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Information in this document is subject to change without notice and does not represent a commit-
ment on the part of the vendor or its representatives. No part of this document may be reproduced
or transmitted in any form or by any means, electronic or mechanical, including photocopying,
without the written permission of Confirm.

© 2025 Confirm. All rights reserved.

Products named herein may be trademarks of their respective manufacturers and are hereby re-
cognized. Trademarked names are used editorially, to the benefit of the trademark owner, with
no intent to infringe on the trademark.

Open Source Attribution Notice
The Confirm suite of products contain the following open source software:

» Feature Data Objects v 3.5.0, which is licensed under GNU Lesser General Public License,
Version 2.1, February 1999 with the unRAR restriction. The license can be downloaded from:
http://fdo.osgeo.org/licenceAndGovernance.html. The source code for this software is
available from http://fdo.osgeo.org/content/fdo-350-downloads

» MrSID software (specifically the mrsid32.dll) is used under license and is Copyright © 1995-2002,
LizardTech, Inc., 1008 Western Ave., Suite 200, Seattle, WA 98104. All rights reserved. MrSID
is protected by U.S. Patent No. 5,710,835. Foreign patents are pending. Unauthorized use or
duplication prohibited.

Patented technology in the Software was developed in part through a project at the Los Alamos
National Laboratory, funded by the U.S. Government and managed by the University of California.
The U.S. Government has reserved rights in the technology, including a non-exclusive, nontrans-
ferable, irrevocable, paid-up license to practice or have practiced throughout the world, for or
on behalf of the United States, inventions covered by the patent, and has other rights under 35
U.S.C. § 200-212 and applicable implementing regulations.

For further information, contact Lizardtech.

* NodaTime, version number 1.3.10, which is licensed under the Apache license, version number
2.0. The license can be downloaded from http://www.apache.org/licenses/LICENSE-2.0 . The
source code for this software is available from http://nodatime.org/.

e Chromium Embedded Framework, version 3, which is licensed under the New BSD License.
The license can be downloaded from http://opensource.org/licenses/BSD-3-Clause. The source
code for this software is available from http://code.google.com/p/chromiumembedded/down-
loads/list.

+ Xilium.CefGlue, version 3, which is licensed under the MIT License (with portions licensed under
the New BSD License). The licenses can be downloaded from http://opensource.org/licenses/MIT
and http://opensource.org/licenses/BSD-3-Clause. The source code for this software is available
from http://xilium.bitbucket.org/cefglue/.

» D3 Data Driven Documentation, version 3.4.1, which is licensed under the New BSD License.
The license can be downloaded from from https://github.com/mbostock/d3/blob/master/LICENSE.
The source code for this software is available from http://d3js.org/.

» OpenLayers, version 8.1, which is licensed under the BSD 2-Clause Licence. The license which
can be downloaded from https://github.com/openlayers/openlayers/blob/master/LICENSE.md
The source code for this software is available from https://github.com/openlayers/openlayers.

* Projdjs, version 1+, which is licensed under the Apache License, Version 2, January 2004. The
license can be downloaded from http://www.apache.org/licenses/LICENSE-2.0.html. The source
code for this software is available from http://trac.osgeo.org/proj4js/.

* requiredS, version 2.1.2, which is licensed under the MIT License or the New BSD License. The
license can be downloaded from https://github.com/jrburke/requirejs/blob/master/LICENSE. The
source code for this software is available from http://requirejs.org/.

» Apache Cordova, version 11.1.0, which is licensed under the Apache License, Version 2,
January 2004. The license can be downloaded from http://www.apache.org/licenses/LICENSE-
2.0.html. The source code for this software is available from http://phonegap.com/download/.

* Xilium.CefGlue, version 75.1, which is unlicensed. The source code for this software is available
from https://gitlab.com/xiliumhg/chromiumembedded/cefglue.


http://fdo.osgeo.org/content/licence-and-governance
http://fdo.osgeo.org/content/licence-and-governance

» Chromium Embedded Framework, version 75.0, which is licensed according to the following
criteria:

Copyright (c) 2008-2014 Marshall A. Greenblatt. Portions Copyright (c) 2006-2009 Google Inc.
All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are permitted
provided that the following conditions are met:

* Redistributions of source code must retain the above copyright notice, this list of conditions
and the following disclaimer.

* Redistributions in binary form must reproduce the above copyright notice, this list of conditions
and the following disclaimer in the documentation and/or other materials provided with the distri-
bution.

* Neither the name of Google Inc. nor the name Chromium Embedded Framework nor the names
of its contributors may be used to endorse or promote products derived from this software without
specific prior written permission.

THIS SOFTWARE IS PROVIDED BY THE COPYRIGHT HOLDERS AND CONTRIBUTORS
"AS I1S" AND ANY EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED
TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL THE COPYRIGHT OWNER OR CON-
TRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY,
OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT
OF SUBSTITUTE GOODS OR SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS
INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN
CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE)
ARISING IN ANY WAY OUT OF THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE
POSSIBILITY OF SUCH DAMAGE.

The source code for this software is available from http://opensource.spotify.com/cefbuilds/in-
dex.html#
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System Fundamentals

Overview

This manual explains how to log in to Confirm, use the screens which ap-
pear, run reports, and common buttons and options which the User will
experience. This information is based on the Windows environment and
assume that the user is familiar with common Windows features and nav-
igational techniques.

Some General points:

» Confirm takes its general settings, such as resolution, colour schemes,
and date types from the Windows settings. If, for instance a User finds
Confirm showing dates in the American format (MM/DD/YY) or only dis-
playing two digits of the year, this is because Windows has been set up
to display dates in this way, and the regional settings should be altered
to the preferred date format.

» Everyone using Confirm should have a unique User login. For details on
how to set up Users in Confirm please see the 'System Administration'
manual.

* The way in which Confirm responds, the messages it might display, and
the procedures that users might follow, are to some extent dictated by
their User set up and the general Security Settings in Confirm. For details
on these please see the 'System Administration' manual.

In this section

Confirm Modules 6
Terminology in Confirm products 7
Confirm PDF Printer 9
Logging In 11
Using Confirm 14
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Confirm Modules

Confirm is made up of modules which provide access to different functionality. Some modules are ap-
plicable to certain asset types and not to others.

