E-mail

Overview
This section will describe use of the e-mail system that isincluded in the IMA
Workbench. The mail feature allows any user to communicate with any other user on the
system. Mail can also be sent to any Internet mail address. The e-mail program can be
accessed through menu option D-1 or with the <Pop> function key.
The D-1 menu screen is organized into four sections:

1. Outgoing mail - functions for posting new messages, reading or editing
sent mail which has been saved or has not yet been read by the recipient.

2. Incoming mail - read new mail, browse through, read or edit messages that
have not been deleted. When new mail arrives, a New Mail Message
appears over the Incoming Mail menu option.

3. Utilities - mail utilities for defining staff mail groups, batch deleting old
mail, managing Internet mail and tracking the contents of the user's inbox
and outbox.

4. Ticklers - track received tickler messages for pending client tasks.

IHA Hental Health - Deuelopwent Area  Optlon:Di
ElectronlC MWall
'0U0 have ned MWall and-or ticklers
[[nCOHing Hail: ]
PS - pOst @ NBEW HESSaoR ME - read neq Wail
MR - read-edit Wall not read vet RR - read-edit old Wall
SE - read-edlt =Ent WESSaORs
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DE - batch delete Of old Hail 0T - delete ticklers
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HT - Houe transHitted files
F5 - f1lm statl=tlCs
ption:m
r 2 HER
The E-mail menu screen.
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Outgoing Mail

Option PS is used to create a new mail message. This is where the sender types the
message to be sent. Thisis also the exact screen that the recipient will see when receiving
the mail message. The top half of the screen contains the data fields that describe the
attached mail message such as the message type, subject, recipient, sender and action
date. Optional fields are aso included to make the message client and/or program
specific. Additionally, aword processing file can be designated to be attached to Internet
mail. The bottom half of the screen contains the word processing memo box where the
mail message is typed and displayed.

PS: Posting a message

1. Typeof Mail -- This can be either M for regular mail addressed to another
recipient, R for areminder addressed to one's self, W for workflow, or G
for mail sent to a group of staff people.

Reminder Mail —is a self-addressed mail posting to remind the user of an
important meeting, task or other user defined necessity. It can be current
day or posted for future receipt.

Wor kflow Documents — Instead of a blank memo box, the system administrator
can create forms for submission to different departments for different
purposes, such as: vacation requests or meeting notifications. These forms
are created and maintained in the H Sub-menu and can be accessed by the
user when choosing W type mail. The choice of documents will then be
displayed in a help window at the ' Subject:' prompt. Thistype of mail is
different from other types, asit isaform to fill out within the e-mail memo
box and it becomes a permanent record of a personnel activity within the
system.

Group Mail - Mail can be sent to a predefined group of recipients by choosing
G type of mail. The choice of distribution groups is then available at the
'For:" prompt in ahelp window. Individuals can be added or deleted from
the group at the time that the message is posted without permanently
changing the group.

2. Retain acopy - Thiscan be either a'Yes or No answer. The default answer
isNo. Answering Y es will make the message available in SE to read or edit
later. All sent messages will be available for reading and editing in NR
until the recipient reads it.

3. Subject - aoneline message for identification. Thisis not arequired field
but useful when using mail utilities to select mail itemsto read, edit or
delete.

4. For - The code of the recipient is entered. The <hlp> key can be used to
rotate through the operator 1Ds or the Rolodex for Internet mail. When
using Internet mail, the address of the remote recipient is entered as
follows: userlD@system.com. "UserID" is the code of the recipient and
"system" is the system name of the other site. For example, to send mail to
Mike at IMA, the address would be "mike@imasys.com”. If the Rolodex is
used to find the recipient name, the e-mail address from the Rolodex will be
automatically entered at the 'For:' prompt when the name is selected.

40 - E-mail



Note: Ability to send remote/Internet mail is an option that must be assigned by the
system administrator. However, all users are able to receive remote/Internet mail.

5. Action date - Thisisthe day that the message will be sent. The user can
create mail today which will be delivered immediately or at a future date.
The current day's date is the default for this field and can be accepted by
pressing <enter>.

The following fields are optional. To skip over these optional fields and go directly to the
memo box, the <scn> key may be pressed at the'RE:" prompt. The cursor will then go
directly to the memo box and free form word processing for an e-mail message may be
begun.

6. RE: Client - Thisisan optional field. It allows the correspondence to
reference a client from the client database. Thisistypically used for ticklers.

7. Program - Thisalso isan optional field used typically for the tickler
system.

8. Filetoattach — Thisisan optional field for Internet/remote mail and can
be left blank. A file can be attached to send with the message. <HIp> will
show alist of filesin the user's home directory that may be used or attached.

After entering the required data, the cursor moves into the memo box where afree form
message can be entered. The IMA Document Editor features are available while in the e-
mail memo box. When finished, use the <Esc> key to save the message and leave the
memo box. After mail is created, it exists within the system and can be tracked by the
creator according to its status.

Each user has both an Outbox and an Inbox. The Outbox is where sent items are stored,
while received mail iskept in the Inbox. A mail message cycles through four statuses;
New, Read, Closed, or Deleted. All e-mail messages will be marked as any one of the
statuses in both the Outbox and Inbox depending on its cycle of life within the system.

