access should be set to "No." A selection of "No" limits the user to local calendar scheduling.
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(6)	Traveling User Access.  This option allows the user to run the Asynchronous Traveling User option.  Access should be set to "No."



(7)	The following fields identified on the lower portion of the screen provide for Security access to the OFFICE and WSN functions described below.



(a)	Directory Services.  Access to Directory Services allows the user to modify Directory information for all users and requires OFFICE administration rights.  The OFFICE Administrator and at least one designated Alternate should have access to  Directory  Services.



(b)	Wang OFFICE.  OFFICE security provides the user with access to all of the remaining OFFICE administration functions (controlling background tasks, mail protection classes, etc.) and is required for access to Directory Services.  Type an "X" in the "No" field for all users except the OFFICE Administrator and at least one designated Alternate.



(c)	Network Services.  Type an ,XI, in the "No" field.  This parameter is not currently supported by OFFICE software.



NOTE.-The User IDs NWA, N01 and NO2 (Network Administrator) will be given one OFFICE record and be assigned access to the three administrative functions listed above, and given access to Menu Customization.



i.	 Wang OFFICE Info 1 Screen.



  (1) The Wang OFFICE Info I Screen, Figure 10-9 is the first of four screens used to set up  values  for  user  defaults.  The following VBA standards must be followed on the Wang OFFICE Info I Screen.



Wang OFFICE Info 1	Thursday	06/15/89   10:56 am



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Mailbox Type:

	X	Interactive

	__	Printer 

	__	Interactive & Printer

	__	Application

	__	OIS/Alliance

	__ 	Wang Freestyle



 (RETURN) Save		(13) Instructions

	(16) Exit

.........



Figure 10-9. Wang OFFICE Info 1 Screen



(2)	Mailbox Type. Interactive should be specified by typing an "X" in front of "Interactive." Users will receive mail at a local VS workstation.



j.	Wang OFFICE Info 2 Screen. The Wang OFFICE Info 2 Screen, Figure 10-10 sets up mail defaults and calendar scheduling options.  The following VBA standards must be used.
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Wang OFFICE Info 2	Thursday	06/15/89   10:56 am



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Mailbox Options:

	Automatic acknowledgment	X  Yes	__ No



Mail Class options:

	Delivery confirmation	     Yes	X  No

	   If yes (optional)	     Certify	     Acknowledge

	Security	X  Genral	     Limited	Confidential

	Priority	     Low	 X  Normal	High	Immediate



Calendar options:

	Automatic schedule update	X  Yes	      No



 (RETURN) Save				(13) Instructions

			(16) Exit

.........



Figure  10-10.  Wang  OFFICE Info 2 Screen



(1)	Mailbox Options: Auto-Acknowledge.  Auto-Acknowledge should be specified by typing an "X" in front of "Yes." The system will automatically send an acknowledgment to the sender when the recipient reads a mail item.



(2)	Mail Class Options: The User's options are set for confirmation and priority of mail items.  Even though users may not be allowed to change the defaults in their user profile, they may still change them for individual mail items using the Mail Class screen in Send Mail.



(a)	Delivery Confirmation.  In the Confirmation field an "X" should be typed in front of "No." This will reduce system overhead and OFFICE maintenance.  Users will still have the options (via the Mail Class function) to request delivery confirmations or acknowledgments and to send certified mail.  It is recommended that the System Administrators have their confirmation default set as "Yes" with Acknowledge.  This will be helpful when diagnosing problems with mail delivery.



(b)	Security.  In the Security field an "X" should be typed in front of "General." Users will still have the ability to alter the security level for individual mail items.



(c)	Priority. The Priority field should be set to "Normal." This will be specified as the default value.



(3)	Calendar Options: Automatic Schedule Update. "Yes" should be set for those users identified as participating in the meeting scheduling function.  By setting an Auto-Update Scheduling to "Yes," the user's calendar is automatically available to the meeting scheduling software.  This eliminates manual intervention on the part of the user to update the meeting scheduling software manager.



k.	Electronic Approval Screen



(1)	Users can send mail to a Route list by entering the route list name within  <  >  (less  than/greater  than)  symbols, similar to the method used for distribution lists where list names are entered in quotation marks.  This is not documented elsewhere.  The recipients of the "route" package will receive the mail item in the order specified by the route list, so that distribution is sequential rather than simultaneous.
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Electronic Approval	Thursday	06/15/89   10:56 am



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Voting Option:

	__	No decision required

	X	Accept or reject

	__	Accept or reject or abstain



If rejected then pick one:

	X	Continue routing

	__	Return to originator

	__	Allow recipient to continue or return to originator



Allow recipients to edit route list:

	__ Yes	  __ No



 (RETURN) Save		(13) Instructions

	(16) Exit



Figure 10-11.  Electronic Approval Screen



(2)	Default values displayed in figure 10-1 1 should be accepted when adding a user.



(a)	Voting Option. The sender defines the voting option to which each recipient on the list must  respond.  If  the recipient's vote is "reject" then additional instructions are included with the package for its disposition.  Voting Options should be set to "Accept or Reject."



(b)	If rejected then pick one.  Upon a vote of "reject" by the recipient, the user may define whether the package is to continue on the route or be returned.  The sender may also allow the recipient to determine whether the package should continue or be returned to the sender.  If rejected, the default should be set to "Continue routing."



(c)	Allow recipients to edit route list.  The sender may allow recipients to modify the list of recipients who will receive the package.  Allow recipients to edit route list should be set to "No."



1. Wang OFFICE Info 3 Screen.



The Wang OFFICE Info 3 Screen, Figure 10-12 is used to set default values for users who want to print OFFICE mail items in WP document format.  The following VBA standards must be entered on the Wang OFFICE Info 3 Screen:



(1)	Options for Printed Output.  The System Administrator should decide whether to allow users to change their own User Profile.  Fields marked with an asterisk (*) in the left column can be modified by the user through VS OFFICE User Administration User Profile option.  Fields not marked remain protected.



(a)	Prompt for Printed Output: Select "No" to have the user's printed output automatically formatted as specified in the Printer Information default.  This will eliminate the need for users to select a format for each printed item and simplify printing procedures.
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Wang OFFICE Info 3	Thursday	06/15/89   10:56 am



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Options for printed output:

*	Prompt for output format	__ Yes	X  No

*	Default output format	X   VS printer file	__WP Plus 	__WP

*	Print distribution with mail	__  Yes	X  No



Word Processing output options/defaults:

*	Disposition	X  Spool to printer	__ Print/Keep	__ Keep

*	WP Plus library	WPPOFF

*	WP Plus print route	OFFPRINT

*	WP library	W

*	WP volume	_________



 (RETURN) Save		(13) Instructions

	(16) Exit



Figure 10-12.  Wang OFFICE Info 3 Screen



(b)	 Default Output Format: For users unfamiliar with VS DP (data processing) print functions, WP should be selected.  Consideration should also be given to what type of printer is conveniently located for the user.



(c)	Print Distribution with Mail: Select "No"  to  prevent  distribution  lists  from  automatically  being  printed  when  mail items are printed.



(2)	Word Processing Output Options/Defaults:  These selections establish defaults for printing documents in  WP  or WP Plus.



(a)	Disposition. "Spool to Printer" should be selected. By setting this field equal to spooled, printed items will  not  be saved on disk after they are printed. This will conserve disk space and eliminate unnecessary disk maintenance.



(b)	WP Plus Library. The library for mail printed as WP Plus documents should be indicated in this field.  The  default WP Plus library is OFFICE.  This library does not necessarily exist and must be created by the System Administrator if it is desirable that all printed mail go to one library.  If it is preferable to have printed mail go to the individual user's library, this field should be changed to reflect the appropriate library.  The field for this option is suppressed on systems without WP Plus.



(c)	WP Plus Print Route.  The printer for mail printed as WP Plus documents should be indicated in this field.  The default print route is OFFPRT.  This route does not necessarily exist and must be created by the System Administrator if it is desirable that all printed mail go to one printer.  The default route may be changed to designate a printer convenient to the user.  The field for this option is suppressed on systems without WP Plus.



NOTE. - To output to a WP Plus library, the user must have "Create " access to that library;

- To include a WP Plus document in a package, a user must have "Print " access to that library;

- Documents received in a package may be externally copied to either editor  (WP  or  WP  Plus).  The copy is
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transparent to the user, and performed using the background task WOAMGR and the utilities WITA  (Wang Information Transfer Architecture) and COPYPLUS.



(d)	WP Library.  Enter the user's WP library in the "Library" field.  The prototype document for this library will determine the default printer number and format for WP (printer) output from OFFICE.



(e)	WP Volume.  Enter the volume (if different from the standard volume) for mail printed as standard WP documents.  This is an optional field.



m.	Wang OFFICE Info 4 Screen.  The Wang OFFICE Info 4 Screen, Figure 10-13 is used to preset values for users who print image documents.  Wang Integrated Image System is not installed on VBA systems.  The Wang Office Info 4 Screen is presented whether or not WIIS (Wang Integrated Image System) is installed.  The fields on this screen control printing of image documents only.  The default values on this screen can be accepted when adding users for OFFICE.



Wang OFFICE Info 4	Thursday	06/15/89   10:57 am



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Image Print File Location Information:

***	Spool Library_________	Spool Volume _________	Spool System __________



Image Printer Information:

*	Print mode	__ Spool	X  Hold	_ Keep

*	Print class	A (‘A’ thru ‘Z’)

*	Print form #	000 (000 thru 254)

*	Printer #	000 (000 thru 999)



Image Print File Protection Information:

*  	X  Yes     _ No	If Yes _ (‘$’, ‘#’, ‘@’, ‘ ‘, ‘A’-‘Z’)



(RETURN) Save	(13) Instructions

	(16) Exit





Figure 10-13. Wang OFFICE Info 4 Screen



n.	Housekeeping Information.  The Housekeeping Information Screen, Figure 10-14 defines the retention period for user mail, folders, confirmations, calendar items, reminders, and correspondence logs.  At any time, the OFFICE System Administrator can purge any or all categories of information that exceed the specified retention period.  A STANDARD RETENTION PERIOD OF 21 DAYS will be specified for "Mail", A STANDARD RETENTION PERIOD OF 14 DAYS will be specified for ALL OTHER REMAINING CATEGORIES.  NO RETENTION PERIODS WILL BE MODIFIABLE BY USERS.  Housekeeping functions will be performed once every week by the OFFICE System Administrator (see par. 10.26).
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Housekeeping Information	Thursday	06/15/89   10:57 am



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Data Retention Period - - Specify 001 to 365 days, or 999 to keep forever:



-	Keep items in mailbox	021 Days

-	Keep items in other folders	014 Days

-	Keep confirmations	014 Days

-	Keep calendars	014 Days

-	Keep reminders	014 Days

-	Keep Correspondence	014 Days



(RETURN) Save	(13) Instructions

		(16) Exit



Figure 10-14.  Housekeeping Information Screen



10.07	UPDATING USER RECORDS



a.	The OFFICE System Administrator is responsible for maintaining current and accurate Directory records at the local VBA node.  Whenever possible, new employees should be assigned the User ID and Directory record of their predecessors.  This saves the System Administrator some work and keeps related distribution lists current.



b.	To update user records, perform the following steps:



(1)	From the Administrative Functions Menu, select Directory under User Management.



(2)	When the Directory Administration Menu appears, select User Information.



(3)	When the Directory User Menu appears  (fig. 10-4), select "Change View."  From the submenu  select  "Local"; only "local" user records will be available for editing at VBA nodes. (NOTE.- You can view, but not modify or delete the records for remote users.)



(4)	Select the method by which the record(s) to be modified will be accessed: Edit by Name, Edit by User ID, or Edit by Logon ID.