The way Confirm looks, and the folders displayed to a User in the Confirm Explorer is governed by
which of these modules are 'switched on' and the particular User's security . The active modules can
be viewed by looking at the System Registration screen.

The System Registration screen lists all the possible modules, showing the modules that are currently
active in the current Licence in bold text with a tick next to the module name.

If a User is unable to see a component that they expect to see (i.e. the module is present) they should
check with the System Administrator they have granted that User the rights to that component. Rights
to folders, libraries, utilities and reports are set for each User.

It is not possible to amend the System Registration without an updated access code which will be
provided by Confirm.

Confirm 6 of 41
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Terminology in Confirm products

Confirm displays different terminology for screen and field names appropriate for different assets.
The terminology a particular User sees is determined by default by the executable used to run Confirm.

However this may be overridden at the system level by a setting on the General System Settings screen,
and on a per Work Group basis on the Work Group screen. A User level override may also be specified
on the General User Settings screen.

Note that the terminology does not affect the way Confirm works. For a User with Confirm Engineering
terminology for instance, the first folder in the Explorer is called 'Street Register', whereas the Help
refers to it as 'Site Register'. 'Street' and 'Site' are the same thing as far the functionality of Confirm is
concerned, and wherever 'Site' is referred to in the Help, it means 'Street' in that version of Confirm.

The Confirm Help topics are not asset specific - descriptions are given with no reference to a particular
terminology. Users should be able to get all they need from the Help whether they are an Engineering
User, or an Environmental User. The reader of the Help should be aware of the modules they are using,
and the naming conventions which apply in their version of Confirm.

The following table explains where terminology may differ:

Name Prop- Street Street High- Engin- Enter- Arbori- Pave- Pave- Bridges
erty Works Lights ways eering prise culture ment ment and
Man- Man-  Struc-
agemt agemt tures
System System
(UK)
Site Building Street Street Street Street Street Road
Classi- Network Network Network Network
fications Priority Priority Priority Priority
Feature Street Asset  Street Tree
Section Section
Feature Assetld Road Road Assetd Tag No Label Asset
Id Number Number ID
Plot Asset  Section Asset Section Feature Asset Se- Se- Asset
Number Number Number Number Number No Number quence quence quence Number
Number Number Number
Feature Car- Car- Species
Type riage- riage-
way way
Type Type
Feature Car- Car-
Group riage- riage-
way way
Group Group
External DOT Road DOT Road Road
Refer- refer-  Number refer-  Number Number Number
ence ence ence

Confirm
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System Fundamentals

Name Prop- Street Street High- Engin- Enter- Arbori- Pave- Pave- Bridges
erty Works Lights ways eering prise culture ment ment and
Man- Man-  Struc-
agemt agemt tures
System System

(UK)
Gang Team Team Team
Ledger Hiwocs Hiwocs
Defect Fault

Note: Confirm Environmental uses the basic names, therefore it is not listed above.

Note: Where no entry is made in the table, that version of Confirm uses the same terms as the help,
e.g. Confirm Property describes the asset as 'Feature’, therefore no entry is made in the table against
Feature.

Note: Terminology System Settings screen allows each of these terms to be overridden with a user
entered value.

Confirm 8 of 41
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Confirm PDF Printer

The Confirm pdf printer is used to view\print the documents and screens of Confirm in pdf format. The
printer is installed in the system as a part of Confirm installation. It can also be installed using standalone
installer available at the following location in Confirm package:

\\Software\Prerequisites\PDF Printer
Confirm PDF printer troubleshooter

Confirm pdf printer troubleshooter is a batch file which rectifies the issues related to user access level
and operating system of the machine. In case where user faces problem in using the Confirm printer,
the script will update machine configurations to rectify some of the known issues. The script is available
in Confirm PDF printer folder in Confirm package.

In order to use the Confirm PDF printer troubleshooter, perform following steps:

Right click on command prompt and ‘Run as administrator’

Navigate to the path where pdf troubleshooter batch script is available.

Enter command “_PdfTroubleshooter.bat” and press ‘Enter’

The Trouble shooter will start and perform certain operations

In case all operations are performed successfully, following command should be displayed.

abkhowbh-=

2016 1:13 PM: Troubleshooting complete. Confirm PDF Printer should work now

key to Exit.

6. After Exit, the Confirm pdf printer should work properly.
7. In case if the troubleshooter fails or the the problem still exists, please contact support.

Confirm PDF troubleshooter Work Flow

Confirm 9 of 41
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Logging In

When Confirm was installed a shortcut will have been placed on the desktop and in the Start menu.
Select the Confirm icon to start the application and display the 'Application Login' screen.
Application Login

The Application Login screen will be displayed when a Confirm shortcut is selected. Supply login
details to access Confirm.

Confirm®

Signin

Username

USER]

Password

Profile Mame

Corfirm E|

Username: Supply the Confirm Username to log in with. This field will default to the last
User who accessed Confirm. It can be changed if a different Username is
required.

Password: Supply the Password for the User supplied in the User ID field. The characters

typed in will be hidden by asterisks.

Profile Name: Select the Confirm Profile (database) to log in to from the drop down list. The
last profile to be accessed will be displayed by default.

Commonly there is a 'Live' and 'Test' database available and care should be
taken when logging in to make sure that the correct database has been selec-
ted.

* 'Live' is intended to show the currently used database which contains active
data.

* '"Test' is intended to show a copy of the database that may be used to
practice, train, and run test scenarios. These databases may be overridden
at regular intervals by the system administrator.

Confirm 11 of 41
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Up to three login attempts are permitted before Confirm closes. The User can click on the Confirm

shortcut again to attempt to login again.

Common Login Messages

Message

Explanation

Invalid UserID or Password entered, please try
again.

Invalid UserlID or Password entered, your three
tries have been used up.

Your password has expired, please enter a new
password.

You have been locked out of the system. Please
contact your System Supervisor.

Maximum number of users on your licence ex-
ceeded, do you wish to see who is currently
logged in?

This message will occur if the User has entered
an incorrect User ID or Password to access
Confirm. The User should speak to the System
Administrator about checking their User ID or
resetting their Password if they have forgotten
it.

This is message will follow on from the above
message if the User has failed to log in three
times. Once this message has appeared Confirm
will close and the User will need to reopen
Confirm to try to log in again.