IHA Hental Health - Deuelopwent Area  Optlon:Dl -PS
Electronlc Hall

vpe of Hail entry:H Retain a copy of thiz Wail? Record 39334
Ubject:PL Expo

For:OSF Dafna Froduan

rof:GE [Georoeanne Eiancaroza ]

ction date:#1371998 Entered on:H1-37-1008 £ 13:50 PH  WeW
E:Client: Progran:

Are you planning to attend the PC Expo at Jawitz Center?

end thiz Wail to another recipient? [Y.HH Print thiz Weszaoe? [Y.¥]d
1 Hen ext bCk fWd def reqg

A sample E-Mail message.
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IHA Hental Health - Deuelopwent Area  Optlon:Dl -PS
Electronlc Hall

vpe of Hail entry:H  Retain copy after it Was received?d
Ubject:WAL  Wacation planning

For:I5 Zewi SaWel

rof:GE  [Georoeanne Eiancaroza ]

ction date:H13H1998 Entered on:H1-30-1008 £ 4:35 PH WeW
E:Client: Progran:

lates Fequested Frow: ton__
Feoular hours [B] or Leaum Hithout Pay [LHR]:

In advance or EWergency:

Plan for coverage:

78 % 358 Wen mxt scn bck fad

A sample Workflow mail document.

Read/Edit Mail Not Read Yet: NR

Option NR offers a specific search on mail messages sent by the user that have not yet
been read by the recipient. In the cases where alarge number of these mail messages
exist, afilter can be utilized to select which items should be shown. These messages can
be filtered by date range, type and recipient, as shown below.

Thisfeature is only available for mail sent to users within the IMA system and not for
remote/Internet mail. These are the messages that still have a status of New within the
system. Once indexed according to the filter criteria, these messages can then be selected
for display by using the up and down arrows or <bck> and <fwd> keys and pressing
<enter> on the desired highlighted selection.

INA Hental Health - DeuelopWent Area  Option:D1 -eR
Electronlc Wall

Choose date range to

view or accept defaults.

Starting action date:first
Ending action date:A2131908

Hg:gé Choose Mail type: M, R, W, G or All.
ReC1plent: sl

Will always be user.

Select from list of operators

. . or accept default: 'al'.
lIse <def: for all recipie ep

58 wen ext scn bck fed def

The screen for selection criteriain D-1 NR.
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INA Hental Health - DeuelopWent Area  Option:D1 -eR
Electronlc Wall

Brad R. Elzenbero 2-13-08  H Wed  neW features . 30304
Hike SaWel | Ha-13-08 H Wed docukenting E-Hall Chanpe 38305
Georgeanne Biancaros B3-13-98 R Med  documentation due 30306
Erad B. Eizenberg  B3-13-98 H Med  =ite training . 30300
Hike Sanel A3.-13-90 H Wed MeW E-Hzll Docuwentatlon 30300
Ieni SaMel H2-13-88 M Wed  ®eW E-Hail Docuwentation 30468
benis P Quinn #2-13-08 H Wed  MeW E-Hail Docuwentation 30462

*~—» Subject by sender.
Type/Status by recipient.
Action date by user.

For: Recipient.

<retr - disPla!.'.- <hCk- .~ imur - acicew
1 wen ext  bck fud

The index of all e-mail messages not yet read by the recipient. This list includes even those that the
user did not mark to save in post a new message.
Once amessage is selected for display, several options are available:

1. Print - The message will be printed on a printer.

2. Forward - Thisoption is used to forward the mail to a different recipient.
The same message is copied and can be addressed to a new recipient.
Additional comments can also be added to the text of the message.

Edit - This allows the recipient to add some text to the body of the message.

4. Cut (X) — This allows the recipient to cut the message to the clipboard. Use
<F-9> to name it for the user's private clipboard library.

5. None- No action.

Type the corresponding code and press <enter>. Several options or None may be chosen.
When finished, select None and press <enter>. The following options will then be
presented:

1. Nextitem: will display the next item in the index.

2. Delete: will delete the item from the recipient's inbox and the recipient will
not have accessto it. It will aso be marked for deletion until the delete
utility can be run in mail utilities.

Choose the corresponding code and press <enter >.
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INA Hental Health - DeuelopWent Area  Option:D1 -eR
Electronlc Wall

Type of Hail entry:H Record 30304
Subject:ned features

For :BE ]
Frog:GE  [Georgeanne Eiancarosa 1
nction date:A3131908 Entered on:H2-13-1008 £ 10:58 AH WeW
RE:Climnt: Prooran:

Hessace
E2 aHarg that the neW features are not wet docuwented for the User*s Guide. I
Will be doing this over the next couple of days. IS it possible to train WEM
custoners When CoWpleted?

Print. ForWard. Edit. Cut. or Wone? [P.F.E.%.M]E
1 Wen mxt hlp def peq
Edit option chosen.

Additional options may be chosen or
None to go to next option choices.

Cursor will return to memo box and additional text can
be entered or existing text can be changed.

Thefirst optionsin the display of an e-mail message not read in NR.

INA Hental Health - DeuelopWent Area  Option:D1 -eR
Electronic Wail

Type of Hail entry:H Record 30304
Subject:ned features
For :BE ]
Frog:GE  [Georgeanne Eiancarosa 1
nction date:A3131908 Entered on:H2-13-1008 £ 10:58 AH WeW
RE:Climnt: Prooran:

E2 aHarg that the neW features are not wet docuwented for the User*s Guide. I
Will be doing this over the next couple of days. IS it possible to train OLD
custoners When CoWpleted?

bisposition: Wext iten or Delete? [W.00d
1 Wen ext h

bck fud def reg

Next options available.

This edited screen will now be received by recipient. “—

The next and final optionsin a selected e-mail messagein NR.

Read/Edit Sent Messages: SE

SE isthe option to view the itemsin the Outbox. A search can be done to find messages
in a specific time period, of a certain type or for a specific recipient. An index to the
messages found with the selected filtersis listed. The individual messages can then be
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displayed, printed, or deleted from the index screen. To display a message, select one
from the list by using the up and down arrows or the <fwd> and <bck> keys and then
press <enter> when the desired message is highlighted. To Print or Delete from the
index, type the corresponding code and press <enter>.