(5)	Make the necessary modifications to the record and press ENTER to save changes.  The Logon ID(s) for the user are listed on the User Information Screen, figure 10-5; select the appropriate ID for editing and proceed through the Profile Builder screens to complete the update (figs. 10-15 and 10-16).



10-20



�March 12, 1990									M204, Part II

Change 1



Profile Builder	Thursday	09/12/89   4:25 pm



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Select Profile Attribute to Edit





___ Wang OFFICE

___ Logons



(RETURN) Edit	(13) Instructions

	(16) Exit





10-15.  User Information Screen





Edit Logon	Thursday	09/12/89   4:27 pm



	Last Name	JOHNSON	Organization	VBA BOSTON

	First Name	Robert	Location	FTS 333-5555

	User Type	Person (Distributed)	Job Description 	00D MGMT ANALYST



Select Logon Id to edit, or exit.



	Logon Id:

	  _____A03

	  _____









	  ____ Exit



(RETURN)  Edit	(13) Instructions



	(16) Exit

10-16.  Edit Logon Screen
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c.	If it is necessary to convert a Local Only user to a Distributed User, edit the user record and on the User Information Screen, Figure 10-5, choose PF9/Distribute User; the user's record is then flagged for synchronization to all full-Directory systems in the network.



d.	If a Distributed User is converted to a Local Only user, the Administrator must first delete the user and then readd.  The user's OFFICE mailbox, folders, calendar, InfoCards and correspondence log should be deleted prior to deleting the OFFICE record.  When deleting a user, ALL USER CREATED DATA IN OFFICE IS DELETED.  To recover a deleted user's InfoCard files and Correspondence Log file, retrieve these files from a backup volume.  All other Wang OFFICE data is unrecoverable since it consists of records within files rather than individual files.  DELETE WITH CAUTION.



10.08	UPDATING USER RECORDS THAT HAVE MULTIPLE IDs



a.	Most users will not have a need for multiple User IDs.  It is possible to allow one User ID to have multiple logons active at one time.  This feature will probably be used by the System Administrator.



b.	When a user has more that one Logon ID, each Logon ID has a separate set of the two Logon Information Screens, Figures 10-6 and 10-7; the remaining Directory screens are the same for that user regardless of the Logon ID.  If the user record being modified has more than one Logon ID, the second screen that appears will list all user Logon IDs and provide the option of choosing any one of the Logon IDs for editing.  To change any of the logon defaults these are specified on the Logon Information I and 2 Screens, Figures 10-6 and 10-7, choose the Logon ID that needs modification.  The editing process outlined in this paragraph must be repeated if more than one of the user's Logon IDs needs modification.



c.	There will be situations when a user needs multiple user IDs defined in Security and multiple OFFICE Directory records.  One example would be an employee who needs to be in the OFFICE Directory as an Assistant Adjudication Chief and also as a POW Coordinator.  Two User IDs would be required because a separate OFFICE Directory record is needed for each position or function.



10.09	DELETING USER RECORDS



a.	 To keep the OASIS Network Directory current and accurate, the OFFICE Administrator must delete user records when employees leave VBA or are no longer using OFFICE functions.  This is required to maintain efficient network operations.  Local user records can be deleted at any time; however, an OFFICE Administrator cannot delete remote user records from the system.



b.	When an employee leaves or is transferred, and his/her replacement will be on board in a short period of time, it is recommended that the User ID and Directory record be revised instead of deleted.  By updating the User ID via SECURITY and modifying the OFFICE Directory record, other features of OFFICE are automatically updated with the new employee's name.  Distribution lists will automatically be updated and Info cards and calendars will now belong to the new individual.  This is much easier than deleting the records and re-creating them for the replacement.



c.	Steps required to delete non-active user records are:



(1)	Complete steps for "Updating User Records" (par.  10.07)  to  display  the  record  selected  for  deletion  on  the workstation screen.



(2)	Press PF8 (Delete) to delete the record. The system will prompt "Press RETURN to delete  user,  or  PF16  to  exit."  Press RETURN to complete the deletion.



(3)	If the user will no longer be employed by VBA or will not require access to the VS, delete the user's Logon ID through the SECURITY utility (ch. 4).
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NOTE.- The user record and all of the OFFICE files associated with the user record (mail items, folders, confirmations, calendars, correspondence log, INFO Cards, distribution lists) will be deleted as well.



10.10 PRINTING USER RECORDS



The OFFICE Administrator will be responsible for maintaining a current printed copy of the local Wang OFFICE User records.  One copy of the Local Directory will be maintained on-site.  This copy may be required in instances where a damaged Directory File requires manual recovery.  Therefore, after adding, modifying or deleting user records in the Directory, perform the following steps to print the current Directory for local users:



a.	Select (Administration For:) Directory from the Administrative Functions Menu.

b.	When the Directory Administration Menu appears, select "User Information."

c.	Select "Person." The User Information screen  appears,  with  the  default  view  for  "All  Users."  Select  "Change View" (PF11) to select "Local Users," and RETURN.  Screen heading will now indicate that the view is local.



d.	Select "Print Users (PF15). Print users screen appears, with sort options for:



User Number

Last Name

Organization

Location

Job Description



Make selection and RETURN.



e.	A new option appears for "Type of Report." Select "Detailed" for the report format; press RETURN to print the report.



f.	The upper left corner of the screen will display the file name, library and volume where the report is stored.  Print a copy of the report for local maintenance.  Stations will dispose of these reports in accordance with RCS VB-1, part 1, item 13-052.400.



10.11 ADDING OTHER USER TYPES



Two other User Types are available within Directory Services: Conference Room and Equipment.  Only the User Information Screen Figures 10-5, 10-8, and 10-9 will be displayed for these User Types; the other screens associated with each User Type are the same as the screens previously illustrated for the Person User Type.



a.	Conference Room.  Conference Rooms are used in conjunction with calendars and scheduling meetings and are maintained as a separate identity (record) within the Directory.  When adding a conference room, fill in the Name, Location, Logon ID, Display Name, Telephone Numbers, and Calendar Scheduling fields as described previously for a person, along with the "capacity" field.



(1)	Name/Display Name.  The Name and Display Name fields for Conference Rooms should be identical.  Individual VBA nodes may choose to distinguish between conference rooms and other room types by using a prefix (i.e., EXHB or exhibit spaces; AUD for auditorium; CONF for Conference Room).



(2)	Location.  This should follow the Person standard (i.e., a phone number for the room can be entered in this field or the phone number for the person responsible for scheduling the room can be entered).



(3)	Capacity. This is a 4-digit field that reflects the maximum number of users that can occupy the room.
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(4)	Logon IDs.  At least one Logon ID must be assigned to the conference room.  Though the room can give access to its mail and calendar to other users, someone must logon with this ID at least once to define this access.  Person(s) responsible for conference room management must be given full access to the Wang OFFICE mailboxes and calendars belonging to the conference room.



NOTE.- A Logon ID and Password must be established for each Conference Room through the SECURITY utility.



(5)	Telephone (1) and 12). These are optional fields.



b.	Equipment. Equipment is used in conjunction with calendars and scheduling meetings.  Pieces of  equipment are also maintained with their own identities (records) within the Directory.  When adding equipment, fill in the Name, Location, Logon ID, Display Name, Telephone Numbers, and Calendar Scheduling fields as described previously for a person, along with the "serial number" and "control number."



(1)	Name/Display Name.  The name and display name fields for equipment should be identical.  As with Conference Rooms, it may be useful to distinguish between different types of equipment using a standard abbreviation (e.g., CAR, OVRHD, SLIDE, etc.).



(2)	Control Number.  This field is an internal or arbitrary number that might be assigned by the individual organization.



(3)	Location.  This field should follow the standards set for Persons (i.e., a phone number for the person responsible for the equipment item can be entered in this field).



(4)	Serial Number.. If applicable, type any identifying number that appears on the individual item.



(5)	Logon ID. Equipment must be assigned at least one Logon ID. Though equipment can give access to its  mail  and calendar to other users, someone must logon with this ID at least once to define this access.



NOTE.- A Logon ID and Password must be established for each Equipment item through the SECURITY utility.



(6) Telephone (1) and (2).  These are optional fields and can be used to meet each station's individual requirements.



NOTE.  The Facility User records that were supported in previous releases of OFFICE are converted to people records in OFFICE.



10.12	BROADCASTS



a.	Broadcasts are used by OFFICE Administrators to send messages to all local and/or remote OFFICE users.  Broadcast Messages are delivered on the first screen a user sees when they access OFFICE.  Users press ENTER to acknowledge a Broadcast Message, and then continue to the first OFFICE screen. (The Broadcast Message will not be displayed the next time the user enters OFFICE.) If a user presses PF16 (Exit) to proceed to the next OFFICE menu from a Broadcast Message, the Broadcast Message will be displayed again the next time the user logs onto the system.  Broadcast Messages are deleted automatically based on the end date specified when the message is created or when the OFFICE Administrator deletes it.



b.	A Broadcast Message can be sent across the network.  Messages received from remote systems are delivered to a "broadcast mailbox" on the local system.  To display a Broadcast Message received from a remote site, the OFFICE Administrator must activate the message.  The OFFICE Administrator (through the "Controlling Broadcasts" function on the Administrative Functions menu) can read broadcasts from remote systems and decide if and when they should be activated on the local system.  Remote Broadcast Messages can also be deleted and deactivated by the OFFICE Administrator.  Therefore, the OFFICE Administrator must check everyday (via Controlling Broadcasts) to determine if any broadcasts have been received from remote systems.
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c.	Refer to the VS OFFICE Administrator's Guide for more detailed information.



10.13	BULLETIN BOARD



a.	The Bulletin Board feature allows OFFICE users to share information with other local users by posting notices and documents on an electronic Bulletin Board.  Wang OFFICE users can read and post messages to predefined categories and subcategories depending upon their access rights.



b.	The OFFICE Administrator is responsible for establishing the Bulletin Board categories and defining the access rights under which users can post and/or read notices.  Once the categories and access rights have been defined, authorized local users can then post and/or read Bulletin Board notices, save any notices in their mailbox, reply to the creator of the notice, or delete any notices that they have posted.  Remote users can be given access to Bulletin Boards through the use of a "VBA" User ID.  Extreme care should, however, be taken to restrict VBA User ID's access from the Command Processor, system utilities, and data files.



c.	Refer to VS OFFICE Administrator's Guide Release 2.0, for additional information.



