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Frequently, a clerk will need to review a PSR request that has already been sent or will need only to verify that one has been sent.  The ability to find a sent record in the data entry form has been disabled in order to prevent one clerk from accidentally editing another clerk's data.  In order to accommodate this requirement, a separate form has been created in which only those records that have been previously sent are searchable.  Furthermore, the records may not be edited accidentally.  A clerk must click on a specific button before being allowed to edit a sent record. 
From the main menu, the user shall click on that button labeled “Locate Previously Sent Record”.  This will display to the user that form used to search these records.  

The main differences between this form and the initial data entry form are: 
· the button selection 
· the record navigation buttons 
· the data is not initially editable 
· the data available includes only those records that have already been sent
Button Selection
The buttons available on this form include: 
· Edit Record - Clicking on this button will allow the user to make any necessary changes to record after it has been sent to Adult Probation.  If changes are made to a record, it is suggested that a notation be included in the 'Judicial Notes' section of the form indicating what those changes are. 
· Re-Send APO Notification - Clicking on this button or typing the hotkey combination “Alt + S” will cause a dialog box to appear requesting that the user enter the last name of the defendant.  The user shall type this information in the area provided and click on “OK”.  (Clicking on Cancel will abort the APO notification process.)

Note:  This button is initially disabled.  The user must first click on that button labled 'Edit Record' to enable this button. 
· Close.  Clicking on this button, or typing the hotkey combination “Alt + L” will close this form. 
· Find Record - Clicking on this button, or typing the hotkey combination “Alt + D” will open for the user a form into which can be typed any criteria (case number, party name, etc.) for which the user wishes to search.


Having typed in this criteria, the user shall click on that button labeled “Find First” to conduct the search.  When using this method of search, it is very important that the user change the selection in the “Match” field from “Whole Field” to “Any Part of Field”.  Failure to do so will cause many, if not all, searches to return a “search item not found” message box.  Also, if searching by defendant name, the user will see the case number (if any) displayed next to the defendant name on tab one, Case Data.  This is intended to aid the user in locating the correct case for defendants with more than one case number.

If, at any time, the user wishes to abort a search he/she shall type “Ctrl + Break”. 
· Re-Print Report. - Clicking on this button, or typing the hotkey combination “Alt + P” will produce for the user a dialog box asking whether the user wishes to preview or to print the report.  If “print form” is selected, an additional report for whichever case is currently in the data entry form will be sent to the user's default printer.  If “preview form” is selected, the user may view the report for whichever case is currently in the data entry form. 
· Help. - Clicking on this link will open for the user a browser window that will display this document.
Record Navigation Buttons
The record navigation buttons allow the clerk to move from one record to the next forward or backward by clicking on the small arrows to the right and left of the record number field.  Clicking on the arrows with a bar will move the clerk to either the first (left) or the last (right) record in the recordset.

Editing Records The records displayed in this form are not initially editable.  This was done intentionally to prevent users from making changes accidentally.  Once the appropriate record has been located, if it is determined that changes are required, the user may click on that button labeled “Edit Record”.  Changes may now be made. If changes are made to a record, it is suggested that a notation be included in the 'Judicial Notes' section of the form indicating what those changes are. 
Record Set
It is important for the user to bear in mind that only those records for which APO notification has already been sent will be available to them in this form. 
 
 
 
 