Note: To be retained for view in the Outbox at SE, the user must answer Y es to the
'Retain a copy:' prompt while posting a new message. However, all sent mail messages
can be viewed, edited or deleted in option NR until read by the recipient.

INA Hental Health - DeuelopWent Area  Option:Dl -SE
Electronlc Wall

. ] ] Determine date range to be
Starting action date:first -
Erding SCEio date:fa131008 Q=@ viewed or accept defaults.

Tepe: il o > Choose Mail Type: M, R, W, G or All.

Fecipient:all

Will always be user.

Can determine recipients from
Use <def: for first date operator list or accept default: "all”.

B Wen ext scn fud def reg

The screen for selection criteriain D-1 SE.

INA Hental Health - DeuelopWent Area  Option:Dl -SE
Electronlc Wall

Georoeanne Glancaros H3-13-08 R ded  docukentation due 30306
Erad R. Eizenberc  H3-13-08  H Wed  =ite trainine . 30308
Hike Sawel H3-13-08 H Wed MeW E-Hall Docuwentation 30300
Ieui SaWel H2-13-88 M Wed  MeW E-Hail Docunentation 304680
Dafna FrydWan H2-13-88 M Wed  ®eW E-Hail Documentation 39461
penis Ao Quinn H2-13-08 M Wed  MeW E-Mail Docuwentation 30462

.\_> NS Subject by user.
Type/Status by recipient.

Action date determined by sender.
For: recipient.

<ret: - display. <hCk> . <fwd* - zElRCim
1 wen est  bek fud

The Index of all e-mail messages saved for reading and editing in D-1 SE.

Once amessage is selected for display, afew options are available: Print Forward, Edit
Cut (X) or None. To choose an option, type the corresponding code and press <enter >.
Several options or None may be chosen. When finished, select None and press <enter >.
The following options will then be presented: Next item or Delete. Choose the
corresponding code and press <enter >. Selecting Next item will display the next itemin
the index. Selecting Delete will mark the item for deletion until the recipient al'so marks
the message for deletion and the delete utility can be run in mail utilities.

Revised on 05/14/98
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INA Hental Health - DeuelopWent Area  Option:Dl -SE
Electronlc Wall

Type of Hail entry:H Record 39308
Subject:zite training

For :EE ]
Frow:GE [Gegrosanne Eiancarpsa ]

nction date:A3131908 Entered on:H2-13-1008 £ 11:35 AN WeW
RE:[limnt: Prooran:

AT
I u1ll be available all Week next Wesk for training neW custoMers on site.

Print. ForWard. Edit. Cut. or Wone? [P.F.E.%.M]E
1 Wen ext hlp  fud/Adef [ reg

Edit option chosen.

Additional options may be chosen or None
to go to next option choices.

Cursor will return to memo box
and additional text can be entered
or existing text changed.

Thefirst optionsin the display of a selected e-mail messagein SE.

Type of Hail entry:H Record 39308
Subject:zite training

For :EE ]

Frow:GE  [Gegrosanne Eiancarpsa ]

HCtion date:A3131908 Entered on:H2-13-1008 £ 11:35 AN WeW
RE:Client: Prooran:

I W1ll be auvailable @1l Week next Week for training neW custosers on site in
either Wed York or MeW Jersey.

INA Hental Health - DeuelopWent Area  Option:Dl -SE
Electronlc Wall

pres
Bi5olR

Disposition: Wext ited or Delete? [W.00d

1 wen ext hlp/ bck fud def req
Next options available.

This edited screen will now be received by recipient if
the message has not yet been read.

The next and final options for a selected e-mail messagein SE.
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Incoming Mail

Read New Mail: NE

Whenever a new mail message arrives, the user is notified when signing on to the system
and with a special message within the menu above the Incoming Mail section. Read the

new mail message(s) by selecting option NE. The first screen allows the user to
determine what type of mail should be indexed for selection: Mail, Reminders, Work-
Flow, Ticklers, All or Summary. Type in the corresponding code and press <enter> to

make a selection. Entering M ail, Reminders, Work-flow and Ticklers will index only the

new messages of the selected type. Choosing All will display an index of all new mail
messages and Summary will display a cross section of the new mail by type and status.
The user can then choose to scan an option that has mail by typing the corresponding

code and pressing <enter> or None.

IHA Hental Health - DeuelopWent Area  Optlon:Dl -ME
Electronlc Hall

1 Hen ext fHd req

rail, rewinders. Work floW. ticklers. all or suWMary? [(H.B.H.T.H.5)@

Theinitial selection screen in D-1 NE.

INA Hental Health - DeuelopWent Area  Option:Dl -WE
Electronlc Wall

EEDFEEEHHE Elancaros Ha-13-08 R WeW du:unentatlun due 30308
Erad R. E;SEHhEFE §3.-17-90 H WeW-D custower tralnln@: ned ) 3040E
Brad B. E;senherg B2-17-08 H MWed-D custower update and train 30418
Erad B. Eizenberg  §3.17-98  H MedsD User‘s Guide Updats 30413
Erad R. Eizenhero A3.-17-98 H Wew-D planning weeting | 30417]
K > Subject.

Mail type and status by
recipient and sender.

Action date by sender.
From: sender.

<ret: - dizplay. O - delete. B - print. <hck*.<fud* - selectm
1 wen ext  bck fud
Options from index to display, Delete

or Print a highlighted message.

The index of all new mail in D-1 NE.

Revised on 05/14/98
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INA Hental Health - Deuelopeent Area  Option:0l -®E

Open mail messages.
Read mail messages.

‘—> Closed mail messages.