10.14	CALENDAR SCHEDULING



a.	With the Schedule Meeting function, OFFICE users can schedule meetings with other users by choosing the meeting participants, equipment, and the conference room.  The Calendar Scheduling program scans a scheduling pool (determined by user calendar entries) to determine if the designated attendees are available for the requested meeting time(s).  Calendar Scheduling creates two files in the library SCHEDLIB on the system volume (S1):



(1)	SCHDFILE-scheduling database; maintains record for each user;



(2)	MTGFILE- meeting database; maintains meeting/user lists.



b.	There is no limit for the size of the scheduling pool (i.e., the number of local OFFICE users selected in the Directory for participation in Scheduling Functions); however, a maximum of 100 participants (users, equipment, and conference rooms) can be selected for Meeting Scheduling processing.  Scheduling is limited to 161 days in the future (including the current system date).  The SCHDFILE and MTGFILE should be periodically reorganized using COPY/REORG.



c.	Conference rooms and equipment are identified as separate record types in the OFFICE Directory and can be selected as participants in Calendar Scheduling with the Automatic Update option set to "Yes." Conference rooms and equipment can be scheduled in one of two ways.  Either a user logs on as the conference room or equipment item or a user must have access to the mailbox and calendar of each conference room and piece of equipment.  The latter approach is recommended for VBA sites where the meeting scheduling function will be utilized for conference rooms and/or equipment.  In these instances, it is necessary for the OFFICE Administrator to provide each conference room or equipment item with a Logon ID and password via the SECURITY utility.  Then, the person(s) responsible for managing the conference room and/or equipment must be given full access to the Wang OFFICE mailboxes and calendars belonging to the conference rooms and equipment items.



d.	Wang OFFICE users (identified as Person record types in the Directory) that are selected for participation in the Calendar Scheduling function should also have the Automatic Schedule Update option set to "Yes" in their Directory record (fig. 10-10).  This will eliminate the need to use the Calendar Scheduling Maintenance merge option to update SCHDFILE (Scheduling database file).



e.	A selection of "Yes" is needed in the Query Remote System field on the Administrative Information Screen, Figure 10-8 for users who are allowed to use networked calendar scheduling.  "Yes" must also be selected as the Calendar Scheduling option on the User Information Screen Figure 10-5 for networked calendar scheduling to be operative.
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f.	 Scheduling now incorporates queries to calendars on other systems in the OFFICE network.  Networked scheduling is done in real time and does not resolve time zone differences.  When processing a scheduling request, only relevant remote systems are contacted, and only the calendars of participants specified as critical attendees are queried.  When a remote system cannot be reached after a specific number of retries, the calendars that could not be scanned are identified via an error message to the meeting originator.  Every directory record, whether it be for a person, conference room, or an item of equipment, includes information about participation in Meeting Scheduling as well as designated access rights to perform remote calendar queries.  Conference rooms may be selected by a specific name or a request made for the system to identify an available room with a specified capacity.  Meeting scheduling parameters have been extended to include a maximum of 100 selections, including 5 pieces of equipment per meeting and the ability to schedule 23 weeks into the future.



Calendar scheduling capability may be granted locally, network-wide, or not at all by setting the following parameters:

	CALENDAR	SCHEDULING	ACCESS

	NETWORK	LOCAL	NONE

�Query Romote System

  Administration Information (fig. 10-8)	YES	NO	NO

�Calener Scheduling

  User Informaiton Screen (fig. 10-5)	YES	YES	NO

�AUTO Update

  Wang Office Info 2 (fig. 10-10)	YES	YES	NO



g.		For additional information refer to VS OFFICE User's Guide, Chapter 7.



10.15	COMPUTER BASED TRAINING



a.	The OFFICE CBT (Computer Based Training) is an excellent interactive training tool for users and Administrators.  CBT includes two training modules, "VS OFFICE and Reference" and "VS OFFICE Site Administrator and Reference," which cover all user and Administrator functions in detail.  CBT can be run from a menu selection.  The CBT main menu is customized so that the administrator training selections only appear to those who are identified as OFFICE Administrators in the Directory.  It should also be noted that the CBT training can be accessed in stand-alone mode (Run MENTOR in WOLIB on V1) and can also be used for user training prior to allowing access to Wang OFFICE functions.



b.	It is recommended that the CBT be used for user training prior to allowing access to Wang OFFICE functions.



c.	 The CBT training for Wang OFFICE consists of the following eight files: CBT, INS, MENTOR,  OFFAD, OFFCBT, OFFUS, NUMFIELD, and RUNCBT.  These files must be installed in the library WOLIB to function correctly from OFFICE menu selections and each of these files must have a "$" file protection class.  A duplicate copy of the CBT training files may reside in a library MENOFF or CBT20550 on some systems.  Since these files require over five megabytes of disk space, duplicate copies should be scratched from the on-line volumes.



10.16	CORRESPONDENCE LOGS



a.	The Correspondence Log function of Wang OFFICE is a data entry program that logs and tracks incoming paper mail items (letters, statements, assignments, etc.). Correspondence Logs can track items that require follow-up and/or a response and can be shared by more than one OFFICE user.  It should be noted that the Correspondence Log function does not provide automatic alerts when a correspondence follow-up date is pending or has expired.  Brief descriptions of the Correspondence Log's pre-defined (non-modifiable) fields are provided below.  This will assist OFFICE Administrators to access the Correspondence Log's usefulness in automating VBA correspondence or assignment tracking functions.
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Field				Description��Date Received:			Date the item was received.��Correspondence Date:		Date the correspondence was written.



Entry Code:			Code that best describes the item.  Three codes can be predefined to

				meet your needs; for example, all Congressional Inquiries might be

				coded CI.



Received from Company		Name of the company that sent the 'Item.  Either the Company or 

				the Person field must be completed when establishing the record.



Person:				Name of the person who sent the item.



RE:				A brief description of the item's contents.



Routed to:			The name of' the person to whom the item is being forward.



Follow Up Date:			The date that action should take place (such as a completed response

				letter).



Response Date:			The date you  respond  to  the  item.  This  field  should be left blank 					until a response has been given.



Referred To:			Initials of the person 'In your office who is responsible for following 

				tip on this item.



Filed:				A  description of where the item is physically stored (i.e., file 

				location or drawer number).



b.	Correspondence Logs can also be used to view correspondence history and create reports.  The various methods of accessing the logs are:



(1)	Entry Number.  If the entry number of a logged item is known, the item can be accessed by its number without going to the index.



(2)	Correspondence Log Index. The index can be used to list all items in the Correspondence Log.



(3)	Summary Index. A summary that displays the routed to, follow-up date, and response date fields.



(4)	Sorted Logs. Lists of Correspondence Log items can be sorted and viewed by the following criteria: entry number, date received, correspondence date, and response date.  The Previous Screen key will rearrange the list and display the items in the order of entry.



(5)	Search Criteria.  A search can be specified for any of the I 1 data fields maintained by the log.  Once the items are located, they can be viewed on the screen, a report can be created, or the search function can be restarted.  When using the search function, typing "A ______" or "  A ________" will create a list of any item containing the character  "A" anywhere within the selected field.  The maximum number of items that will be located by a search is 500.  Result lists can be searched up to a maximum of 20 search levels.  When a result list is displayed, the Next Screen key will display the items in the order of the field selected and the sort criteria specified.
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c.	Correspondence Logs are stored in the file CORxxxxx (where xxxxx = the Directory User ID) in library WOLIB.  Correspondence Log files are opened in a shared mode, therefore, users can grant access to other users (via the User Administration-Correspondence Log Access function).  Access can be granted to other users for the following Correspondence Log functions: Read, Print, Add, Edit, or Delete.  With this capability, one OFFICE user could be responsible for creating and maintaining a central VBA tracking or assignment log that all users can access.



d.	Refer to VS OFFICE User's Guide for additional information.



10.17	DISTRIBUTION LISTS



a.	Wang OFFICE has three types of Distribution Lists: private, public, and shared.  Distribution Lists are used to send mail items to multiple OFFICE users (both local and remote) and can contain a maximum of 100 items.  Distribution List items can be persons, organizations, or another Distribution List chosen from the OFFICE Directory.  A maximum of 75 lists can be specified per memo or package.



b.	When using a Distribution List to address mail, the name of the list must be surrounded by double quotes ("sample") when it is typed in the "To" field.  If the double quotes are omitted, the user will be taken to the Directory to select the addressees).  An organization name must be in parenthesis, example (VBA BOSTON).



c.	One very important feature of Distribution Lists is that they are automatically updated by the system when changes are made to the Directory.  If a Directory record is modified and that user is on a Distribution List, the list will automatically be updated without any manual intervention.  This automatic update, however, hinges on the User ID that is assigned via SECURITY.  Therefore, it is recommended that when an OFFICE user leaves his/her position and the new employee will be on board soon, that the User ID be modified (via SECURITY Utility) and the OFFICE record be edited.  This is much easier than deleting and re-creating these records.



d.	Private lists can be used and modified only by the owner (creator).  Public lists can be used by everyone but can only be modified by the owner.  Access to shared lists can be controlled on a user-by-user basis; the owner of the list grants "Use" and/or "Modify" access rights to individuals on the list or to other users selected from the OFFICE Directory.  Users that have been granted "Modify" access to a shared Distribution List are able to delete a list that was created by another user.  Distribution Lists can be used and accessed only by local system users; a maximum of 100 lists can be created and maintained by a user.  The owner of a Distribution List cannot be changed; when the owner is deleted from the Directory, the List is automatically deleted.  Distribution Lists can be deleted, edited and "nested" according to the following rules:



(1)	There are a maximum of 100 entries per list (individual names or Distribution List names).



(2)	Using nested lists (i.e., lists that contain the names of other Distribution Lists), the maximum  number  of  people to whom mail can be sent is virtually unlimited.



(3)	A nested list can be selected as a primary recipient (T), copy recipient (C), or blind copy recipient  (B).  Selecting   (X) defaults to the definitions specified within the list itself.



(4)	For nested Distribution Lists that contain duplicate recipients, the program @WOAMGR@ creates a temporary file containing all of the recipients' User IDs and whether the recipient is to be the primary, copy, or blind copy recipient.  Each User ID is entered only once in this temporary file and any duplicate entries are then ignored when the mail item is sent.



e.	Distribution Lists are stored in the file LISTS in the library WOLIB.



f.	For additional information refer to VS OFFICE User's Guide.
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10.18	ELECTRONIC APPROVAL



a.	Electronic Approval allows users to send mail items which are routed to a list of recipients.  The sender may request the recipients to approve, disapprove, or abstain from opinion on the material contained in the mail package.  The recipients can add items to the package before forwarding to the next member on the distribution list.  Unlike other office mail items, when the package is forwarded, it is removed from the member's mailbox and forwarded to the next recipient specified in the route list.  Confirmations will alert the sender of the progress of the package and the votes made by each recipient.



b.	Guidelines for use of the Electronic Approval features will be forthcoming.  Field stations may develop procedures for utilizing Electronic Approval functions within their station (local system).



c.	The Route List is the mechanism by which a Route Package is sequentially sent to a group of people.  When creating a Route List, the originator selects the recipients, and then arranges the names in the order in which they are to receive the package.  A person can be entered multiple times on the Route List if they are to view the item more than once during the routing cycle.  The sender can choose whether to allow recipients to add people to the list, thereby creating a "sub-route." At each interval, the recipients have the ability to include their own memos or documents by appending them to the package.  A Route List can be created as public or private and can be stored for later use.  All participants in the Route List must have interactive or application mailboxes on the OFFICE systems.  An application can create a Route List and a Route Package; applications may be included as recipients on the Route List.



d.	Voting choices for each individual on the Route List are designated when the Route List is created.  The voting options are as follows: Accept or Reject; Accept or Reject or Abstain; No decision required.



(1)	Comments can be added by appending a memo, document or file to the package.  All of the appended items then become part of the package and travel with it.



(2)	Upon "voting," the recipient presses a key, and the route package is automatically sent to the next person on to the list.



(3)	A recipient of a Route Package cannot delete or move the Route Package until it is marked as "Comp Rte" in the mailbox.  This will take place when the last recipient has voted on it and "sent it along."



