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It is recommended that this process be conducted at the beginning of the user's day, prior to running any other aplications that may conflict with ACS and/or Word.  Furthermore, the download of data from ACS, the reformatting of this data, and the import of that data into the PSR Request application MUST all be completed on the same PC.
· The user must first log onto ACS in order to retrieve calendar information.  This is accomplished by double clicking on that shortcut on your desktop that connects to ACS.


· After a brief wait, while Glink connects to the system, the user will be required to log in.  A PERSONAL ID and corresponding PASSWORD must be typed in to gain access to ACS.

· When the user has gained access to the main menu, pressing the F-6 key will allow all menu selections to be bypassed.  The module that the user shall request is “CS2000”.  Type this on the appropriate line. 
· Depress <enter>.


· Doing so will bring the user to that screen in which the judicial officer's calendar is displayed and downloaded.  
· The user must enter, at a minimum, the desired calendar name. (i.e. CRJ22)  If the date field is left blank, the default calendar retrieved is for the current date.  If a date is entered, the format must be mm/dd/yyyy.  (Slashes, not dashes, are used to separate characters.) 
· Additional criteria, such as time range and event code, may be entered.  
· Depress <enter>.

· The resulting screen will display the requested calendar.

· The user shall now depress the F-12 key to download this data to the local PC.  
· Next displayed will be a dialog box asking the user to name the file to be saved.  The file name must always be “C:\CAL”.  


· When prompted that doing so will overwrite the existing file, click on “OK”.


· Depressing the F-2 key will exit ACS. 
· The user shall now open that Word document that is utilized to format the 'CAL' file prior to importing it into Access.  This is accomplished by clicking on that shortcut labeled “Format Import” that resides on the desktop.


· Before Word can open the user must answer a dialog box asking whether or not the document's macros should be enabled or disabled.  The macros must be enabled in order for the procedure to work properly.


· When Word opens the user shall follow the instructions to click on the Happy Face.  
· Word will format the necessary file and close.

· The user shall now open the PRS Request application by clicking on the “PSR_Prod” shortcut.

· From the main menu, the user shall click on that button labeled “Import Calendar”.


· Doing so will make available all calendar information from within the working database.  
· The user may now proceed to Enter Case Information by clicking on that button labeled “Open Data Entry Form”. 
Exception:
An important exception to the smooth working of the above process has been discovered.  If the calendar that is being processed contains “Blocked Time” there will be unexpected error messages generated by the system that the user must answer in order for the process to execute successfully.
At the time that the user clicks on the button labeled “Import Calendar”, a dialog box will appear stating that the application was unable to append all data to the table.  The user will be asked if he/she wishes to proceed anyway.  Answer “Yes”. 



This will be followed by a dialog box stating that the user is about to run an udpate query and asking if the user is sure?  Answer “Yes”. 



This will be followed by yet another dialog box informing the user how many rows of the table will be affected by executing this query.  Answer “Yes”.



Following these simple guidlines will ensure that all available data has been imported into the PSR application successfully. 