Deleted mail messages.

icklers

311
BHinders 1
ork flow

Types of mail messages.

Optionsto scan regular Mail or
Reminders as they are the only
rl:an Hi{aill. R(ewinders). or W(one]7m new types currently in Inbox.

1 Wen Bit  reg

The Summary cross section of new mail messagesin D-1 NE.

The choice is then given to display the new messages in the index. The user first selects a
message by using the up and down arrows or the <bck> and <fwd> keys to highlight the
desired selection. Pressing <enter> will display the mail message. The message can also
be Deleted or Printed from the index by typing the corresponding code and pressing
<enter> without first having to go to the message display.

Within the display of each message, there are a number of options available. First, the
system allows the recipient to scroll through the message to see any additional sections
that did not fit on the initial screen. After thisis done, the <Esc> key is used to leave the
memo box.

After reading the message, the following options are available:

1. Reply - A messageis automatically addressed back to the sender. It will
also include a copy of the original message as a point of reference for the

reply.
2. Print - The message will be printed on a printer.

3. Forward - This option is used to forward the mail to a different recipient.
The same message is copied and can be addressed to a new recipient.
Additional comments can also be added to the text of the message.

4. Edit - This allows the recipient to add some text to the body of the message.

5. Cut (X) — This allows the recipient to cut the message to the clipboard. Use
<F-9> to name it for the user's private clipboard library.

6. None- No action.
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INA Hental Health - DeuelopWent Area  Option:Dl -WE
Electronlc Wall

Type of Hail entry:H Record 30483
Subject:training schedule

For :GE ]
Frow:EE  [Erad R. Eisenkerg 1
HCtion date:A3131908 Entered on:#2-13-1098 # 4:30 PH MWew
FE:Climnt: Progras:

Hessace

Hre you ooing to be gbhle to assist with neWw custower training on site nest
Reek? ACCess and Waviogtion Will be the focus of first worning - Honday - With
Hord Processing and E-Hail cowine next.

Let We knoWw if wou are available.

Thank wou!

Reply. Print. ForWard. Edit. Cut. or Wone? (R.P.F.E.X.M]R
1 Wen eut hlp fud def reg

Reply option selected.

The selected new mail from the index in D-1 NE, showing the first available options.

INA Hental Health - DeuelopWent Area  Option:D1 -WE
Electronlc Wall

Tupe of Hail entry:H . . .
EthEEE:tralnlnE sChedule New action date may be typed for sending on different date.
or:

Frow:LE
WCtion date:A3131908 Entered on:H2-13-1008 & 4:38 PH  Wew
RE:Cl1ient: Prooran:
AT — 1
<This reply is to your wessage of A2~ — 7 7:l . .
d Cursor position to begin typing reply text.

{ERloN iz text of wour Weszame:
Are you 20ing 10 BB 3b1E 10 B35I5t Mewn wem cociumcs wusnags wn deie e |
week? Access and Wavigation will be the focus of first worning - Honday - With
Hord Processing and E-Hail cowing nest.

Let He knOW if wou are available. .x’ Oriai
riginal message.

Reply. Print. ForWard. Edit. Cut. or Wone? [R.P.F.E.%.M]R
78 % 350 Wen ext scn bck fHd/del

Additional options available
after typing reply message.

The Reply mail message screen in D-1 NE.

These choices are repeated to allow more than one of them to be chosen. After finishing
with one or more of these functions, choose None to move to the next option. These
choices deal with the disposition of the mail message. The recipient can go to the Next
message leaving thisone asis or Close, Delete or M ark read. If amessage is to be saved
indefinitely, it should be marked read. If it is only necessary to keep the message for a
limited amount of time, it can be closed.

Revised on 05/14/98
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IHA Hental Health - DeuelopWent Area  Optlon:Dl -ME
Electronlc Hall

Ype Of Hail entry:f Record 38391
Ubject:training =chedule

For :GE )

rof:BE  [Erad R. Eizenberg 1

ction date:#2131998 Entered on:H2-13-1008 £ 10:46 AN WeW
E:Client: Progran:

Are you ooine to be @ble to assist With neWw custower trainine on site next
Werk? ACCeE: and Manigation will be focus of first worning - Honday - With
Hord Proceszing and E-Hail be next.

Let He knOW if You are available.

Thank wou!

izpozition: Wext itew. C[lose. Delete. or Hark as read? (M.C.0.H]&
1 Hen eyt hlp bck fHd def req

The same new mail message with the second list of available options.

Reread Opened Mail: RR

The recipient can review all received mail that is marked as either M arked as read or
Closed. Thisis done be selecting RR in the Incoming Mail section of the E-Mail menu.
The user can then select mail to review based on dates, type and sender.

INA Hental Health - DeuelopWent Area  Option:D1 -RR
Electronlc Wall

_—¥® Datesto choose or
Starting action date:first
Ending action date:#2i61998 accept defaullts.

TYpe:all

Fron-all Choose Mail Type: M, R, W, G or All.

Can determine sender from operator
list or accept default: "all".

Will always be user.

Uze <def: for first date

B Wen ext scn fud def reg

The selection criteria screen for D-1 RR.

After selection criteriais established and entered, mail will be indexed for selection. Mail
can then be selected from the index by using the up and down arrows or <bck> and
<fwd> keys and pressing <enter > when the desired selection is highlighted.




IHA Hental Health - Deuelopwent Area  Optlon:D1l -ER
Electronlc Hall

Erad R. E1zenbereo !EfISfEH A Cl=d<D tralnlng SChedule 30301

Erad B. Eizenbere  H3-13-88 W C1=d-D lunch Heetine 30387
Erad B. Eizenbero H3-13-08 H Bead-D training schedule 30483

retr - dizpla¥. <bck>.<fHd* - SRlBCtm
1 Hen ext  bck fud

The index of mail items availableto review in D-1 RR.