(4)	The originator must also designate what will happen if a recipient rejects the route package.  Possible options are: Continue routing the package; return the package to the originator; continue routing the package or return the package to the originator.



e.	Personal passwords may be assigned to protect the integrity of the routing feature.  Recipients are required to enter their password in the User Profile before recording their vote.  Password creation and entry is a user function, and passwords are encrypted by the system.  System Administrators do not have access to the passwords; the individual user is responsible for his/her own password.  However, the Administrator has the ability to "clear password" if a user forgets the password.



f.	Confirmations are provided on the originator's confirmation screen.  The confirmation status indicates where the route package is on its path, who has voted and how they have voted, and when the package arrived at each location.



g. The files RTELISTS and @RLnnnnn should be reorganized periodically with COPY/REORG.
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10.19	INFO CARDS



a.	Info Cards are personal on-line phone books.  Similar to a Rolodex file, Info Cards provide the following personal and business information on various individuals and businesses:



Name of Person or Business

Title(s)

Business Address

Business Telephone Number

Secretary's Name and Phone Number

Affiliations

Contact Dates (month and year)

General Comments

Home Address

Home Telephone Number



b. Info Cards are stored in the file INFxxxxx (where xxxxx=the Directory User ID) in the WOLIB library.



c.	Authorized Use and Access to Info Cards



(1)	Info Card databases should be shared  by OFFICE users that are located in the same Division or  organizational element.  Local management has the discretion to authorize exceptions on a case-by-case basis.  There may be instances where a particular manager would need a personal Info Card database.



(2)	When an Info Card database is created, the system automatically reserves a large amount of disk space.  Because the amount of disk space reserved is not based on the number of records in the database, it is extremely important that this feature of OFFICE be carefully managed.



(3)	When Info Card files are opened in a shared mode, the owner can grant access to other users.  Access can be granted to other users for the following Info Card functions: Read, Print, Add, Edit, or Delete.  With this capability, specific Wang OFFICE user(s) in each division or organizational element could be responsible for creating and maintaining a central phone directory that could be accessed (for read and print functions) by all OFFICE users in their division.



(4)	When multiple users have entries in a single Info Card database, it is necessary to identify each user's records in the database.  To identify each record as belonging to or originated by a particular user, the Description (Card Type Description) field should contain the initiator's User ID.  By using the Description field for this purpose, it will be easy to manage the records in the database; when an employee changes jobs, his/her replacement can assume the new User ID and ownership of his/her Info Card records.  In addition, users can query the Info Card database for entries that belong to them.  If there are records in the database to which many employees need access, it is suggested that there be a division or group abbreviation used for the Description field.  This will avoid duplication.



(5)	Entries in the Info Card database can be entered by multiple users or this responsibility can be given to one individual and other users can access the records.  It is recommended that shared Info Cards be managed by one or two individuals.



d.	A copy of an Info Card record can be sent to another local Wang OFFICE user.  The local recipient will receive a prompt in the upper left corner of the workstation screen with the message "Received Card for: Name of Info Card." The recipient can access the card from the Info Card menu by selecting the "View Card (Received) for: "Name of Info Card" function.  The received copy of the Info Card is stored temporarily by the Operating System and is not maintained in the user's mailbox.  Upon viewing and exiting the Info Card display, the copy is no longer available to the user.





10-30



�March 12,1990                                   					M20-4,  Part II

									Change 1



e.	Displayed screen images of Info Cards can be stored in a WP document; repeatedly pressing PF15 (Print) will continue to store multiple Info Card screens in the same WP document.  When exiting the Info Card functions, the user is notified of the WP document ID where the Info Card(s) have been stored.  The document is automatically queued to the printer specified by the user's default library prototype document.



f.	Info Card reports can also be generated by users.  Reports can be generated by specifying ranges for the following fields: Last Name, Date Added, and Date Modified.  Reports can also be generated from the result list of a user specified search.  Searches can be performed on any Info Card field; the search program will not execute beyond 500 record matches. These search specifications differ from  the  Correspondence  Log  search  criteria.  Info  Card  searches can be specified as follows:��  (1) Specifying "A________" in the search field will display all items beginning with "A."��  (2) Specifying "A________  " in the search field will locate items containing  an  "A"  anywhere  within the  field selected.�

  g. Refer to VS OFFICE User's Guide Release for additional information on Info Cards.��10.20 MAIL



a.	OFFICE software utilizes the file "LCBUFFER" to temporarily hold the data necessary to create and send address tables, package content tables (pointers to the files), and memo or header records.  To enhance performance when mail packages are sent, the envelope creation (mail packaging) is performed by the program @WOAMGR@ in the background.  All mail items move to the LCBUFFER file first; local mail is then delivered by the @WOAMGR@ program, remote mail is sent to the file TCBUFFER to be forwarded to the remote system(s).  Package items can include a cover memo, DP files, software files, WP documents and glossaries, DOS files, and items from the users' mailbox folders.  With the package creation function, an OFFICE envelope or package can contain a maximum of 297 items.



b.	When users are creating OFFICE memos, invitations, phone messages, or mail packages and are interrupted or called away, the user can save (PF10) the mail item in a folder and return to complete and send the item at a later time.  The item will be listed as "In Prog" in the Status field when the index of the Mailbox folder is viewed.



10.21	MAIL FOLDER FILING



a.	OFFICE mail contained within a user's mailbox can be organized in mail folders defined by the user.  Two folders are maintained by the OFFICE software for each user: MAILBOX and WASTEBASKET.  The MAILBOX and WASTEBASKET folders can be emptied by users but cannot be deleted.



b.	The system also has the capability for each user to have a maximum of 46 additional folders; users can move items into their appropriate folder(s) and thus organize and maintain a personal electronic mail filing system.  The system allows a maximum of 594 mail items in user mailbox folders; when the number of items exceeds this maximum, the user is notified with an error message.  Items must be deleted from the user's WASTEBASKET folder in order to display the remaining mail items.  Use of optional mail folders for filing is not recommended.  Disk space is not available to support the folders.



c.	 The Housekeeping purge function deletes all mail items from the WASTEBASKET folders and outdated mail items from all other folders.  Housekeeping purge will be run at least once a week.  The only exceptions are unread, certified mail items, and route packages.  Mail items deleted by a purge cannot be recovered; for this reason users who want to save important mail items can first print and then delete the mail items.  Alternatively, important mail items (that users need to maintain for extended periods of time) can be copied to WP documents and archived to diskette to conserve disk space.
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10.22	PHONE MESSAGE LOG



a.	A Phone Message Log can be used to log all OFFICE electronic phone messages to a file that can be accessed for future reference.  The log maintains: intended recipient, caller name, caller phone number, the date of the call, the time of the call, who took the call, and the caller's message.  The phone logging software is best utilized for OFFICE sites where the Phone Message function has been centralized.  Administrators require a phone message log that provides the following types of information concerning incoming phone calls:



(1)	Identification of the number of calls to a given user on any given date.



(2)	Identification of the number of occurrences of specific exchanges and/or numbers.



(3)	Monitoring capability for the frequency of certain types of phone messages.



b.	The message is logged on the sending system each time a user sends a phone message.  The  Phone Log file can be printed and sorted according to the message recipient and the date the message was sent.  The Administrative Function "Phone Message Log" is used to enable or disable the Phone Log (i.e., start or stop logging to the file), sort, print and purge the Phone Log.  When the log is enabled, the OFFICE Administrator is prompted to supply the name of file, library, and volume for logging.  The following file naming conventions should be used:



(1)	FILENAME- PLYYMMDD where YYMMDD represents the current date, e.g., PL861 I 10.



(2)	LIBRARY-PHONELOG.



(3)	VOLUME-VI (non system volume).



c.	Once a Phone Log file has been disabled through Administrative Functions, it cannot be reactivated; system IPL does not deactivate the phone logging function.  When a Phone Log is printed for reference purposes, it should be immediately purged to conserve disk space.



d.	For additional information refer to VS OFFICE Administrator's Guide Release 2.0, Chapter 16.



e.	Field stations will dispose of printed Phone Logs in accordance with RCS  VB-1,  part  1,  item  13-052.400.  Central Office disposition instructions are forthcoming.



10.23	WANG OFFICE PROGRAMS AND FILES



a.	File Location



(1)	OFFICE Control File. The location of OFFICE files on each system is controlled through the Control File option of the Administrative Functions Menu of OFFICE.  Through the OFFICE Control File Screen, Figure 10-17 the OFFICE Administrator can specify where software and application data will reside.  Before modifying any file locations with this administrative utility, be sure that no users are running OFFICE and that WSNSTOP has been run to stop the associated background tasks.  The VI volume will be used for OFFICE software and application files.



NOTE.  Network Administrators should strictly adhere to the VBA standards and avoid relocation of OFFICE files.  If disk space becomes a significant factor files for Correspondence Tracking and InfoCards may be relocated, as described in paragraph 10.23b.
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(a)	Location. The location of OFFICE files should be specified as follows:



	DESCRIPTION	FILE	LIBRARY	VOLUME



Wang OFFICE Main Database	@WOINFO@	WOLIB	V1

Wang Local Queue File	LCBUFFER	WOLIB	V1

Wang Network Queue File	TCBUFFER	WOLIB	V1

Wang OFFICE Screens File	SCREENS	WOLIB	V1

Wang OFFICE Distribution Lists	LISTS	WOLIB	V1

Wang Correspondence Tracking	CORxxxx	WOLIB*	V1

Wang OFFICE InfoCards	INFxxxx	WOLIB*	V1



*Does not have to reside here.



(b)	Audit Trail.  In the Audit Trail field, an "X" should be typed in front of "No."



(c)	Traffic Summary. In the Traffic Summary field, an "X" should be typed in front of "No."



(d)	System Administrator.  Type the name of the Local OFFICE Administrator.



(e)	Start Day for Calendars.  In the Start Day for Calendars field, an "X" should be typed in front of "Monday."  This feature can be modified by individual users.



VS OFFICE Control File	06/29/89  10:49 am



Location:  VS OFFICE Main Database:	Library:  WOLIB	Volume:  V1

	VS Local Queue File:	Library:  WOLIB	Volume:  V1

	VS Network Queue File:	Library:  WOLIB	Volume:  V1

	VS OFFICE Screens File:	Library:  WOLIB	Volume:  V1

	VS OFFICE Distribution Lists:	Library:  WOLIB	Volume:  V1

	VS Correspondence Logs:	Library:  WOLIB	Volume:  V1

	VS OFFICE Info Cards	Library:  WOLIB	Volume:  V1



Logging:     Audit Trail:             Yes     X  No       Traffic Summary:                 Yes       X  No

System Administrator:  *****************                (optional)

Default Start Day for Calendars:                 Sun         X Mon                Tues

                                                                   Wed            Thurs              Fri             Sat



(RETURN) Accept	(13)  Instructions

		(16)  Exit



Figure 10-17.  VS OFFICE Control File Screen
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VS OFFICE Control File 2	Wednesday 09/13/80  10:40 am



Mailbox Sort:



	Sort by Priority:	___ Yes	___ No

	Sort by Delivery Date:	___ Oldest First	___ Most Recent First



Edit a Received Memo:



	Enabled	  X Yes	___ No



OIS, Alliance, WP Plus OFFICE Gateway Addressing:

	Blind Addressing Enabled:	___ Yes	___ No

  	Dummy Application User’s Name:	________________________________



OIS, Alliance, WP Plus OFFICE Memo/Document Merge:

	Enabled:	___ Yes	  X No



(RETURN)  Accept	(13)  Instructions

	(16)  Exit



Figure 10-18.  VS Office Control File 2 Screen



(2)	OFFICE File Location.  After entering the new location on the Wang OFFICE Control File Screen, Figure 10-17 and pressing the ENTER key, the Wang OFFICE Control File 2 Screen is displayed (fig. 10-18).  Set the defaults for mailbox sort options and allow users to edit received memos by placing a non-blank character in front of the "Yes" option.  Accept the "No" default for the remainder of this screen.  Press ENTER to proceed to the Wang OFFICE File Location Screen, Figure 10-19.  The following should be noted on this screen:



(a)	No users should be in OFFICE when the file locations are being modified; and



(b)	 The background tasks associated with OFFICE should be stopped by running WSNSTOP before the location modifications are processed.



(c)	The control program will begin copying the files to their new locations when the RETURN key is pressed.