If the Security Settings have been set to expire
a User password, this message will occur. The
User will then be presented with the Change
Password screen where they can update it be-
fore logging into Confirm.

The Security Setting may have been set to lock
the User out after a pre-set number of failed lo-
gin attempts. In this case, once that number of
attempts have been made, the User will see this
message informing them that they have been
locked out and advising them to see the System
Administrator.

System Administration\User Security

If there are lots of Users already logged into
Confirm, click 'No' to the message, and either
wait until someone has logged out, or request
someone else to log out.

Occasionally, Users remain listed as 'logged in’
when they are not actively using Confirm. This
can happen if they did not log out properly, or
encountered an error that shut down Confirm.

If this is the case, click "Yes' to view the User
Reset list.

All Users are able to view the User Reset
screen, and to remove their own 'rogue’ user
sessions from the list of Users. Users with priv-
ileges to the User Reset screen will be able to
reset sessions for Users other than themselves.

Please see the System Administration manual
for details on how to reset users.

System Administration\System Configuration

Confirm
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Message Explanation

Unable to process your request. Please try later This message will occur if Confirm has been
or contact System Administrator. migrated to Confirm Configuration Service and
there is an issue with it.

For information regarding troubleshooting,
please refer to Confirm Configuration Service
FAQ

You are requested to contact your system admin-
istrator for this issue.

Confirm 13 of 41
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Using Confirm

Once a User has successfully entered their Username and Password, Confirm will be displayed.

The title bar displays the software name on the left hand side, together with the Login details of the
User, Contractor Name (if the user is a Contractor) and the database selected on the Application Login
screen. Buttons for Minimise, Maximise and Close at displayed on the right hand side.

If the current User has specified a Home Page and / or a Dashboard, this will also open next to the
Confirm Explorer.

-

i ¢ Confirm Enterprize - MWILLIAMS on NEO1 - A

File Edit Shortcuts Window Help

r B B E RS

=g Main
-7 Site Register
-7 Asset Register
---D Map
-1 Metwork Manager
-7 Asset Valuation
-1 Data Analyser
-7 Asset Maintenance
-7 Contract Preparation
-1 Finance and Budgets
-1 Condition Survey
-7 Customer Services
-3 Maintenance Management
&1 Works Management
-7 Performance Monitoring
-7 Payment Processing
-1 Contractor Access
-7 Street Works
-1 Reporting
-1 System Administration
- @ User - Michael Wiliams
£ Al Programs
#-E8 Consultants
82 Contractor Access
#-E5 Customer Services
-G8 System Supervisor
-G8 Street Works Motices
55 View Only Access

Ready

Menu

The menu provides the following items:

File: Provides system-related options, such as the Print, Send and Exit as well as
record related options such as New, Save, Delete and Restore.

Confirm 14 of 41
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Edit: Provides standard Windows editing functions, such as Undo, Cut, Copy and
Paste. Other options from this menu include record navigation options such
as First, Previous, Next and Last.

'Copy SQL' - can be used on most data entry windows and reports to copy
the underlying SQL to the clipboard, in order to see which tables and columns
are involved in a screen/report and also to use the SQL as the basis for cre-
ation of new Data Sources and Reports.

Shortcuts: Select from:
'Explorer' - Opens the Confirm Explorer.

'Dashboard' - Displays the current User's configured Dashboard or the
Dashboard User settings if no Dashboard has been selected by the current
User.

Users shortcuts - All of the current User's shortcuts that have been placed in
the User's Folder will be listed at the bottom of the 'Shortcuts' menu.

Window: Select from:

'Cascade’, 'Tile Horizontal', 'Tile Verticle', 'Minimise All' - Standard Windows
functions to arrange the currently open forms in Confirm.

'Arrange Icons' - Arranges all minimised forms at the bottom of the Confirm
workspace.

'Close' - Closes the currently selected form.

'Framebar' - Toolbar can be displayed by selecting this option. It can then be
moved by right-clicking on it.

Forms - All of the windows (forms) currently open in Confirm will be listed at
the bottom of the 'Window' menu. The currently active window will be indicated
by a tick. Click on a Window name in the list to make it the active window.

Help: '‘Confirm Help' - Opens the online Confirm Help system. If a screen is currently
open, it will open at the relevant page.

'Contents and Index' - Opens the online Confirm Help system at the welcome
page.
'Contact Confirm Support' - Opens the Confirm self service portal.

'About Confirm' - This option displays the Licence the User is currently logged
into and displays the version of Confirm which is installed.

Toolbar

YA BRSO F

The Toolbar (called the Framebar) includes standard Windows buttons such as Cut, Copy and
Paste which can be used when editing Confirm data.

Additionally it contains the following:

Undo: < Undoes the Users previous keystroke.

Note: This will not be able to undo a change that has been saved.
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Send: 7 Sends selected records from the current form to an email address.

View as ppf  Converts the current record or screen into a PDF document. Ensure that the re-

PDF: quired screen or report is active and select this button or File | 'View as PDF' . The
PDF conversion will take place and the results will be displayed in Adobe Acrobat
Reader.

id SBS1477.pdf - Adobe Reader M=
File Edit Miew Document Tools Window Help ®

=4 %ﬂv ng 1|41 i @® @ [sz9% |- =

20/08/2010 Enquiry Trace Form
Esuiry: 2000737 Logged by:  Chils 'Warsham on 000 1702
Berulce: Abandzned Vetices Classifization: Request for nfomatio
Subjest: Lnlwend Vi
D - Lintasesd van
Eite: CYNCOED ROAD (£7T00S50), MARGAM, PORT TALECT, NEATH FORT TALBOT
Site Address: CYNCOED ROAD Asesa: Pt Taitol
Loealion: o no 12 Wissd: Pt Talkbest
Conlest
Customis: 2000127 Thssa: 201 OF00G 1702 Mathod: Tikghons
Marre ke Mary Wame
Addiess
sl Sl
Mo, Efectve Sratuis Ooffbcasi Folierw un Date
2 {E-MG-2010 1324000 ENQ - Risgues Redabed Adlan Chitstian 20 By 20riD T M0
Siatus histoey
Ha. Effective Salus DOifffcsar hotes
1 ZOHIMI000 1700 EMQ - Feguest Recshve Chila
Rervised Swius:
St
Ex- R Launches the Explorer if it is not already open.

plorer:

Dash- g (Dashboard module)

board: Launches the Confirm Dashboard. If the current User has not specified a Dashboard
then the Dashboard User Settings will open.
Internal & Launches the Internal Messages screen for the current User. This icon is only

Mes- visible if the User has at least one of the Confirm Alerts modules activated and if

sages: s their User 'Message Preference' is set to send messages to the Confirm Internal
_. Messages screen.
il
Alerts\Internal Messages Button
User Any menu options that the User has dragged into their User area will be displayed
Specific as icons on the toolbar.
Tools

Return & Logs out the User without closing Confirm. The login screen is displayed to allow
to Login: the User (or another User) to login again.