These messages are similar to new messages in that the same options apply. A Reply can

be made to the sender, or the message can be Printed, Forwarded, Edited or cut (X) or
None of the options can be selected and the user moves on to the next option list. The

second option list includes: Next item, Close, Delete, or M ark as read.

IHA Hental Health - Deuelopwent Area  Optlon:D1l -ER
Electronlc Hall

TypR Of Hail entry:n Fecord 39397
ubject:lunch weeting
For :GE .
ron:EE  [Erad R. Eizenberg 1
ction date:#2131998 Entered on:H3-13-1908 # 11:34 AH Closed
E:Client: Progran:
Heccaoe

He Can WeRt on docuMentation izsues over lunch. Let s try 1:86pw.

eply, Print. Forward. Edit. Cut. or Wone? (B.P.F.E.%.H]d
1 Hen B4t hlp fWd def reqg

A message in D-1 RR with the first list of available options.

Revised on 05/14/98
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IHA Hental Health - Deuelopwent Area  Optlon:D1l -ER
Electronlc Hall

ypR Of Hail entry:n Fecord 39397
ubject:lunch weeting
For :GE .
ron:EE  [Erad R. Eizenberg 1
ction date:#2131998 Entered on:H3-13-1908 # 11:34 AH Closed
E:Client: Progran:

Heccaoe

He Can WeRt on docuMentation izsues over lunch. Let s try 1:86pw.

1 Wen et hlp bck fHd def reg

rispu:itiun: Mext itew. [lpse. Delete. or Hark as read? (M.C.0.H]D

The same message in D-1 RR with the second list of available options.

Utilities

These options are available in the Utilities portion of the Electronic Mail Sub-menu.
AG - Add/change staff groups
Maintains distribution groups for mail messages.
DG - Delete staff groups
Entire groups can be deleted.
DE — Batch delete of old mail.

Messages are indexed by dates, type and place (Inbox, Outbox or Both) and
deleted at one time by selection criteria.

RT — Retransmit remote mail.

Remote/Internet mail can be retransmitted to the original recipient or another.
XF — Transmit afile.

Transmit afile through remote/Internet mail.
MT — Move transmitted files.

Manages files that have been transmitted to the user through remote/Internet
mail.
FS — File statistics.

The summary index of all mail messages not yet deleted by type and status can
be viewed. This serves as areminder that file deletion is a necessary part of
the mail life cycle within the system.
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Maintaining Mail Groups

Adding a staff group: AG

Staff members can be grouped together for purposes of mail distribution. These groups
are also used elsewhere in the system for certain reports that can be run on groups of staff
members. Distribution groups are created and maintained in option AG. After choosing
this option, the system asks for the code of the group to be created or modified. The
<hlp> key will display al existing groups and their descriptions. After entering this code
or creating a new one, the group screen is displayed. Each group is assigned a description
and designated as Allowed or Private. This determines whether users other than the
creator of the group can use this distribution group. The final piece of information
needed is the operator code of each user in the group, which is typed in one by one.
Deleting is done using the <del> key.

IHA Hental Health - DeuRlopMent Area Opti— "~ -
Electronic wail o ——  Group Allowed for public

iroup| [IBsCripTion) F NSNS EE use or Private use only.
2.-Hg-1004 y

i Inpatient eroup [] H5
EING  BinghaWton Group 10301904 H H5
CoT Horning Group To H3-87-1005 R ALl
COTR all prooraM staff H3-87-1005 R KH1
CUsl custower support H3.-16-1008 P LE
Ll Lroup for Test 1H-14-1003 H H5
IAR-1  Treatsent tean 1 13.-81-1005 H H5
SHT L0 S.A.T. Unlt - CO A3.-A3-1004 1] NS
TEST testing A1-37-1008 p L

ZENT 2eul‘s test oroup i#-33-1987 ] z

B
g
Date created on and creator.

List of aready created groups and description.

Lroup: X
i Wen Bxt hlp req
'‘Group:' prompt where group can be selected from <hlp> or

created by typing in hew group code and pressing <enter >.

The Help Screen at the 'Group:' prompt in D-1 AG.

Group name code.

MR nental fetiin  Group creator operator code.
18CTrOnee noss
/‘V Date group created
Group:EING@ Created by:HS Entered on:if-2A.-1904 within system.

pescription:Ringhawton Croup @——P inti
e L Description of group.

L NEE = Allowed access by other
AR than creator only.

Group member operator codes.

3 wen ext scn FWd  rey

Group description/definition screen in D-1 AG.
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Deleting a Staff Group: DG

Choosing DG in the mail Utilities Sub-menu allows the user to delete a staff group in its
entirety. This option asks for the name of the group and then displays the group named,
as above. <HIp> is also available here. The system then prompts: 'Delete this entry?'.
The user can select this group for deletion or enter another group code.

INA Hental Health - DeuelopWent Area  Option:D1 -DG
Electronlc Wall
Lroup: TEST Created bYy:LE Entared on:@1-37-1008

Oescription:testing
WlloWed users:P

HS
3 %o\ >
ggu Group member operator codes.

Oelete this antrye? (V.6 Ve
1 Wen Bt hck reqg

The 'Délete this entry?' prompt in D-1 DG.

Maintaining Mail

Batch Deleting Mail Messages: DE

The DE utility can be run periodically to delete closed messages from either the I nbox,
Outbox, or Both that are of a certain age. New or read messages will not be indexed for
deletion. Both the sender and recipient have to mark items for deletion before they will be
deleted from the system. The sender can delete from the Outbox automatically by
answering No to the'Retain a copy:' prompt while posting a new message in D-1 PS.