Wang Office File Location	Friday	11/14/86  05:16 pm



Warning



Wang Office File(s) will be copied to new location(s)



Please make sure all Wang Office users are logged off

and Wang Office background tasks are not running prior

to continuing.



(RETURN)  Continue	(16)  Exit



Figure 10-19.  Wang OFFICE File Location Screen
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b.	Relocation of OFFICE Files.  The preceding Wang OFFICE standards for file names, library and volume locations were established when the software was installed.  If the OFFICE volume (VI) becomes over-utilized, the following files may need to be relocated.



(1)	Wang Correspondence Tracking Files.  These files store data for any Correspondence Log applications developed by Wang OFFICE users.  If users are making heavy use of this application, it may be moved to another volume to distribute disk usage.



(2)	Wang OFFICE InfoCards Files.  These files store data for InfoCard applications developed by OFFICE users.  If there is heavy use of this application, consideration should be given to moving it to another volume to distribute disk usage.  Obsolete InfoCards should be purged by the owner.



10.24 INSTALLED OPTIONS MONITOR



The Installed Options Monitor provides an interactive screen to users of the optional software available on the local system.



10.25	WANG OFFICE SECURITY AND PROTECTION CLASS



a.	OFFICE Security is designed to protect all mail, calendars, etc. from being read by persons other than the recipient, or other authorized individuals.  FPC (File Protection Class) "W" has been reserved on all VBA systems for this purpose.



b.	To assign FPC "W," choose the Mail Protection Class option from the Wang OFFICE Administrative Functions Menu.  The Modify Protection Class Screen, Figure 10-20 will be displayed.  Type a "W" in the Protection Class for Wang OFFICE Mail field and press RETURN.  By typing FPC "W" in this field, OFFICE will automatically protect newly created files. (This was done when the OFFICE software was installed on each system.)



NOTE.- Do not access this procedure until all users have logged off of OFFICE and the background tasks for OFFICE have been ended by running the WSNSTOP procedure.





Wang OFFICE   - Modify Protection Class                  Thursday 11/10/86   03:17 p.m.





Wang OFFICE Protection Class is used to assign file class protection to mail items that are created by the Wang OFFICE System.  Wang Office Programs OFFICE must be assigned WRITE access to this protection class.  Users of Wang OFFICE Mail functions should be given Execute Privileges to the program OFFICE.  To maintain security of mail contained in the Wang OFFICE environment, users should not have access to this protection Class.



      Protection Class for Wang OFFICE Mail: W     (A-Z or Space)



(RETURN) Accept

	(16)   Exit



Figure 10-20.  Modify Protection Class Screen



  c. To maintain proper security for OFFICE users, the following steps must be completed at installation or when the OFFICE protection class is modified.
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  (1) The programs listed below have "W" (Write)  access  to  FPC  "W."  This  is  accomplished  with  the  PF9  (Review Program Special Access Privileges) option when the Security utility is run.



Program	Library	Vol��RLOGON	@SYSTEM@	S1�RLOGON2	@SYSCOM@	S1�DIRCTL	@SYSDIR@	V1�$$$$$$$$	OFFICE	S1�OFFICE2	WOLIB	V1�WOBCKCPY	WOLIB	V1�@BLIND@	WOLIB	V1�FTMDRIVR	WOLIB	V1�QPACKSND	WOLIB	V1�SCHEDRVR	WOLIB	V1�SCHDMMNT	WOLIB	V1�WOUSERS	WOLIB	V1





(2)	The following files and libraries must be assigned an FPC of "W" using the Manage Files/Libraries option from the Command Processor.



File Name	Library	Volume��FTGLIST	@SYSTEM@	S1�	SCHEDLIB	S1�@DIRECT@	@SYSDIR@	V1�@DIRSYN@	@SYSDIR@	V1�@WOINFO@	WOLIB	V1



(3)	The following programs must have Security Administrator Privileges at all times.  Security Administrator Privileges are assigned with the PF9 option of the SECURITY utility.



Program	Library	Volume��@SFMGR@	WOLIB	V1�@WOAMGR@	WOLIB	V1�SUBSFM	WOLIB	V1�BKPGDRVR	WOLIB	V1�TRANSFER	@SYSTEM@	S1�FTGMGMT	@SYSTEM@	S1�BDSBACK	@SYSDIR@	V1�@DSMGR@	@SYSDIR@	V1�DIRSYNC	@SYSDIR@	V1�@CNSMGR@	@SYSCOM@	S1�CMSTART	@SYSCOM@	S1�@RATTSK@	@SYSCOM@	S1�@RATGATE	@SYSCOM@	S1�LOGTSK	@SYSCOM@	S1�CNS	@SYSCOM@	S1�@RMTIPC@	@SYSCOM@	S1�CNSMGR	@SYSCOM@	S1
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(4)	COPYWP-The program COPYWP in @SYSTEM@ on the system volume is utilized by the "External Copy" function of Wang OFFICE.  If the COPYWP program has been assigned a file protection class by the System Administrator to prevent users from accessing the program from the WP Utilities menu the "External Copy" function will not work for these users.  To avoid this conflict, assign the COPYWP program to the OFFICE file protection class "W." Users do not require access to this file protection class (through the SECURITY Utility) since the OFFICE programs listed in paragraph 10.23a(l) have below WRITE access to file protection class "W."



(5)	COPYPLUS-The COPYPLUS utility in @SYSTEM@ on the system volume is utilized by the "External Copy" function of Wang OFFICE for processing WP Plus documents to and from electronic mail and between standard WP and WP Plus.  For COPYPLUS to function properly, the user must have appropriate access levels to the documents and/or libraries involved.



(6)	The OFFICE volume (V1) must be mounted as "SECURE' to enforce the above program security privileges.  This can be done from the initial mount screen, or after a volume is mounted through the Operator's Console (PF10 Manage Disks).  Only a System Security Administrator can select this option for a mounted volume.



(7)	If a system is inadvertently opened to users without the OFFICE volume mounted as secure, users will not be allowed access to their mail items.  To correct the problem, change the volume to "SECURE=YES" and have all users log off the system.  Once all users have left OFFICE, when they re-execute the OFFICE program, the security privileges will be correctly acknowledged by the operating system.



10.26	HOUSEKEEPING



a.	 The Housekeeping function is a manually run program that physically purges (deletes) those OFFICE records (mail items, calendars, confirmations, reminders, and correspondence log files) that have exceeded their retention dates.  Separate retention periods for the mailbox folder and personally created folders can now be designated.  All folders other than the mailbox will have the same retention periods.  Wastebasket remains under control of the Housekeeping function.  Unread mail items that have been put in the Wastebasket will not be counted when OFFICE warns that unread mail items exist.



b.	All files that remain on the system longer than the VBA standard retention periods of 21 or 14 days will be permanently deleted when the Housekeeping function is performed.  See paragraph 10.06 for VBA standard retention periods.  Shorter periods are acceptable.  The purge is completed by the background task $HSKPING$ and should be performed when there are no OFFICE users on the system.  The following rules are followed during the purge process:



(1)	Mail Items.  If the current date (system date) is later than the delivery date plus the 21 day retention date, the item is deleted.  Certified mail items that have not been read are not deleted during the purge.  All mail items in users' Wastebasket folders are deleted during the purge regardless of the specified retention period.



(2)	Calendar. If the current date is later than the date of the event plus the 14 day retention date, the item is deleted.



(3)	Folders. If the current date is later than the date of the event plus the 14 day retention date, the item is deleted.



(4)	Confirmation.   If the current date is later than the date the item was mailed plus the 30 day retention date, the item is deleted.



(5)	Reminders If the current date is later than the date the item was due plus the 14 day retention date, the item is deleted.



(6)	Correspondence.  Depending on the type of item, correspondence records are deleted according to the following rules:



(a)	If there is a response date and no follow-up date, purging is based on the response date.
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(b)	If there is no response date and no follow-up date, purging is based on the date received.



(c)	If there is a follow-up date, the item is not purged.



(d)	If given the privilege by the administrator, a user can set a different  retention  period  for  folders  than  the mailbox.  Housekeeping will not purge unread items even if the retention period has expired nor will active Route packages be purged.  The exception to both these rules is that all items in the Wastebasket are purged.



c.	OFFICE users are encouraged to delete unwanted items from their Mailbox and Wastebasket folders, calendars, etc. on a regular basis.  The Housekeeping purge does, however, allow the OFFICE Administrator to complete this clean up function without having to access individual users' mailboxes.  OFFICE can store a maximum of 594 mail items per user in the user mailbox.  If the user mailbox reaches this maximum, an error message is displayed and items must be deleted from the user's Wastebasket folder before any new mail items can be read.



d.	 Frequency. OFFICE Administrators will run the Housekeeping function ONCE EVERY WEEK on a regular basis.  Weekly Housekeeping will ensure that limited disk resources are made available for other system applications.  Users should be advised of the frequency and time of the purge so that any needed mail items can be printed or copied to WP documents prior to deletion.



e.	Running The Purge



(1)	The following steps should be followed to perform the Housekeeping function:



(a)	Verify that no other users are running OFFICE; it is RECOMMENDED that the purge be run  when logons are inhibited.



(b)	From the Wang OFFICE Administrative Functions Menu, select (Other:) Housekeeping.



(c)	When the Purge Records Menu appears, mark ALL record types (mail, confirmations, calendars, reminders, correspondence log) with an "X."



(d)	Press PF8 (Purge) to begin the purge.



(e)	When the purge is complete, print the Mail-Item Purge Report and the Correspondence Purge  Report.  These reports are named HSKPXXXX, where XXXX is a unique sequence number assigned by the system and are located in the OFFICE Administrator's (or designates) default print library and volume.  The Mail Item Purge Report will be sorted by user and lists the names of all mail items deleted from that user and the date each item was sent.  The Correspondence Purge Report will list the users' name, correspondence log name and the number of entries deleted from each user's log.  These reports will be disposed of in accordance with RCS VB-1, part I, item 13-052.400.



(2)	When correspondence records are purged, all correspondence whose retention period has expired is moved to an archive file (RES0012 in WOLIB); if needed, a user's records from this archive file can be reactivated by selecting Correspondence Log from the Wang OFFICE Administrative Functions Menu and retrieving from archives (Refer to ch. 17 of the VS OFFICE Administrator's Guide for detailed instructions for "Retrieving User Correspondence Records.") The archive file RES0012 should be deleted from the system at least once a month.



f.	 @WOINFO@ Reorganization.  After the Housekeeping program has been executed, the background task $HSKPING$ will no longer be listed in the procedure Queue.  There are three files that must be reorganized; @WOINFO@, LCBUFFER and TCBUFFER.  One way to accomplish this is to use OFFREORG in SYSPROC on S1.  This procedure should be run when no users are logged on the system.



g.	 WOWORK Library.  OFFICE software automatically creates library WOWORK on the OFFICE

 volume.  This library should be deleted from the system at least once a week to free the disk space.
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10.27	OFFICE FILE RECOVERY PROCEDURES



a.	 In the event of a system crash, the OFFICE Administrator should perform the Directory and OFFICE file recovery procedures outlined below once the system is IPLed and prior to allowing logons to the system.  The OFFICE software is designed to perform automatic recovery of data files that may have been open at the time of a system malfunction.  This section also includes manual recovery procedures for these files; manual recovery of files will be necessary only in instances in which the automatic recovery process was canceled before normal termination.  For files associated with individual OFFICE users (such as Correspondence Logs and Info Card files), the automatic recovery process will not be performed until the user tries to access the individual file.  Manual recovery of these files will only be necessary if the user cancels out of the automatic recovery process prior to normal termination.



b.	Directory.  As is standard with any IPL (Initial Program Load), ensure that the program WSNREORG is run.  WSNREORG performs the following:



(1)	 Reorganizes the Directory File and creates a duplicate on-line backup copy named @DIRECT@ in the WSNREORG library.



