DTMS

CHAPTER 4

1. SECTION MAINTENANCE

2. USER DEFAULTS

Section Maintenance

This function allows you to add or delete a section to the database or add or remove members in a section. A message informs you when the process completes successfully or if the process fails. You can self-assign yourself to a document to work on it or self-assign yourself to a section. Only Admin and Disbursing Certifier-level ELSIGs have access to this page.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Tools menu, choose Preferences. A sub Menu displays.

3. From the sub Menu, choose Section Maintenance. The Section Maintenance page displays.

This page displays the following information:

Header

· DSSN or RUC

· Title (Section Maintenance)

Body 

· New Section

· Allow Self Assignment

· Add Section

· Members for Section 

· Allow Self Assignment

· Available Members 

· Select All

· Selected Members

· Select All

To Add a Section to the Database
1. In the New Section box, type in upper case the Section name of the unit you want to add (up to 30 characters)

2. To enable yourself to work on documents in the new section, select Allow Self-Assignment. You are assigned to work the new section documents.

3. Choose Add Section. The New Section is added to the database.

4. To add members to the section, from the Members for Section list, select the desired section you want to choose members from.

5. To enable yourself to work on the documents in the new section, Select Allow Self-Assignment. You are assigned to work on the new section documents and the members from the chosen section display in the Available Members box.

6. In the Available Members box or the Selected Members box, select the Members you want to add or delete in the section.

7. Do one of the following:

1. Choose the Greater Than or Less Than character. The selected members are added to or deleted from the section and display in the applicable member's box. 

OR

· Beneath the Available Members box or the Selected Members box, choose the applicable Select All button and then choose the Greater Than or Less Than character. The members are added to or deleted from the section and display in the applicable members box. 

8. To save your changes, choose Update Section and the section changes are updated. A message at the bottom of the page informs you if the update was successful.

To Delete a Section

1. In the Members for Section box, select the Section you want to delete. 

2. Choose Delete Section. A message prompts you to verify the deletion.

3. Choose OK. The Section is deleted from the database.

User Defaults

This function allows you to choose the section you want to display on the User Console. You must be assigned to the section you choose for it to be available to you as a user default.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Tools menu, choose Preferences. A sub Menu displays.

3. From the sub Menu, choose User Defaults. The User Defaults page displays.

The following information displays:

Header

· User name of RUC or DSSN

· Title(User Defaults)

To Update the User Defaults

1. In the Default Section box, select one or more Section you want to be the default. 

2. To move one or more sections to either Available Sections or Assigned Sections, do one of the following:

3. Choose the Less Than or Greater Than symbol.

4. Choose Select All beneath the applicable Sections box.

3. Choose Apply Updates. The changes are saved.

4. A Message informs if you the update was successful or if it failed.
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