The first screen in DE asks the user if the system should display only the index of items
stored for deletion. Then the user is able to determine by type, dates and origin the items
on which the deletion utility should be run. The display allows the user to see the mail
items by status and subject, along with the selected criteria. If the user chooses not to
display the items, the deletion utility deletes the stored items based on the selected
criteria.
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INA Hental Health - DeuelopWent Area  Option:D1 -DE
Electronlc Wall

Batches of either clpsed Incowing Wail [Inbo:]
or zaved outooing Wail (Outho:) Waw be deleted here
selectively bazed on the Wail twpe and & date range.

W list of the itews that Would be deleted by vour
selection Way al=o be viewed firzt. prior to the
actual deletion. by responding V< to the “Display
only” question

. Il'./_V Answering Y es here will only
Dizplay only? [V.M]

DISPLAY theitemsthat could be

Tepe:all . . .
Btarting date to delete:first deleted with the criteria selected below.

Ending date to delete:last
Inbo#. Outhod. or Both? [I.0.B)E

1 ®Wen Bxt scn fud reg

The selection criteria screen in D-1 DE for the deletion utility display in Electronic Mail.

INA Hental Health - DeuelopWent Area  Option:D1 -DE
Electronlc Wall

Brad R. Elzenbero 3-13-88  H-I Clsd-D training schedule 30301
Erad R. Eizenbere  §3.13-88  H-I Clsd-D lunch weeting 39307
Erad R. El=enhere H2-13-88  H-0 Clsd  =ite training . 30308
Hike Sawel H3-13-08  H-0 Wed MeW E-Hall Docuwentation 30300
Irui SaWel H2-13-88  H-0 WeW  ®eW E-Hail Docunentation 30460
Dafha FrodWan H2-13-88  H-0 Cl1sd WeW E-Mail Docuwentation 30461
penis Po Quinn H2-13-08  H-D el WeW E-Mail Docuwentation 30462

Type & Location (I or O)/Status
by sender and recipient.

Action date determined by sender.

For/From dependent on Inbox or Outbox location.
1 HEn BXI

Type <return when don

‘ L’ Subject of message by sender.

The index DISPLAY for viewing old mail items for deletion in D-1 DE.
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INA Hental Health - DeuelopWent Area  Dption:D1 -DE
Electronlc Wall

Batches of mither clpsed Incowine Wail [Inbo:)
or saued outeoing weil (ODutho:) say be deleted here
selectively bazed on the Wail twpe and & date range.

# list of the itews that would be deleted by wour
selection Way al=o be viewed first. prior 1o the
aCtual deletion. by rESPORAinn <4< tn tho “nicnlan

anly” question ./‘V No answer initiating deletion utility.
pizplay only? (V.4 1M

T,.-p.;;u.—/‘> Specific mail type designated for deletion.

Starting date to delete:first
Ending date to delete:last % . o
Inbox. Dutho:. or EOth? (1.0.EIE Other selection criteria.

Ready to delete? [Y.¥
1 Wen Bt hck reqg

A Yes answer runs delete utility on selected
criteria, aNo answer alows criteriato be
changed or exit from option.

The deletion utility for a specific type mail in D-1 DE.

File Statistics: FS

The cross-reference at FS is an important index of all mail messages to keep the user
aware of the load of saved mail messages by type and status. A large number of these
messages will cause the system to get bogged down and run slower than usual or
necessary. When these numbers become large, it will be necessary to run the delete
utility.

INA Hental Health - DeuelopWent Area  Option:Dl -F5

Cinrtrarirer u=dl

Open Messages.

Read messages.
é ¥~  Closed messages.

1 3 P> Deeted messages.

Hall
HEHlHﬂEFS
T1Ck1Rrs
Hork flod

=

Type <return+ to get to Heno
1 Hen eit

The File Satistics cross-reference by mail type and status.




Managing Remote/Internet Mail

Retransmit Remote Mail: RT

Any messages that have been sent to an individual at a remote site (Internet mail) can be
resent to the same or another address using option RT. Internet mail permission must be

designated by the system administrator to activate this option. The system provides

prompts for dates, type and recipient. The remote messages are indexed for selection and

can be resent to the origina recipient or forwarded to someone else.

Note: It is necessary to answer Y esto the 'Retain a copy? prompt while posting a new

message in order to have be able to retransmit the message in RT.

INA Hental Health - DeuelopWent Area  Option:D1 -RT
Electronlc Wall

Determine date range to be
Starting action date:airst viewed or accept defaullts.
Ending action date:H2161008

T!,lpg:ﬂ./_> Choose Mail Type: M, R, W, G or All.
Fro:GE
Egggpient:all

Will always be user.

Can determine recipients from

se <defs for first date Rolodex or accept default: "al".

B Wen ext scn fud def reg

The selection screen for D-1 RT.

IHA Hental Health - Deuelopwent Area  Optlon:Dl -RT
Electronlc Hall

oeoreetonyfanl LCON !Eflﬁfgﬂ H [Cl=d IHA CustoWer Support 394!1

ret: - display. <bck>.<fud* - select
1 Hen ext  bck fud

The index of retained remote/Internet messagesin D-1 RT.
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Type oOf Hail entry:H

Frog:GE  [Georoeanne
HCtion date:A3i619098
RE:Client:

Subject:custoser zatizfaction
For:peoroetony®anl .COH

INA Hental Health - DeuelopWent Area  Dption:D1 -RT
Electronlc Wall

Fecord 30447
BiaNCarosa 1

Entered on:H2-16-1008 ¢ 1:58 PH [lozed
Prooran:

BLTang

help us 1Hprove our

nttached is a custower sgreice satizfaction survey for you to cosplete. Please
rate us on the listed criteria. Your feedback iz very iwportant to us and Will

Thank wou for vour tiwe ahd cooperation.