(2)	Reorganizes the Directory Synchronization File and creates an on-line backup copy named @DIRSYN@ in the WSNREORG library.  Any problems encountered during the WSNREORG procedure, following a system crash, should be reported to the VBA Network Coordinator.



c.	 After running WSNREORG, the OFFICE Administrator should run the program OFFICE to invoke automatic recovery of the files identified below.  DO NOT CANCEL out of the recovery process before normal termination.  Such action will require manual recovery of the above files.  To eliminate the chance that a user might begin the automatic recovery process by accessing OFFICE (and then cancel out of the automatic recovery process), the OFFICE program must be run by the OFFICE Administrator before allowing user logons.



d.	OFFICE Files. When the first user accesses OFFICE, automatic recovery of the following files will be invoked.



(1)	@ WOINFO @ (Wang OFFICE main database file).



(2)	TCBUFFER (Network mail queue file).



(3)	LCBUFFER (Local mail queue file).



(4)	LISTS (Wang OFFICE distribution list file).



NOTE.- DO NOT CANCEL out of the recovery process before normal termination.  Such action will require manual recovery of the above files.  The instructions outlined below for manual recovery (running COPY with the REORG option set to YES) must be used for the two "In Progress "files identified above.



e.	When the automatic recovery of the above files does not run to completion, the first user that executes the OFFICE program will receive a message that the data file cannot be found because OFFICE is attempting to access a partially reorganized file.  If this occurs, the OFFICE Administrator must perform the following steps to manually complete the recovery process:



(1)	Identify the file that was being recovered when the automatic recovery process was canceled.



(2)	Run the program COPY with the REORG option set to "YES" and copy the "In Progress" file to the actual file location (i.e., @WOINFO@, TCBUFFER, LCBUFFER, LISTS).  The "In Progress" file is the temporary file created during the automatic recovery (reorganization) process.



(3)	The "In Progress" file names for the Wang OFFICE files follow.
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(a)	 @WOINFO@ (Wang OFFICE main database Me).  The "In Progress" file is called $$WOINFO@ and is located in WOLIB on VI.



(b)	TCBUFFER (Network mail queue Me).  The "In Progress" file is called TCBUFFER$$ and is located in WOLIB on VI.



(c)	LCBUFFER (Local mail queue file).The "In Progress" file is called $$BUFFER and is located in WOLIB on V1.



(d)	LISTS (Wang OFFICE distribution list Me). The "In Progress" file is called $$STS and is located in WOLIB on VI.



f.	Calendar scheduling.  The first user to access the Schedule Meeting or Calendar Schedule Maintenance function from the User Administration Menu of OFFICE will invoke automatic recovery if one of the following files was not properly closed before the system crash.



(1)	SCHDFILE (in Library SCHEDLIB on S1). The "In Progress" file name for this file is $$HDFILE.



(2)	MTGFILE (in SCHEDLIB on S1). The "In Progress" file name for this file is $$GFILE.



g.	Correspondence Tracking.  The first user to access his/her Correspondence Log will invoke automatic recovery of his/her own Correspondence Log file only.  Users should be advised not to cancel out of this recovery process before normal termination.  Correspondence Tracking Log files are stored in the WOLIB library in the following format: COR##### where ###### maps to the Network User ID (as defined by the OFFICE Directory) of the individual who created the Correspondence Log.  If manual recovery of a Correspondence Log File is required, follow the same procedure (COPY with REORG = YES) discussed in paragraph 10.27e.; the "In Progress" files for Correspondence Logs will be named $$R#####.



h.	Info Cards.  The first user to access his/her Info Card will invoke automatic recovery of only his/her own Info Card file.  Users should be advised not to cancel out of this recovery process before normal termination.  Correspondence Tracking Log files are stored in the WOLIB library in the following format: INF##### where ###### maps to the Network User ID (as defined by the OFFICE Directory) of the individual who created the Info Card.  If manual recovery of a Correspondence Log File is required, follow the same procedure (COPY with REORG = YES) discussed in paragraph 10.27e; the "In Progress" files for Info Cards will be named $$F#####.



i.	Disaster Recovery Instructions.  If the Directory is ever damaged and needs to be restored from backup, the following files and libraries should be restored as a complete set to maintain VS OFFICE and VS Directory Services database consistency:



Office files:

ENVLIB-VS Office Envelope library

@ WOCTL@ -VS Office Control File library

@WOINFO@ -VS Office Database file

LISTS-VS Office Distribution Lists file

LCBUFFER-Local Delivery Buffer file

RTELISTS-VS Office Route Lists

TCBUFFER -Network Delivery Buffer file

Info Card files (INFxxxxx)

Correspondence Log files (CORxxxxx)

VS Office WP Plus External Reference Libraries

SFACT -Store and Forward Activity file 

WOMENUS- VS Office Menus 

WOSECFIL-VS Office Menus Security file
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VS Directory Files

	@ DIRECT@ -VS Directory Services Control file

	@DIRSYN@ -VS Directory Synchronization update file 

	SCHEDLIB- Meeting Scheduling Database library



10.28	PROTOTYPE MENUS



a.	 To assist OFFICE Administrators with the implementation of OFFICE, a set of prototype menus has been developed.  These are basic menus that may meet the needs of groups of users at each station.  It is anticipated that OFFICE Administrators will want to make changes to meet the needs of individual users.  These menus may be used and modified at the discretion of the OFFICE Administrator.  The menus have been installed in the WOMENUS file in library WOLIB and are accessed through the Modify Menu selection from the OFFICE Administrative Functions Menu.  The Modify Menu Selection is proceduralized and automatically accesses the WOMENUS file in library WOLIB, when Menu Definition Maintenance is selected for the AMU Record Type Selection Screen (fig. 10-23).



b.	Four start menus are provided for different categories of users; additional menus are for data management and network administration.  These menus incorporate the optional software and training packages that have been installed to VBA systems and can be utilized to provide a consistent user interface to the VS through OFFICE.  OFFICE Administrators should modify the prototype menus and/or create new menus to include any local applications or procedures.  The AMU User's Reference and appendix B of the VS OFFICE Administrator's Guide (Release 2.05) provide instructions for menu modification and creation.



c.	Start Menus



(1)	The following menus are prototype start menus in the Directory file for OFFICE users (see par. 10.05f):



Menu Name	Description	Figure



USER	VBA OFFICE User Menu	Figure 10-21

MGT	VBA Management Menu	Figure 10-22

DATMGT	VBA Data Management User Menu	Figure 10-23

SA	VBA System Administrator Menu	Figure 10-24



(2)	 The OFFICE Administrator should review the menu selections to determine the appropriate start menu for a user.  A brief description of the functions provided with each menu is included prior to the menu display.  Recommendations identifying users for each of the four start menus are provided.



(3)	There will be individuals that need minor modifications made to the basic start menu.  It is easier to modify one of the start menus by deleting some of the menu picks than to create an entirely new menu.  It is important that users only be given access to those features of OFFICE that they need to do their job.  Since all users do not need all the features of OFFICE, it is imperative that system resources be carefully managed and monitored.



(4)	 Standard Menu Selections.  The following OFFICE and system programs have been included for users on each of the prototype start menus:



Menu Selection	Function



Mail	Provides access to the OFFICE Electronic Mail Menu I send and view mail, Bulletin 	Boards, Distribution Lists).



Folders	Provides access to the user's folder index, mailbox, wastebasket folders, and other 

	folders that have been created.



Calendar	Provides access to the user's daily, weekly, and monthly calendars.
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Menu Selection		Function



Schedule Meeting	Allows users to select and schedule local OFFICE users, equipment and 

			conference rooms for meetings.



Word Processing		Provides access to all WP functions and utilities.



User Administration	Allows users to control the appearance of Mail  folders and calendars and 

			determine who can access their mail items, folders, calendars, Info Cards and 

			Correspondence Logs.



Wang OFFICE		Provides access to the Mentor CBT interactive training module and

User Training		reference manual for Wang OFFICE users.



Mentor VS System	Provides access to the CBT interactive training modules for VS system

Training		operations, utilities and WP.



(5)	User Start Menu



(a)	The User Start Menu Figure 10-21 limits user access to electronic mail, calendar, meeting scheduling, and user administration functions.  Access to the applications which utilize significant disk storage (Info Cards and  Correspondence Logs) are not on this menu.



(b)	It is recommended that the User Start Menu be designated as the OFFICE start menu for non-managerial employees, trainees and any individual users that have a need for the menu picks included.



VBA Wang OFFICE 2.0	Friday 12/05/86  10:07 am	Workstation 091*



Hello:  VBA User	    Please Position Cursor and Press (RETURN)



	*  Electronic Mail

	*  Folders

	*  Calendar

	*  Schedule Meeting



	*  Word Processing



	*  User Administration

	*  Wang Office Training

	*  VS Systems Training



	*  Exit from Wang Office



PF9 - WP	PF10-Read Mail	PF11-Send Memo	PF12-Send Phone Message



Figure 10-21.  User Start Menu
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(6)	MGT (Management) Start Menu



(a)	The MGT Start Menu, Figure 10-22 provides access to all OFFICE functions, including Info Cards and Correspondence Logs.  Additionally, menu selections for the List Management and 20/20 Spreadsheet applications are included.



(b)	It is recommended that the MGT Start Menu be designated as the OFFICE start menu for the Director and his/her staff, Divisions Chiefs, Assistant Division Chiefs and their secretaries.



VBA Wang OFFICE 2.0	Friday 12/05/86  10:08 am	Workstation 091*



Hello:  VBA Manager	      Please Position Cursor and Press (RETURN)*



	*  Electronic Mail

	*  Calendar

	*  Info Cards

	*  Schedule Meeting

	*  Folders

	*  Correspondence Log



	*  Word Processing

	*  List Management

	*  2020 Spreadsheet



	*  User Administration 

	*  Wang Office Training

	*  VS Systems Training



	*  Exit from Wang Office





PF9-WP	PF10-Read Mail	PF11-Send Memo	PF12-Send Phone Message



Figure 10-22.  MGT Start Menu



(7)	DATMGT (Data Management) Start Menu



(a)	The DATMGT Start Menu, Figure 10-23 provides access to all Wang OFFICE functions, including Info Cards and Correspondence Logs.  Additionally, menu selections for the List Management and 20/20 Spreadsheet applications are included.  The Systems Utilities section provides access to: Display, Editor, Transfer, RLOGON (Remote Logon) (@ATTACH@).  The Run Program menu selection will access the OFFICE Run Program or Procedure screen and eliminates the need to return to the Command Processor.  The DATMGT Menu selection provides access to the DATMGT Utilities Menu (fig. 10-25.)



(b)	It is recommended that the DATMGT Start Menu be designated as the OFFICE start menu for employees that will be developing applications and those that need Remote Logon and File Transfer capabilities.  The Function Key assignments for the DATMGT User category should be assigned to DATMGT users (see par. 10.29 for instructions on assigning Function Keys).  The assignment of the DATMGT Function Keys to these users provides access to the Run Program or Procedure Screen with PF1.  Once again, it is important that any features that the user does not need should be deleted from their menu.
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VBA Wang OFFICE 2.0	Friday  12/05/86  10:08 am	Workstation 091



Hello:  VBA Data Mgt. User	Please Position Cursor and Press (RETURN)



Wang Office Functions	System Utilities

Electronic Mail	Run Program

Calendar	Display

Info Cards	Editor

Schedule Meeting	Transfer File or Document

Folders	Logon to Remote System

Correspondence Log	Data Management Menu



Administrative Functions	Applications

User Administration	Word Processing

Wang Office Training	2020 Spreadsheet

VS Systems Training	List Management



Command Processor	Command Processor



PF9-WP	PF10-Read Mail	PF11-Send Memo	PF12-Send Phone Message





Figure 10-23.  DATMGT Start Menu



(8)	SA (Systems Administrators) Start Menu



(a)	The SA Start Menu, Figure 10-24 provides access to all OFFICE functions (including Administrative  Functions) and the List Management and 20/20 Spreadsheet  applications.  The Systems and Network Functions provide access to the Display and Editor programs, the OFFICE Run Program or Procedure screen, the Data Management Utilities Menu (fig. 10-23) and the Network Administration Menu (fig. 10-24).