Exit: e Logs out the User and closes Confirm.

Customising the Toolbar
The toolbar can be customised in the following ways:

Confirm 16 of 41
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To move the Toolbar

Right click on the toolbar to display a menu of display options. Select from the available options
to move it. Alternatively, the toolbar can be dragged into the location that User wishes it to be
located.

Note: These changes are User specific and Confirm will remember the location of the toolbar for
each User.

To add buttons

Drag icons from the 'Main' section of the Confirm Explorer, into the 'User' section. This will place
a copy of the icon, as a button, on the toolbar.

Note: These changes are User specific. Each User may customise their toolbar, and will see their
own toolbar wherever they login to Confirm.

If the User wishes their customised area to open by default (rather than '‘Main'), then they can
create a Folder in their User Area.

To restore the Toolbar

If the toolbar has been removed from the view, it can be restored by selecting the 'Framebar' option
from the Window menu. Alternatively dragging any icon from the 'Main' section of the Explorer,
into the 'User' section will also restore the Toolbar automatically.

Confirm 17 of 41
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| oy IO ey O ey O e |

=1

=1

Confirm Explorer a x
=@ Main
= I:I Site Register
= [H-[7 Asset Register
= D Map
;I'I D Metwark Manager
= -7 Asset Valuation
o -1 Data Analyser
m -7 Asset Maintenance
i -1 Contract Preparation
-1 Finance and Budgets
-1 Condition Survey
-7 Customer Services
-1 Maintenance Management
-1 Works Management
-1 Peformance Monitoring
-] Payment Processing
-] Contractor Access
-] Street Works
-1 Reporting
(-1 System Admiristration
FEI---E ser - Paul Wenban
=8 Al Programs

-8 Consultants

-5 Contractor Access
-85 Customer Services
-5 System Supervisor
-5 Street Works Motices
-8 View Only Access

Using the Explorer

System Fundamentals

The data entry forms, utilities and reports within
Confirm are held as options and folders in the
Explorer.

The Explorer has three Sections:
Main

Provides all the data entry forms and folders that
are available to the currently logged in user. The
folders that can be seen are regulated in two
ways:

* Modules available - The user will see only the
folders and forms that relate to the modules
'switched on' in Confirm.

» User privileges - The user will see only the
folders (within the modularity described above)
that they have been granted rights to in the
User Security screen. Please see the 'System
Administration' manual for details on setting
User privileges.

User

A user specific section into which each user may
copy folders and forms that they regularly use.
The User section is uniquely configurable for
each user and each user will view only their User
section.

To copy folders or forms into the User section
click and drag a folder, or icon, from the Main
section of the Explorer. New folders may be
added by right clicking over the User section,
and selecting 'New Folder' from the fly-out menu.

Group folder

A Group specific folder, displaying folders and
form options for the Group. Users who have
rights to edit Groups Securities will see all the
Groups displayed as sections, and will be able
to customise those Group sections by adding
folders and forms. Users who do not have rights
to edit Group Security will see only the Group
to which they belong, and will not be able to add
folders or forms to the Group.

When Confirm is opened there is a 'Confirm Explorer' tab visible on the left hand side of the screen
(as shown above). Moving the mouse over this will expand it to show the full Confirm Explorer.
The Explorer will collapse automatically when not in use so as not to take up space on the screen.

Confirm
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The behaviour of the Confirm Explorer is very similar to the Windows Explorer. Click on the 'plus'
(+) icon, or double click a folder, to expand it. Double click an icon to open the form. Click on the
'minus’ (-) icon, or double click the folder again to collapse it again.

When a form is opened by double clicking its icon (also by pressing the enter key while the menu
option is selected), the Explorer will collapse, and the tab on the left will reappear.

Note: A form can also be opened by right clicking and selecting 'Open' from the popup menu. This
will open the form but not collapse the Explorer, making it possible to open several windows at
once.

It is possible to close the Explorer completely by clicking the X button in the corner. It can be re-
opened by selecting Explorer on the toolbar or on the Shortcuts menu.

Pinning the Explorer

In its default mode as described above, the Confirm Explorer will collapse when not in use. If
preferred, it is possible to 'pin' the Explorer open using the pin button in the corner. If this is done,
the Explorer will remain at its full width and will no longer collapse when the mouse is moved away
or a form is opened. The forms and reports opened by a User will appear in the area to the right
of the Explorer. It is possible to 'unpin' the Explorer at any time using the same button.

Note: Confirm will remember in between sessions whether the Explorer is open, pinned or closed
for an individual User.

Finding a Form

The File menu offers a Find option. Select this, and type in a search word, or words. All the forms
and utilities that contain the word(s) will be displayed. Double click the one you want, and the ex-
plorer will open the relevant folder(s) and highlight the form or utility.

Setting a Home Page

A Home Page can be set by any User by right clicking on an item in the Explorer Window, selecting
'Set As Home Page'. Once set, the item set as the Users Home Page will open automatically when
Confirm starts. By default the Home Page item opens instead of the Explorer Window, however
a General System Setting is available to specify that the Home Page should open in addition to
the Explorer Menu rather than as an alternative.

User Interface

Confirm can be configured to display Data Entry Forms in two ways:

Tabbed

Confirm 19 of 41



System Fundamentals
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Data Entry Forms will launch in a tabbed layout as shown above. Each tab may be dragged out
of the tab bar, changing them to a floating window which can be moved outside of the main Confirm

application window.

Filters will launch as a floating windows centered on the parent tab.