ZErulce to vou.

58 wen ext hlp fud reg

Internet address:. press <enter > to retransmit to
original recipient or type another Internet address and
press <enter> to send to a new Internet address.

The message selected for retransmitting in D-1 RT.

Transmit a Fi

le: XF

Option XF allows the user to send afile to aremote mail recipient through Internet mail.
The system administrator designates permission for access to this option. The system will
ask for the recipient and file to send to be named. The system will give afina prompt,
'Ready to send?" before transmitting with a 'Y es answer, allowing the user to change the
file or specify another recipient.

Feady to send file? [Y.¥]

Fecipient:georoetonyeanl .CoH ./_> IMA fileto be transmitted.
File to send:-u-geOrocean-.lastlogin

INA Hental Health - DeuelopWent Area  Option:Dl -XF
Electronlc Wall

Internet address.

Final prompt.

1 Wen Bxt bCk ey

The selection screen to transmit a file to a remote/Internet address.

Move Transmitted Files: MT

MT moves files transmitted through Internet mail to the appropriate directory for

viewing.
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Ticklers

Ticklers are a special type of e-mail message that are sent by the system and tracked
through administrative reports on the client database according to status (Overdue,
Current, 1 month ahead or 2 months ahead). Although they require set-up in Menu
Option H by the system administrator, receipt of the tickler messagesis handled in the e-
mail sub-menu dedicated specificaly to ticklers. They are reminders by calendar or
client, based on the requirement that an activity take place with regard to a specific
client. These activities include medication reviews, treatment planning and managed care
authorizations, among others.

The system sends the identified responsible party an e-mail message reporting the client,
the activity due and its status. This message is then tracked by the system in the client
database and upon completion, makes a corresponding record in the client database
according to activity and completion date. These completion dates can be viewed,
monitored and changed in A-1 TD.

Note: See the Administrator's Guide for detailed tickler set-up description.

These system generated messages are received in e-mail like other messages, but must be
maintained using the following options under the Tickler heading: move the tickler to
another staff member for completion, complete and close the tickler or delete old ticklers.
They operate as follows.

Move to Another Staff Member: MV

The user is able to move the tickler to another staff member by selecting MV. The initials
for the original recipient and the new recipient are entered along with the client
referenced (all or an individua client number). The system then asks if the user is ready
to move the tickler, requiring a Y es or No answer.

IHA Hental Health - DeuelopWent Area  Optlon:D1l -HU
Electronlc Hall

risinal recipient:GE GROroeanne EianCarosa
BN recipient:DSF Dafna Frydean

Client 3HA8  [lient Test

1 Hen ext bck req

ready to Wowe the ticklers? [Y.¥]

The dialogue screen for moving a tickler to another staff: MV.

Close ticklers: CT

Option CT closes the ticklers as completed. The user enters the sequence number with
which to start, the beginning and ending action dates, tickler type, origin and recipient
initials. After thisis completed alist of the ticklers meeting criteria appears for selection
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by the user. The user selects the appropriate tickler to close using the up and down
arrows or <bck> and <fwd> keys to highlight the selection and marksit as Yes
completed and therefore closed.

Closing atickler in CT will also generate a corresponding entry in A-1 TD. If online
assessments are used by the agency, completing the tickler task will close the e-mail and
generate a completion entry for A-1 TD.

IHA Hental Health - Dewelopwent Area  Option:Dl -CT
Electronic Mall

BYUBRCE nuKher:all

tarting action date:first
nding action date:last

rogran:all
scipient:all

ubject:all
[lient:mll

lise <def> for all cClients

i Hen Bxt sCn hlp bck fud def req

The selection criteria for determining which ticklersto close: CT.

IHA Hental Health - Deuelopwent Area  Optlon:Dl -CT
Electronlc Hall

D3F ITR M 2HH1 John Dbnlfwt 3-16-08 3846
D5F DENT M FHHA Client Test H2-17-80 30461 W
D5F ITR M FHHA Client Test H2-17-80 30463 W

return: when done. <bCk* Or <fud> to select. ¥ 1o cloze:
1 Hen ext  bck fud

The selection screen for choosing ticklers to close and mark as compl eted.

Delete Ticklers: DT

In DT, the user provides the sequence number, starting and ending action dates,
program, recipient, subject and client information. A screen is then presented from which
to choose the appropriate tickler to mark as Y es delete. This deletes the tickler.
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IHA Hental Health - Deuelopwent Area  Optlon:Dl -DT
Electronlc Hall

BQURRCE nuKber:all

tarting action date:first
nding action date:last

rogram:all
Bcipient:all

ubject:all
[lient:all

liz=e <def> for all Clients

6 Hen BXt SCh hlp bCk fud def req

The selection criteria screen for deleting ticklers: DT.

IHA Hental Health - Deuelopwent Area  Optlon:Dl -DT
Electronlc Hall

D3F ITR M 2HH1 John Dbnlfwt 3-16-08 3846
D5F ITR M FHHA Client Test H2-17-80 30463 W

return: when done. <bCk* or <fud* to select. ¥ to deletse:
1 Hen ext  bck fud

The selection screen for ticklersto delete: DT.