VBA Wang OFFICE 2.0	Friday 12/05/86  10:08 am	Workstation 091



Hello:  VBA Systems Administrator	Please Position Cursor and Press (RETURN)



Wang Office Functions	System & Network Functions

Electronic Mail	VS System Training

Calendar	Data Management Menu

Info Cards	Run Program or Procedure

Schedule Meeting	Display

Folders	Editor

Correspondence Log	



Administrative Functions	Applications

User Administration	Word Processing

Administrative Functions	2020 Spreadsheet

Wang Office Training	List Management



Command Processor	Command Processor



PF9-WP	PF10-Read Mail	PF11-Send Memo	PF12-Send Phone Message



Figure 10-24.  SA Start Menu
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(b)	Users with the SA Start Menu designated as the OFFICE Start Menu should be assigned the Function Key assignments for the DATMGT User category (see par. 10.29 for instructions on assigning Function Keys).



(c)	It is recommended that the SA Start Menu be designated as the OFFICE Start Menu for the following VBA personnel: VBA Node Administrators (and the designated backups) and to User IDs NWA, N01, and N02.  Since the SA Start Menu provides access to both OFFICE and Network administrative functions, access to other users should be restricted.



d.	Utility Menus



(1)	The following menus have been developed for use as menu selections on the start menus.





Menu Name	Description				Figure��DATA		Data Management Utilities		Figure 10-25�NETWRK	Network Administrative Functions		Figure 10-26





(2)	DATA Menu.  The Data Menu, Figure 10-25 is accessed from both the DATMGT Start Menu Figure 10-23 and SA Start Menu, Figure 10-24.  This menu is intended for users who are familiar with the following VS utilities and programs: Copy, Display, Editor, Control, Data entry, EZFORMAT, Inquiry and Report.  Access to the OFFICE Run Program or Procedure screen is also provided from this menu.



VBA Wang OFFICE 2.0	Friday 12/05/86  10:07 am	Workstation 091



Hello:  VBA Data Mgt. User	Please Position Cursor and Press (RETURN)



	DATA MANAGEMENT UTILITIES



Run Program or Procedures



Control Utility

Data Entry Utility

EZFORMAT Utility

Inquiry Utility

Report Utility



Copy Utility

Display Utility

Editor



Return to Previous Menu



PF9-WP	PF10-Read Mail	PF11-Send Memo	PF12-Send Phone Message



10-25.  DATA Menu
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(3)	 NETWRK (Network) Menu.  The NETWRK Menu Figure 10-26 may only be accessed from the SA Start Menu Figure 10-24 and is intended for the sole use of Node Administrators (and backups) and Network Administrators.  Network functions include the TRANSFER, @ATTACH@, and RLOGON programs as well as the XFERMANY UserAid. (These programs are described in detail in ch. 2.) Access to the Network Monitor program (CNSMGR) and the Network Configuration Utility (CNFGAID) and Editor (WSNEDIT) is also on this menu.



VBA Wang OFFICE 2.0	Friday 12/05/86  10:07 am	Workstation 091



Hello:  VBA Data Mgt. User	Please Position Cursor and Press (RETURN)



NETWORK ADMINISTRATION FUNCTIONS



Logon to Remote System (@ATTACH@)

Multihop Logon to Remote Systems (7.10 Required)



Transfer File or Document

Transfer Multiples File or Libraries



WSN Network Monitor

WSN Configuration Utility

WSN Communications File Editor



Return to Previous Menu



PF9-WP	PF10-Read Mail	PF11-Send Memo	PF12-Send Phone Message



10-26.  NETWRK Menu



10.29	FUNCTION KEYS



a.	In OFFICE the assignment of programs, procedures and OFFICE functions to PF keys is performed via AMU.  With OFFICE, function keys can be globally assigned to all OFFICE menus.  Global function key assignments are stored in the WOSECFIL file in library WOLIB and are accessed through the Modify Menu selection from the OFFICE Administrative Functions Menu.  Additional information may be found in the VS OFFICE Administrator's Guide Release 2.0, appendix B, and AMU User's Reference.  The WOSECFIL file in WOLIB is automatically accessed when Functions Keys Maintenance is re-selected from the AMU Record Type Selection Screen, Figure 10-27.



b.	Starting with Wang OFFICE release 2.05, System Administrators have the option of assigning (non-global) function keys to individual Wang OFFICE menus.  Non-global function key assignments override the global function key assignments described in paragraph 10.29. Detailed instructions for creating and modifying function key menus are provided in the AMU Users Reference.



c. Default (Global) Function Key at.  The function key assignments identified below for User @ @ @  "  are the default PF keys for VBA OFFICE users.  The Default PF key assignments (User " @ @ @ ") have been modified from the OFFICE standard default to correspond to the VBA prototype menus presented in paragraph 10.28 of this chapter.  The < RUN > keyword (which provides access to the OFFICE Run Program or Procedure screen) has been removed 
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from the "@ @ @" User since most VBA OFFICE users will not require access to this function from an OFFICE menu.  All OFFICE users who are not associated with a specific set of function keys by their User Ili will (by default) be able to access the OFFICE and system programs with the PF Keys listed below:



PF KEY	KEYWORD/PROGRAM	WANG OFFICE or SYSTEM FUNCTION��3	FOLDER	Access Folders�5	PACK	Create Package�6	CALDAY	Access Daily Calendar��9	WP	Word Processing�10	MAIL	Access Mailbox�11	MEMO	Send Menu�12	PHNMSG	Send Phone Message��13	<SHOWPF>	Display PF Keys and Functions�17	<START>	Return to Start Menu







d.	Non-Default (Global) Function Keys



(1)	 A special non-default set of function keys has been developed for OFFICE users SA and DATMGT Users) who have been assigned either the DATMGT or SA Start Menus in the Directory.  The non-default function key set for DATMGT users and SA has been stored under the "DM" User in the WOSECFIL file in library WOLIB.  The programs and OFFICE functions provided with this set include all of those available to the default User " @ @ @ "; however, this set also provides access to the OFFICE Run Program or Procedure Screen with PF1.  Assignment of non-default function keys to OFFICE users is accomplished by associating each User ID with the non-default function key set (detailed instructions for assigning the non-default function key set to DATMGT and SA are provided in par. 10.29d). The programs and OFFICE functions that can be accessed with the non-default PF key are:





PF KEY	KEYWORD/PROGRAM	WANG OFFICE or SYSTEM FUNCTION��1	<RUN>	Run Program or Procedure��3	FOLDER	Access Folders�5	PACK	Create Package�6	CALDAY	Access Daily Calendar��9	WP	Word Processing�10	MAIL	Access Mailbox�11	MEMO	Send Memo�12	PHNMSG	Send Phone Message��PF KEY	KEYWORD/PROGRAM	WANG OFFICE or SYSTEM FUNCTION��13	<SHOWPF>	Display PF Keys and Functions�17	<START>	Return to Start Menu
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(2)	Instruction for Assigning the Non-Default Function Keys.  The assignment of non-default function keys (User "DM") to DATMGT Users and SA must be completed for each User ID.  To assign the non-default function key set to a User ID, the OFFICE Administrator must:



(a)	From the OFFICE Administrative Functions Menu, select Modify Menus.  The AMU Record Type Selection Screen, Figure 10-27 is displayed.  Select Function Keys Maintenance and press ENTER.



	Wang Office Menu Environment Maintenance	AMUEM0001

Version 02.05.00 - ( C) Copyright Wang 1988



Record Type Selection



	                                      Position Cursor to Desired Function and Press (RETURN)	To Exit:

		PFKEY 16



	- Menu Definition Maintenance

	- Function Keys Maintenance

	- User Definition Maintenance



Figure 10-27.  AMU Record Type Selection Screen



(b)	When the AMU Function Keys Maintenance Screen, Figure 10-28 appears, select Add a New User and press ENTER.  The OFFICE procedure for menu modification will be accessing the file WOSECFIL in the library WOLIB when the RETURN key is pressed.



AMU Menu Environment Maintenance

Function Keys Maintenance



To Exit:              Position Cursor to Desired Function and Press (RETURN)	To Quit:

	PFKEY 32



	*  Add a New User

	-  Maintain an Existing User

	-  Display List of All Users



Figure 10-28.  AMU Function Keys Maintenance Screen



(c)	Enter the User ID in the "Add User ID" field on the lower half of the AMU Function Keys Maintenance Add User Screen, Figure 10-29.  The User ID must match the User ID(s) specified in the OFFICE Directory File.  Enter "DM" in the "Default From the Record for User" field and press the RETURN key.
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	AMU Menu Environment Maintenance	AMUEM200

	Function Keys Maintenance



To Exit:          Position Cursor to Desired Function and Press (RETURN)	To Quit:

PFKEY 16		PF KEY 32



	* Add A New User

	-  Maintain an Existing User

	-  Display List of All Users



Specify the User to the Added and Press (RETURN)



Add User ID J52 - Default From the Record for User DM



	or Select:  - Cancel Request and Respecify Function

�

Figure l0-29.  AMU Function Keys Maintenance Add User Screen





(d)	When the User Maintenance Add Mode Screen Figure 10-30 is displayed, press ENTER to write the DATMGT User or SA user record to the WOSECFIL file.  On this screen, PF Key assignments (for PF keys 8, 14, 15, and 18-31 only) can be added by specifying the Program or Procedure name in the FUNCTION field next to the PF Key.  If the Program or Procedure being assigned to the PF Key is not located in the library @SYSTEM@ on the system volume, the LIBRARY and VOLUME fields must also be completed.



	VS OFFICE Function Keys Maintenance	AMUES2111

	User Maintenance	Add Mode



User ID J52	Use Function Keys for User ___



PF	FUNCTION	LIBRARY	VOLUME	PF	FUNCTION	LIBRARY	VOLUME

01	<RUN>***	********	********	17	<START>*	********	********

02	‘MEMO’**	********	********	18	********	********	********

03	‘FOLDER’	********	********	19	********	********	********

04	‘MAIL’**	********	********	20	********	********	********

05	‘PACK’**	********	********	21	********	********	********

06	‘CALDAY’	********	********	22	********	********	********

07	‘PHNMSG’	********	********	23	********	********	********

08	********	********	********	24	********	********	********

09	WP*****	********	********	25	********	********	********

10	‘MAIL’**	********	********	26	********	********	********

11	‘MEMO;**	********	********	27	********	********	********

12	‘PHNMSG’	********	********	28	********	********	********

13	<SHOWPF>	********	********	29	********	********	********

14	********	********	********	30	********	********	********

15	********	********	********	31	********	********	********



Enter Data as Required and Press (RETURN) to Add User or Select: 

	13-Help	16-Exit



Figure 10-30.  User Maintenance Add Mode Screen
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Program or Procedure being assigned to the PF Key is not located in the library @SYSTEM@ on the system volume, the LIBRARY and VOLUME fields must also be completed.



(e)	Repeat steps in subparagraphs (a) through (d) for each OFFICE user (DATMGT Users and SA) who will be allowed access to the Run Program or Procedure Screen from an OFFICE menu.