Filter lookup (results) windows will open as a floating window and the default height has been

changed to allow more of the list to be d

isplayed.

Pick buttons launch the request as a floating window and centered on the parent window or tab.

As a general rule, clicking on another tab will hide any floating windows not linked to the currently

selected tab.

Note: Positions are not retained, meaning once a floating form has been closed, the next time it

is opened it will open as a tab.

Classic
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E‘r Feature =) ||E|| 22 |
HE i o= ltem | 1
s M Feature Filter @
Ay || Ste | = OK
of Asset Id Like
Fd Aszet Number From .00 To .00 Central Assst Id Like
L4 || Location Like Bd. Asset Id Like
Feature Group =]
Feature Type Like E]
Classification [+ ] Area [=]
(| Customer [+ | Ward [=]
Cortract Area [+ | Hierarchy [=]
Cost Code )
Foute E]
Named Selection E]
Attribute Type [+ ] Value =]
Smart Type [=] Value
Measurement [=] Value 00 To .on|
Date Type EI Value [DO/D0/D000 00:00:00 | To 100/00/0000 00-00:00
Dead No El Live at Date  0D/00/0000 00:00:00
||| Categany )
|| Asset Group El Function EI
Control E Method EI
Active From 00/00/0000 | To |DO/D0/OO000 Assessed Bath El
Asset Cost Code )
More

Data Entry Forms will launch separately cascading down from the first as shown above. These
forms may not be moved outside of the main Confirm application window.

Changing the User Interface

To change between the two interface options, change the Open screens as Tabs option in the
System Administration / Security / General User Settings.

More Windows

The More Windows screen is only available when Confirm is using the Tabbed User Interface
and will list all currently opened Data Entry Forms.

It can be launched from the drop down arrow at the top right of the tab bar once multiple forms

are open.

Feature
Feature Filter
Site

Site Fitter

Inspection Batch
Site

Site Fitter
Feature

Feature Filter

Inspection Batch

Feature Activity Log
Feature Activity Fiter

Inspection Batch Fiter

Condition Import Fitter

Inspection Batch Filter

[ Activate Window ]

Failure Report Fitter

Menitoring Performance Report Fitt [ Close Window ]

4

1} 3 OK
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The following buttons are common throughout Confirm:

4 4 |2

of 9 | b b

The record counter is displayed on most screens and gives de-
tails of how many records are currently available to view, and
which of those records currently displayed.

The buttons on either side of the display scroll the records:

4

4
These buttons take the User to the first (left) or last (right) record.
4

4

These buttons take the User to the previous (left) or next (right)
record.

The Find button recalls records into the current screen. Clicking
on the Find button will either:

1. Display a filter which can be used to select the range of data
required. Leaving a filter blank will bring in all the available
data. Data returned by the filter will be displayed in a 'Lookup'
list. Click OK in the Lookup list to display the data in the
screen the Find button was clicked on.

2. Display data is directly in a 'Lookup' list. This is often only the
case for simple lookup screens where many records are not
likely to exist.

If data was already present in the form when Find button was
clicked, then that data is displayed as a Lookup list. This allows
the User to move quickly to another record in the list without
having to scroll through all the records in between. The User can
select a new range of data by clicking the 'Refresh’ button where
the filter will be displayed again.

The 'More' button appears on a number of different filter screens
in Confirm and allows the user access to more advanced filtering
options similar to the options available in the Confirm Reporting
module.

When the 'More' button is clicked, a Data Query Qualification
screen will display all of the columns available on the report,
entry screen or pick button the filter was opened from.

The 'More' button will display a '+' once criteria has been spe-
cified and can be cleared with the 'Clear’ button.

Note: There is no link between the standard filter and the 'More'
button filter. Confirm will not validate filter criteria between the

Confirm
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two filters so it will be possible, for example, to enter a restriction
to select Site Code 'ABCD' on the standard filter and Site Code
'1234' on the 'More' button filter and therefore no records would
be retrieved.

Note: In order to see this button the current User has to have
access to the 'Additional Filtering' User Security option. This
option covers the security for the 'More' button on all screens it
appears on.

Please see the Reporting manual for details on:
Applying Qualifications

Blue bullets - Linked Columns

Green bullets - Unlinked Columns

Expert

The New button to displays a blank form for the entry of a new
record.

The List button displays the available reports and lists for the
current screen. Data does not need to be currently displayed in
the screen to access this button.

Please see "Reports & Lists on page 34" for further details.

A Named Selection can be created anywhere the Named Selec-
tion button can be seen. This will usually be on Inventory forms,
lookup lists, and report previews.

Clicking on the Named Selection button will allow the user to
save the list of Features which is present in the report (if a report
has been run) or lookup list (if a filter has been run). These
'Named Selections' can then be used at a later date in a filter.

To Create a Named Selection:
Filter the data required for a report or lookup list.

Click on the Named Selection button.

B Save Named Selection El@g|
Code [SLPT &l IE
Mame  |Street Lamps - Port Talbot

‘Where Selection already exists Replace  w

Enter a Code, Name and (optionally) Notes.
If this is @a new Named Selection - click OK to save the selection.

If an existing Named Selection has been selected the User can
use the 'Where Selection already exists' drop down to select
from:

'Replace’ - To replace the current Named Selection with the new
one.
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'‘Append' - To add the Features currently selected in the report
or lookup list to the already existing Named Selection.

'Subtract' - To remove the Features in the report or lookup list
from the already existing Named Selection.

Named Selections can be created by adding and subtracting
Features in this way until the list comprises the required Features.
The Named Selection can be viewed and edited (or created) in
the Named Selection Lookup.

The 'Map' button can be used to open the Map and if there are
coordinates set for point entities i.e. Enquiry, Defect, Job then
Map button will appear as

Closes the current form a warning will be given if a modified re-
cord has not been saved.

Saves the current record.

Will restore the record to its appearance at the last Save. It will
not 'undo' changes that has been saved.

Deletes the currently displayed record.

Note: It may not always be possible to delete a record because
it is referenced by other records in Confirm. In this case, a
warning will be given to that effect and the record will not be
deleted.

Creates a new record that is a copy of the displayed record. The
code of the new record must be changed before it can be saved.

Displays a drop down menu which displays the Actions that can
be performed on the current record.