Change Tickler Dates: A-1 TD

Tickler dates can also be viewed and changed in A-1 TD. Upon entering the selection
screen, the cursor position is under the "Client” column and requires that the client
number be entered. If it is not known, press <hlp> and the system will prompt 'L ast
name:'. The client number and name will fill under the "Client" column. The system will
then ask 'Display existing ticklers?' If Yesis answered, an index of existing ticklers for
that client will be presented for selection and changes can be made as necessary. If Nois
answered, the cursor will advance to be under the "Program™ column for that field and
the rest to be entered. Those others include "Program Group”, "Subject", and
"Completion Date". All of the client's programs, current and previous, are listed in a
<hlp> window at the program column. The program group automatically fills based on
the previous column answer and the program definition given in set-up at H-13.
"Subject” refersto the tickler subject which isfrom Table MALCAT in H-2. The
completion date is the date that the activity for the tickler was completed.
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INA Hental Health - DeuelopWent Area  Option:Al -TD

[lient data
L t’ Completion date.
Tickler type code.

Auto fills based on previousfield.

—e

Enter program code or <hlp> for
window with al client program info.

P Enter Client #or press <hlp> for 'Last Name:' prompt.

i Hen Bxt h1p  nuW reg

Theinitial screenin A-1 TD.

Tickler Reports — D-8

Tickler Reports can be created and customized in menu option D-8 by subject, recipient,
client, program, report date, earliest tickler to create and alert level (Overdue, Current,
and either 1 or 2 months ahead). The user can also choose to generate a report and order
the sort sequence (program, subject, recipient, name and due date). A report is then
printed with the specified options.

IHA Hental Health - Deuelopwent Area  Optlon:DA
Tickler reporis

ubject:all
eCipient:all

liment:all

rooraK:all

BpOrt date:H2331998

arliest tickler to create:#3811908
lert lewel (0.C.1.2]:3
Lenerate report? [¥.0]¢

1 Hen ext bck req

The selection criteria screen for running tickler reports: D-8.

Quick Messages

There are two user utilities in sub-menu H-45 that allow the user to send a quick message
to someone else who is currently on the system. These quick messages are short, one-line

messages that can be retrieved at the recipient's current screen or through the appropriate
utilities sub-menu selection. These messages are sent and conceivably retrieved instantly.

The Quick Message interrupts the screen with either a flash, beep or actual pop-up of the

message, while e-mail is necessarily stored and waits for the user to retrieve it.
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Note: Since Quick Messages are asingle line of text entry, navigation is different for
these memo fields. Only the left and right arrows will move within the text and the
number of characters allowed is limited. Additionally, not al of the editor functions are
supported due to the limited amount of space.

INA Mental Health - DBYRLOPWENt Area OPtion:Hds
User Utilities

CF - Copy files frow-to IHA systew

5 - Characteristics Suruey

HH - Hanzge HHUPD database

PH - Change your passWord

OC - Check vour Quick Hessages frow other IHA users
g5 - 5end_a Quick Meszape 1o another IMA user

FR - Reprint Generated Reports

SC - SWipe Client Check-in

5H - Swipe Haintenance

GR - Group attendence display

Options for checking and
sending quick messages.

Option:
2 Ken

The H-Sub-menu for sending and checking Quick Messages.

Sending Quick Messages: H-45 QS

To send a quick message to another user who is currently on the system, go to H-45 QS.
The system will show afiletitled "Composing...". Underneath, a window entitled "To..."
alist of the users currently logged into the system is presented. Select one of those users
by using the up and down arrows or <bck> and <fwd> keys and pressing <enter> when
the desired recipient is highlighted. The "Urgency" status is determined next in the same
way as above for "at your convenience', 'asap’ or 'urgent!" Then "Style" is determined
and selected in the same fashion as above for a'beep’ or 'flash’ to aert the recipient that
a quick message has been sent or for the quick message to 'pop-up’ in the recipient's
screen.

The cursor then advances to the "Message" where one line of text may be typed and
entered. Pressing <enter> again will "send" the quick message.

[_V Choose intended recipient from those currently online.
COHPOSiNg ... |

<enters to send. tab-sCn to review choices

ext <enterr tab-scn shift-tah Determine urgency status.
Thana Urcency Stule .

hrad Erad B. E1senbere EEER] Sealect stvlein
dafna Dafna FrydHan asap FLASH . Y

deniz Denis P. Quinn  ureent! Pop-lip which to inform

tod TOH SCHULTZ

. recipient.
M One-line message entry.
ha HEEtiI'IE has been Wouved to next Honday due to print dalay
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The selection screen for sending a quick message.

Replying to Pop-up Quick Messages

The pop-up quick message will appear and the user can use the left and right arrows to
read the full line of message. Then, there is the option to "send". Typing <S> and
pressing <enter> will put the user in the "Compose..." screen and the same procedures
listed above can be followed. The former sender is not automatically pre-filled as the
recipient and will have to be selected, highlighted and entered, as will the rest of the field
choices.

hrad Brad R. Eisenhero Thu HO:17@H uroent! The Materials wou ordered a

5 to =end. <enter: to quit
bck fud 1eft right ext <enter: p-Za-z

The pop-up quick message screen.

Checking Quick Messages from Other IMA Users: H-45 QC

Unless the sender sends a pop-up quick message, the recipient will have to go to H-45
QC to check quick messages sent by other IMA users after being notified that one has
arrived by a beep or flash at the terminal. Select the message to read with the up and
down arrows or <bck> and <fwd> keys, highlighting the chosen one and using the left
and right arrows to read the full message line. The user can then choose to send a quick
message by typing <S> and pressing <enter> or pressing only <enter> to return to the
sub-menu. The previous instructions are then followed to send a quick message.

hrad Erad F. Elsenbero Hed H4:56PH uroent! I°11 be richt there!

brad Erad R. El=enbers Hed H4:54PH uroent! The waterlals wou ordered a
brad Erad B. Eizenbero Hed A4:49PH uroent! I ad 1eANING for the day.

5 to =end. <enter> to quit
bck fWd 1eft right ext <enter: p-Ia-z
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The Check Quick Messages screen in H-45 QC.
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