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ScreenCam Script Outline:  ATTACHING A DOCUMENT

Objective and audience
This movie shows how to attach a document to an RPA in DCPDS. 

This is for DCPDS end users who attach documents to RPAs.

It covers:

· Attaching a document to an RPA.

· Viewing the attachment.

· Deleting the attachment.

Prerequisites:  Should already be familiar with creating and routing an RPA in DCPDS.

Setup
Setup requirements:

· A DCPDS “manager” account.

Begin recording with a Position Establish RPA open (one that has already been saved).  Also have the Workflow Inbox open but minimized. 

SCRIPT

Part 1: Attaching a Document

Action
Script

(intro)
In this movie we are going to look at how to attach a document to an RPA.  Step by step instructions for doing this are contained in the DCPDS Desk guide, available from the ART main menu.

Point to Position Estab and RPA number.
I have open on my screen an RPA for Position Establish that I just initiated.  I have also saved this RPA but haven’t routed it anywhere yet – you can tell it’s been saved because the RPA number is there (you have to save it before you can attach a document).  Now what I want to do is attach a document to this RPA – in this case, a draft PD that I have downloaded from FASCLASS and to which I’ve made a few changes.

Click the paperclip icon.
To begin the attachment process, I click the Attachment icon on the toolbar – the paperclip.

Point to window name.
The attachments window opens.

Point to sequence number
The sequence number is system-generated automatically and we don’t really use it (you could use it if you were attaching a bunch of items and wanted to prioritize them somehow).

Click on Category, then click the LOV.
The category field is required.  I click the LOV button to pull up the options for this.  

Type %, then <Find>.
Now although I get an alert message that this might be a long list, it really isn’t, so I’m just going to type the wild card and click the <Find> button.

Point to values.
There’s our two values – comments, for when you want to just type some information, and miscellaneous, which is for attaching existing computer files.  This is the one that I’ll be using.  By the way, if you want to type a short note pertaining to an RPA, the best way to do that is to use the Comments block on the gatekeeper checklist which is associated with this RPA (rather than going through this attachment procedure).  

Click Miscellaneous, click OK, then tab to Descr field.
In the description field, I enter a description of the attachment.  

Type a descr:  Draft PD, GS-0305-04
You want to make your description pretty specific.

Tab to Data Type, click LOV.
In the data type field, you select the kind of attachment.

Point to each type as discussed
We don’t really use the first or last entries on this list (document reference or web page).  If you are going to type in some comments, you select between short comments (limited to about 2000 characters, or one page), or long comments.  

Click on File, then <OK>
Normally, though, the one we’d use most often is File.

Point to May be Changed.
The checkbox for may be changed is to allow you make your attachment “read only” (by removing the check mark), but you wouldn’t normally do that.

Point to decision window.
At this point, DCPDS flashes a window about whether the file was uploaded successfully, but we’ll get to that in a moment.  Actually the system is working in the background…

Point to Upload a File title.
Now we have an “upload a file” window.  

Click Browse button.
Here we’ll use the browse button to locate the file we want to attach.

Navigate to C:\temp.
This is a typical Windows browser where you can navigate between your local hard drive and any network drives you normally have access to.  I’ve got my draft PD located in my temp folder on the c: drive.

Select DraftPD.txt file, then click OK.
There’s the file, I select it, and then click OK on the upload window.

Point to comments as discussed
Now I see that my file was uploaded successfully, and I’m given further instructions – 1, close the browser window, and 2, return to the attachment window and click <Yes> on the decision block.

Close window.
So I’m going to close this window… 

Click Yes on decision window.
And click Yes on the decision window.

Click the save icon.
All I have to do now is save this.

Point to save msg at bottom.
I get the transaction complete message on the message line. 

Point to next line for attachments.
Now I could attach another file if I needed to by clicking on the next line and going through the same process.  

Close window.
But I’m done, so I’m going to close the attachment window.

This brings me back to my RPA.  Now I can either save it in my inbox, or route it to someone else.  I’m going to save it to my inbox so I demonstrate how you view an attachment when you receive one.

Click save, <Yes>, and <OK>.
I click the save icon to begin the save process, select yes on the routing decision, and select the default, save to my personal inbox on the routing window.

Part 2: Viewing the Attachment
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(intro)
Now I want to view the attachment. Anyone else who receives this RPA would follow this same process to view the attachment.

Point to inbox taskbar button, and click it.
I’ve already opened my inbox, so I’m going to restore it using the inbox’s taskbar button. 

(while waiting for inbox)
What happens when you attach a file to an RPA is that DPCDS actually makes a copy of your document and stores it in the DCPDS server at the central site.  So your original document will remain on your hard drive or your network (wherever you got it from).

Click on the Posn Estab RPA.
OK, there’s my inbox.  I’ve got it sorted so the most recent action is at the top, so my new RPA should be right there (and it is), so I’ll open it.

Click the Response icon.
Then I’ll open the RPA itself by clicking the Response icon.

Point to attachment icon, then click it.
I can tell there’s an attachment to this RPA because the paperclip has a paper under it.

Point to window title.
This opens the attachment window again.

Point to attachment lines
If there were more than one attachment, I’d make sure I had the right one selected…

Click on Open Document
Then I click on the Open Document button. 

Close the attachment window.
There’s my file.  From here I can print it, or save it, or whatever (of course there wouldn’t be any need for me to save it since it’s a copy of a document that I already have, but someone else who receives this RPA might want to do that…).  I’m going to close this window.

Part 3: Deleting an Attachment
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Actually, what I’m going to do is delete this attachment to show you how that works.

Click the delete record icon
To begin that, make sure you’ve got the right file selected (if there were more than one), then click the delete record icon on the toolbar (the red X).

Point to Decision window.
I want to show you this because it asks if you want to delete just the attachment, or the document and attachment.  

Select Document and Attachment.
In most cases you’ll want to delete both.  Don’t forget, what you’re deleting is the copy of the file that is being stored on the DCPDS server at the central site.  

Point to blank entry
That makes this entry disappear on the list of attachments.

Click save icon.
The last thing I need to do is save what I’ve done, and I’m done.

Thanks for watching!

PAGE  

1