Displays a drop down menu that gives access to related forms
and utilities.

Opens the selected record to provide further information.
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Document Links

Document Links can be created to point to any file in the system, allowing relevant photographs
or text documents to be associated with a record.

Click the Links button
] todisplay

the Document Links form, listing the documents linked to the corresponding record. If there are
already Document Links associated with the record then the Links button will be highlighted with

aborder

Description | Document Location | Document Date | Close
&Document$sbs. 14-2-2017-1487073308514 jpg
.arge £D0ocumentEshs. 14-2-2017-1487073873603 jpg
48653476534 S0ocumentSsbs. 14-2-2017- 1487074734475 tif
street works on charge £0ocument$sbs. 14-2-2017-1487073780395 jpg
N
Description . =
_
Document Location  [SDocumentSsbs.14-2-2017-1487073780395 jog
Document Date 0000/ 0000 000000 AM
Last Modified 14/02/2017 17:33.01 by sbs
Upload to Document Store | Delete Original File after Upload |
Launch

The screen lists the currently linked files. The fields below the list give specific information about
the selected Link.

Note: For Documents Links created from Street Works Notice, Inspections and Fixed Penalty
Notices an extra column will be displayed. This column will notify whether this document
was received via EToN or not. This column will not be displayed for Document Links on
Features, Enquiry or Jobs.
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Click on the New button and enter the document details .

Description

Document Loca-

tion

Document Date

Last Modified (by)

Upload to Docu-
ment Store

Delete Original
File after Upload

Download

Identification Im-
age

Dead

Document End
Date

A free text field used to annotate the file.This field is required while publishing
a document from Street Works, otherwise it is optional.

Enter or select the path to the required document.

Copy Button: This button will copy the fully-qualified path of the Document
Location to the clipboard, resolving any location prefixes.

A date and time for the Link. This defaults to the current system time but can
be edited freely.

The date and time when this Link was last modified, and the User who made
the change. This cannot be edited.

This is only available if a 'Document Store Folder' or a 'Web Service URL'
has been specified in the Document Link System Settings screen.

If this is ticked, the Document will be transferred from its current location to
a central document store when the screen is saved. After uploading the file
to a central document store the 'Document Location' value will be changed
to reflect the new location of the document, and depending on the type of
document store being used the location may be prefixed with either '$Docu-
ment Store$' if the central document store is set to 'Folder', or '$Document
URLY$' if set to 'Web (PUT)' or 'Web (POST)'. This prefix will be applied to all
links uploaded to a Folder document store, but this may not be true for a "'Web'
document store if no part of the returned URL matches the 'Document Link
URL Prefix'.

For more information on Document Stores see Document Link System
Settings.

This is only available if Upload to Document Store is ticked.

If this is ticked, the local file will be deleted after it has been successfully
transferred to the Document Store.

Allow to browse to an accessible location and download the attachment.

This is only available when viewing Feature Document Links, where the
Feature belongs to a Feature Group for which an image is shown on the
Feature screen.

By default, the first appropriate Document Link in the list will be used as the
image. This field may be ticked to override this behaviour and choose a spe-
cific image for display. The Description of the Document Link record will be
updated to show that this has been done.

For more details see Feature Identification Image.

This option is only available when viewing Job Type or Site Document Links.

This option is enabled only when 'Reference’ is selected in the 'Document
Copy To' option. When checked, it will prevent any further linking while creating
or updating Jobs.

This option is only available when viewing Job Type or Site Document Links.

By default, the Current Date is populated when the 'Dead’ field is checked.
Once populated, it will automatically end date the document after the specified
date.
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This option is only available when viewing Job Type or Site Document Links.
The options are:

* None
« Copy
* Reference

By default, 'None' is selected, No document link is copied to the Job.

If 'Copy' is selected, both the document link and the document itself is copied
to the specified Document path of the Job, with the description of the copied
document link including the suffix 'Copied from Job Type/Site'.

If 'Reference’ is selected, only the document link is copied to the Job and the
document is referenced from the actual Document path, with the description
of the copied document link including the suffix 'Referenced from Job
Type/Site'.

Note: The Job Standard Document functionality will only be available when
the Document Store setting is set to "Folder".

Once the details for one or more Links have been entered, click Save to store the details.

Document Location Prefixes

If a document was selected for transfer to a central document store, or was a Street Works link

that was published,

then part of the path or URL to that file is often replaced with a prefix. There

are several prefixes in use and each has a different value.

$Document$

$Document Store$

$Document URL$

$ORG_PREFIX$

This is used for photos uploaded from a hand held device via the Confirm
connector. Its value is equivalent to the 'Document Store Folder' setting
in the Document links System Settings screen.

This is used for documents uploaded to a central document store that is
set to be a 'Folder' type. Its value is also equivalent to the 'Document
Store Folder' setting in the Document links System Settings screen.

This is used for documents uploaded to a central document store that is
setto be a'Web (PUT)' or 'Web (POST)' types. Its value is also equivalent
to the 'Document Link URL Prefix' setting in the Document links System
Settings screen.

This is specific to Street Works document links and is used when a
document is Published. It's value is dependant on the Organisation that
the document link is related to. The value is equivalent to the 'Attach.
URL' setting in the Organisation screen, for the Organisation that the
link is related to.

To modify an existing Link:

Click the link in the
Save.

list and modify the Description or Document Location as required, then click
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To view a currently linked file:

With the required file highlighted, click on the 'Launch’ button. The associated program is launched
and the file displayed.

To delete a Link:

Click the link in the list, then click the 'Delete’ button. The link will be removed from the list, but the
file will not be deleted.

Security of Linked items:

There is a generic User Security option which can be used to selectively prevent Users from either
adding, deleting or modifying (e.g. changing the Description or Document Location) items linked
to entities in Confirm. This option appears in the Security section of the menu when configuring
privileges on the User Security and Group Security screens.

Document Links in Street Works

The document links feature within Street Works has extended functionality. Refer to the document
links section of the Street Works help for more information.

Street Works\Document Links

Problems Uploading to the Document Store

Problems may be encountered when using the 'Upload to Document Store' setting, especially
when using a web service document store, where the document may travel across a network to
an external application.