10.30 NETWORK MANAGEMENT LOGON IDs AND DIRECTORY RECORD



Three Logon IDs are needed for Central Office: NWA, N01 and N02.  Refer to paragraph 4.04 a(5).  Only one OFFICE record will be required for VA Central Office.  The three IDs will share the NETWORK Directory record (fig. 10-31).  All three Logon IDs need to have Administrative Rights to Directory Services, Wang OFFICE, and Network Services.  Granting these Administrative Rights is done on the Directory-Administrative Information Screen.  See Figure 10-32.



NOTE.- In sites with multiple systems, the SA User ID should be added as a fourth logon ID for this record.  This will prevent the SA from being listed multiple times in the Wang OFFICE Directory.



*************************************************************************************



User Information 	Thursday	06/15/89  10:54 am



Last Name	NETWORK****************	Organization	VBA BOSTON

First Name	301DVB01	Location	FTS 333-5555

User Type	Person (Distribution)	Job Description	NWA 301DVB01



	Logon Ids	Display Name

	NWA  N01  N02	Network Admin 301DVB01



	User Id		Network Address

	00010  00001  00283  00939	 	Area 00010        Node 00001



Additional Names:	Telephone:

	Middle		1.  _____________________________

	Alias		2.  _____________________________

	Other

		Calendar Scheduling	X  Yes         __ No

(RETURN) Save			(13)  Instructions

				(14)  Select Org.

				(16)  Exit

Figure 10-31.  User Information Screen



10-50

�March 12, 1990                                   					M20-4, Part II

									Change 1





Administrative Information	Thursday	06/15/89   10:56 am



Last Name	NETWORK	Organization 	VBA BOSTON

First Name	Network Admin 301DVB01	Location 	FTS 333-5555

User Type	Person (Distributed)	Job Description	NWA 301DVB01



Special rights for Wang Office:



	Menu customization	X  Yes	No

	VS OFFICE screens file	SCREENS

	Priority threshold	     Low	Normal	High	X  Immediate

	Send emergency messages	X Yes	No

	Query remote systems	X Yes	No

	Traveling user access	X Yes	No



Administrative rights for:

	Directory Services	X Yes	No

	Wang OFFICE	X Yes	No

	Network Services	X Yes	No



(RETURN) Save		(9)  Clear Password	(13)  Instructions

						(16)  Exit



Figure 10-32.  Directory-Administrative Information Screen



10.31	ORGANIZATIONAL MAILBOXES



a.	Electronic mail introduced a new mode of mail delivery for VA.  OFFICE users must, however, follow the formal Delegations of Authority and procedures for signature of official mail.  All official mail should be sent and received by the appropriate levels of management.  Organizational Mailboxes are tools that can be used to send and receive the bulk of the official mail throughout VBA.  Mail sent to and from an Organizational Mailbox is official.  Only employees authorized by the responsible manager will have access to the Organizational Mailbox designated for their office.



b.	  Use of Organizational Mailboxes



(1)	Organizational Mailboxes have been added to the OASIS Network nodes to facilitate the directing of electronic mail to a single office without requiring a specific manager to read and redirect all the mail received.  The Organizational Mailbox will enable managers to delegate receipt of official electronic mail to member(s) of their staff.  Mail classifications are General, Limited and Confidential.  Employee(s) can be given different levels of access to each of the three classifications; i.e., Read, Print, Delete, Copy, Acknowledge, Reply and/or Forward.



(2)	Mail items sent "Certified" must be opened and read first by the intended recipient.  Certified mail to the Organizational Mailbox must therefore, be read by an individual logged on the system with the User ID that owns the Organizational Mailbox.  After the item is read by the recipient, it can then be read by anyone else with rights to that user's mail.



(3)	The VS OFFICE Users Guide, the VS OFFICE Administrator's Guide and the on-line training package should be used for reference and training purposes.  Detailed information can be found on granting all types of access to users as well as accessing another user's mail items (in this instance the Organizational Mailboxes items).



c.	Mail items that should go directly to the attention of the individual manager can be sent to the manager's individual OFFICE record (the one with his/her name) instead of the Organizational Mailbox.
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d.	Organizational Mailboxes will exist for the following VBA elements:



(1)	Central Office -Offices of all Staff and Service Directors as well as the Deputy Chief Benefits Directors.



(2)	Field Stations- Office of the Director.



e.	Establishment of Organizational mailboxes.



(1)	VBA program areas can authorize additional organizational mailboxes to be established in all VBA systems.  Instructions for their use must be published and the Deputy Chief Benefits Director for ADP Systems Management (202)must concur prior to implementation.



(2)	Organizational Mailboxes for Division Chiefs are optional. If the volume of official mail to and from a particular organization justifies an Organizational Mailbox, the Director can authorize its establishment.  It is not, however, considered necessary for all Divisions to have Organizational Mailboxes.  Each Organizational Mailbox requires space on the local system for a User ID as well as a Directory record on every system in the OASIS network.



f.	Introduction and Training.  Training will be provided to all employees responsible for sending or receiving mail to and from the Organizational Mailboxes.  All managers with Organizational Mailboxes will also be briefed.  The SA is responsible for conducting the training.  Training must cover the following subjects in detail:



(1)	Granting other users rights to mail (the Organizational Mailboxes will have to grant access rights to other users).



(2) 	Packages.



(3)	Mail Classifications.



(4)	Forwarding mail.



(5)	Copying mail to a word processing document and copying mail to a data processing file.



(6)	Viewing the History File of a mail item.



(7)	Sending or responding to mail items in the name of  the  Organizational  Mailbox.  (This  feature  will  allow  users logged on with their own User ID to send mail in the name of the Organizational Mailbox; therefore, the recipient will see that it came from the Organizational Mailbox and that the item is official mail.)



g.	Creating Organizational Mailboxes



(1)	Each Organizational Mailbox will require a User ID. The alpha character  for  that  organizational  element  should be used; i.e., The Director's Office uses "A."



(2)	An OFFICE Directory record must also be created. Standards for these entries and samples are provided below:



(a)	Lam Name Field (for the Director's Office). This field must begin with the word MAIL, in capital letters,  followed by a space and the organizational abbreviation "VBA" in capital letters, plus another space followed by the first 5 characters of the station name; e.g., San Francisco would be "SANFR" (Central Office will not use the five character alpha abbreviation.)
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(b)	Log Name Field (for Division Chiefs Office).  This field must begin with the word MAIL, in capital letters, followed by a space and the organizational abbreviation "VBA" in capital letters, plus another space followed by the first five characters of the station name followed by a slash and the routing symbol. (Central Office will not use the station number.)



(c)	First Name Field.  This field will contain the same information as the Last Name and Display Name Fields, in the Same format.  If the entire display name does not fit in the first name field, put in as much as possible, truncating the rest.



(d)	Display Name Field.  This field will contain the same information as the Last Name and First Name Fields, in the same format.



(e)	Organization and Location Fields. These fields do not deviate from the VBA standards.



(f)	 Job Description Field.  This field will contain the station number followed by a slash and the routing symbol followed by a space and then the title of the manager. (VBA VA Central Office records will not contain the station number.)



NOTE.-  Directory access to Organizational Mailboxes may vary with future releases of Wang OFFICE.



Corporate Directory: People	Friday 	05/22/87   08:31 am





     Name	Organization	Location			Job Description�MAIL VBA  201	VBA VACO	FTS  373-3333		201 Mail�MAIL VBA  202	VBA VACO	FTS  373-4444		202 Mail�MAIL VBA  PHILA	VBA PHILADELPHIA	FTS  486-0002		310/00 Mail�MAIL VBA  WILMI	VBA WILMINGTON	FTS  888-7777		460/00 Mail�MAIL VBA  WILMI/21 	VBA WILMINGTON	FTS  999-9999		460/21 Mail�MAIL VBA  SANFR/21 	VBA SANFRANCISCO 	FTS  333-4444		343/21 Mail�MAIL VBA  AUSTI/202D4 	VBA AUSTIN	FTS  111-1111		200/202D4 Mail



Figure 10-33.  Sample Organizational Mailbox Records



10.32	SENDING OFFICLAL MAIL TO AND FROM AN ORGANIZATIONAL MAILBOX



a.	 Package. Mail items sent via Wang OFFICE should have a cover memo; therefore, an OFFICE package will be created.  The cover memo will describe the word processing document that is the official correspondence.  This will make the electronic mail package complete and assure the recipient that the item is official mail.



b.	 Cover Memo.  An OFFICE memo will be created and serve as a transmittal memo for official correspondence.  The OFFICE memo will include the date of the correspondence, the subject, and the name of the signer.  This requirement can be waived by the Director for mail that is sent and received by elements within the same local station.



c.	Correspondence.  The correspondence being sent via OFFICE will in most instances be a WP document.  After the paper copy of the correspondence is dated and signed, the document on the Wang system should be edited to include the date and the name of the signer.  The signer will be inserted above the signature block; i.e., "Signed by (name)."



10-53

�M20-4, Part II                                                                                                	March 12,1990 

									Change 1





The concurrence line should also be deleted prior to sending to the addressee.  This copy of the document will be included in the OFFICE package.



d.	 Distribution and Receipt of Official Man.  In most instances official mail should be sent to and from the Organizational Mailboxes.  Managers will delegate responsibility for mail receipt and distribution to member(s) of their staff.  Official mail can also be sent to and from the individual manager's OFFICE record.



10.33	MS DOS SUPPORT FOR PCs



a.	 Enhanced Logon allows a Wang PC/APC with Basic Support Services and a WSN connection to the VS to remotely copy a Wang PC IWP (Integrated Word Processing) document to the VS for inclusion in a package.  When receiving a package with a document, the Wang PC/APC user can then copy the document down to his/her system via Copy to Remote System within the mail function.



b.	Xmodem support is available for PCs (Wang and non-Wang) running asynchronous 21 10 emulation on the VS to include files from the PCs local disk in a VS OFFICE mail package. (The PC is configured on the VS as a 2110 workstation).  To do this, the PC must have file transfer software that is Xmodem compatible.  When in VS OFFICE package creation, the user can select "PC File via Xmodem Transfer," then provide the file name, suspend the 2110 emulation, and do the Xmodem transfer.  The transfer takes the file from the PC's disk and places it into the VS OFFICE mail package.  The user then restarts the 21 10 emulation to complete the addressing of the package and send it. When it arrives at its destination, the package is labeled as having an MS-DOS file.  This file can then be copied down to the receiving PC via the mail "External Copy- Copy to PC via XModem Transfer" facility.



(1)	Although the PC file is not view able or printable from the VS OFFICE mailbox, the PC file is not altered in transit, and can be used by the same application that created it.  For instance, if a LOTUS 1-2-3 file was transferred, the file can be edited in LOTUS 1-2-3 after it has been copied down to the receiving PC.



(2)	Only PC files that are located on the PC can be transferred.  This feature does not support V-disk files.  Also, should the user choose this method to transfer a PC document, there is no automatic translation of that document format.  It will be treated as the other MS-DOS files.



10.34	EMERGENCY MESSAGES



a.	The use of emergency messages is not authorized.  The only exceptions will be on a per incident basis.  The decision to use emergency messages will be made by station Directors or the VA Central Office program Director level or above.  Use of emergency messages will be coordinated by the local SA.  The SA can provide access to send emergency messages and once the action takes place, remove the capability from the user's office record.



b.	 Emergency messages must only be used during emergencies.  In a networked system, sending emergency messages requests an immediate session to the destination system, if one is not in progress. (If a session is in progress, the request interrupts the session to send the emergency mail item.  It should be noted that all local mail (on one system) is delivered immediately; therefore, most station Directors will never need to use emergency messages.
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