If problems do arise then any changes made to the document link details, such as dates and de-
scription, will still be saved to the Confirm database, however the document link will not be updated
and the document will remain in its original location. It will not be deleted, even if 'Delete Original
File after upload' was selected.

Uploading to a Web Service is highly dependant on external applications, and it is not possible
for Confirm to interpret all of the possible errors that may arise once the document is sent out. If
an error does occur then Confirm will display "Failed to upload - the following error was returned
by the Web Service:" followed by the error message that is returned to it from the external applic-
ation.

Document Visibility

When a new document is uploaded in Confirm Enterprise,it will default to private if no specific user
or tenant-level settings are configured.

Additionally users now has the ability to tag documents on entities as "Public" or "Private" using
the Confirm Web Interface. To change the default enterprise visibility setting, users can switch the
document's visibility through the Confirm Web Interface. For more information, please refer to the
Confirm Web Help Documentation for Document Links.
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How Data is Displayed

Data Entry Form

Each option from the Explorer will open in a separate window. Several windows can be opened
and they can be arranged by the user or by using the 'Window' Menu. The title bar gives the name
of the form or filter on the left hand side. On the right hand side are the Windows Minimise, Max-
imise and Close buttons.

Feature EI@
[4 4| 1ofdo v MIsaEHIH@ QO X A1l | Action = Other ~
Site BERTHA FLACE 47700133
Psset Id 47700133/100000 Asset Number 1.000.00
Start Date 23/01/2006 14.54:55 Live
Feature Type Dual 1-Lane 01 EJ
Location
A.clclrhonali Inventory Geography | Valuation | Attributes | Smart Attributes I Referenced by Nodes o s
Cost Code NCA Mo Code Allocated =]
Classffication No Code Allocated =
Customer No Code Allocated E
Contract Area  |Port Talbot =
Area No Code Allocated E
Ward Port Talbot E
Hierarchy =
Certral Asset 02000059
Property Id [;|
Survey Date 19/01/2015 | Dead [}

Upper tabs

The information on some forms is kept on several sheets or 'tabs'. The other sheets of information
are accessed by clicking on the relevant tabs. Where the tabs are found at the top of the form,
clicking on a tab displays another portion of the form.

Lower tabs

Where additional data can be made and linked to another record, the information will be held on
tabs on the screen.

To add data, or amend data, select the required tab by clicking on it, and then click on the 'Detail'
button.

Note: The User will be required to save the main record before they can open a lower tab.

A sub-form will be displayed, in which related data can be held as separate records. The sub form
follows the same conventions as the main form.
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ll‘l'l‘l'l'._ =
@E“Hecnrd 2of 3 E]
Regime Code
Gully Cleaning
B Regime Applicability |:|r)__(|

Description

(W] Jresseza OO
Fegime [GULLEL | |Gully Clearing |
Restore
Feature Type [ [ |ﬂ
Clazsification | w |
Applicability r Items ] [ Dietail ]
Feature Type Clazzification |

Gulli b gir Gulli

Each record that is added becomes a line, which can be seen on the tab. Scrolling through the
records moves the highlight on the tab up and down the list.

Close the sub-form to return to the main form.

Subsidiary data forms

In addition to the main forms that can be accessed by clicking on the relevant icon in the Explorer,
Confirm contains 'forms within forms' which store additional data.

Simple forms can be found on lower tabs. More complex forms, allowing multiple entries, can be
found by clicking on the 'Other' button in a main form and selecting an option from the drop down
menu.

Multiple record forms

These forms allow the storage of multiple records against the one main record. All the records
present in the main form can be scrolled through at this level, allowing the user to view this category
of information, for all the main records present, without having to exit this form to return to the
main form and scroll forward to the next record.

Within these forms, records are added, one by one, and accrue to a list that can be seenin a
separate pane.

To add data:

The entry fields will usually be found at the bottom of the form. Select the options from the pick
lists, or drop down lists. Click on the 'Update’ or the 'Add’ button to add the new record to the list.
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To delete data:

Select the record in the list, and click on the 'Delete' button.
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B Feature Condition g@g|
|F|eu:u:-ru:| 330 of 1254 [B

01/Frimany Deck Element 4E

4. 7000

- Severe, extenzive

02/5ec. Deck Elermds Trangy Bi1B - Mo Sig Effect, slight 1.0000

03/5ec.Deck Elerment/s Other 4B - Severe, slight 4.0000

04/Half jointz 4E - Severe, extenzive 4.7000

05/Tie beam/rod 4E - Severe, extenzive 47000

(&/Farapet beam or cantilever BB - Failed, slight 5.0000

10/5pandrel wallfhead wall  1C - Mo Sia Effect. moderate 1.0000
Condition B ating 93,5060 Failure R ating .000a
Obzerve Type  |01/Primary Deck Element BED ﬂ
Grade 4E - Severe, extenzive w 4 7000
Motes

Site EROMBIL GARDEMS 47715922
Azzet|d BROOT AT Loch Brambil Gardens 13t Footbridge,
Asset Number 70,000.01) B - Bridgs Spans s 1 e 1
Condition Azzessments
Qbzervation Type [Grade Score Weighting Mew

Confirm Wizards

Wizards are available in Confirm which allow a User to create a record by guiding them through
the steps needed to populate the fields. Once a wizard is complete, a read only version of the record
which has been created is displayed. These are different to conventional Confirm Data Entry forms

where Users directly type into the screen.

Confirm Wizard buttons

The Confirm Wizards have standard buttons which appear at the bottom of each step.

These buttons will be active/inactive where appropriate e.g 'Back’ will never be active on the first

step of a Wizard.

Button Description

T— Select this to return to the previous step in the wizard.

B Select this to progress to the next step in the wizard.

Finizh

C Select this to Cancel the current wizard.
ancel

as all data entered into the wizard so far will be lost.

Once the required fields have been provided, the 'Finish' button will be active. Select
this to complete the wizard and create the record in the database.

Note: Confirm will prompt the User to confirm that they want to cancel the wizard

Confirm
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Types of Fields

Code fields

Each record has a unique code, which, once entered and saved, is not editable. When entering
codes, the text will appear in upper case regardless of whether Caps Lock is engaged or not.

The code field may be used to recall existing records by typing in an existing code and pressing
the tab key. This will recall the record that carries that code.

Date / Time fields
Date fields can be populated or updated in one of two ways:

* Type the date within the field.

» Double click in the date field or use the F4 function key to display a calendar-style date screen.
Today's date will be selected by default but another date can be selected. Use the arrow buttons
at top left and right to scroll through the months. Use the Today button to change the current
date to today's date. Use the 'None' button to clear the date entry.

Where appropriate, the calendar will show Hours and Minutes fields, which may be updated by
direct entry, or by selection from the drop down. Use the 'Now' button to enter the current time.

MMEGLRE

Tu:u:la_l,ll Mone |

Hours Minutes
11 | |11 w

Mow | DK |

October 2007

ban Tue "Wed Thu Fri Sat Sun

or

1 2 3 4 &5 B 7
5 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 S 2 27 28
29 30 3

[ |Today: 25-0ct-2007

Note: In some cases date fields are automatically updated as a result of actions carried out in
other parts of the system.
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Drop down field
w

A drop down field has an arrow button at the right hand side. These fields can only have entries
from a lookup. The drop down provides the opportunity to view that lookup to make a selection.

Click the arrow button to view the lookup contents as a drop down list. Select from the list by
clicking on the required entry to place it in the field.

Drop down fields can also be completed by typing the description, or part of the description. As
soon as the entry is recognised, Confirm will complete the entry from the lookup list.

Drop down fields will usually be mandatory - i.e. data must be entered before the record can be
saved.

Free Text field

A free text field does not reference a library or lookup, therefore the User can type in any text they
choose. Free text fields vary in size. For external references or ID numbers they allow the entry
of 10 or 15 characters.

The larger free text fields are refered to as Notes fields can be further expanded by double
clicking in the field.

Notes field

Notes fields are large free text fields used for comments, descriptions or locations which can allow
entry of text, usually two thousand characters in length but may vary depending on the field. They
can be further expanded by double clicking in the field. This displays a text entry box which will
automatically resize depending on the content. Text can be entered directly, or the 'Insert' button
can be clicked to select pre-defined blocks of text from the Comment Library Lookup. Once the
entry is complete click OK in the text entry box to close the box and place the text into the origin-
ating field.

e have inspected the location but the fault could not be found. 1F vou believe that the Fault

Cancel

shill exizts pleaze log it again with more detailed infarmation.

Pick Fields

or
L]

A pick field has a 'Pick’ button at the right hand side. These fields usually only allow entries to be
made from a lookup. The pick button provides the opportunity to view that lookup to make a selec-
tion.
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Clicking the pick button usually displays a filter. Enter the filter parameters, or leave the filter blank
to display all records. Click OK to display the Lookup list. Select the required entry from the lookup
list and click OK to place it in the field.

Pick fields can also be completed by simply entering the code or the description.
Pick fields will usually be mandatory - i.e. data must be entered before the record can be saved.

Note: Enter the first part of the description, and press the tab key, to display a lookup list comprising
of all the library entries that begin in the same way.

Reports & Lists

=

Reports and Lists may be produced in two ways:

1. By selecting a specific item in a Report folder on the Explorer.
2. By clicking on the 'List' button on a data entry screen.

If the 'List' button is used, a choice of list types may be offered (depending on the screen the button
is selected:

B Select the List Required E

i Ok
Feature Meazurements _
Feature Attributes -
Feature Smart Attributes
Feature Date Types
Feature Condition
Feature Reqgime List
Qverriding Cozt Code List
[Fwentary List
[reventony Attribute List
Hetwork, Inventany Summany
Metwork, Inventone Summary by Feature

[reventamy Links List
Inlinked Inventory kem List v

Where the Reporting module is present, the list will include any custom report created in the Re-
porting module for which the data source specifies a link to this entity on the Linked Tables tab.

Select the Report or List required and click the OK button.

Report Previews

Whether the starting point is the 'List' button on a screen, or Report item from the Explorer, the
next step will usually be to complete a filter, setting out the filter criteria.

The type of filter, and the range of filter options, will vary according to the area you are reporting
on.

All report filters carry the option to 'Preview’, which is checked by default. If this is unchecked, the
Report will be sent straight to the default printer without preview.
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]

Cancel

Clear

Presview

Previewing a list

When OK is clicked on the filter, and 'Preview' is checked, the preview will be displayed in a preview
window.

The following functions are available:

Print Pre- 3 This option allows the user to view the report, as it would appear when printed
view: +y With the blue border representing the margins.
ey
Clicking on the Print Preview mode activates the 'Rulers' and 'Zoom Out/ In'
buttons.
Rulers: 7 This option will put horizontal and vertical rulers on the page. The rulers carry
= margin marker that can be dragged to adjust margin width.
; Click the 'Rulers' button again to switch off rulers.
Rulers are only available when in Print Preview mode.
Zoom Out/In: =% The zoom buttons allow the user to adjust the view of the page. The Zoom
Q buttons are only available in Print Preview mode.
Print: —4 Click to send the report to the Windows default Printer.
Savetofile: |g Click to display the 'Save As' dialog. The information in the list can be saved
in any of the formats listed in the 'File Format' list.
Copy: =3 Click to save the information in the list to the users clipboard. The data can
then be pasted into another Windows program.
Re-Filter: «f Click to display the original report/list filter again. New filter criteria can be
entered and the report can be run again.
Named Selec- Feature based reports can be saved as a 'Named Selection' which can then
tion: be used in other filters which display the 'Named Selection’ field.

The Dead flag

Records that cannot be deleted because they reference other data, or because they may be required
again later, can be flagged as 'Dead'.

To make a record dead: check the Dead flag and save the record.

The record will not now appear in lookup lists, unless 'Dead' records have been specifically reques-
ted in the filter. 'Dead' records will be excluded from any processing applied to these records.

To remove the Dead flag from a record: filter in the form for 'All' or 'Dead' records. Select the re-
quired record and remove the check on the Dead check box. Save the record.
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Importing and Exporting Data

Confirm has many places where imports and exports can be performed. These places allow the

User to select a location to import from / export to. To aid the User, the pick button will remember
the last directory accessed for that purpose, and default to there rather than to the current Windows
directory. Confirm will remember the last import and export directory separately for each User.

Shortcut keys

Many of the Confirm functions can be accessed using the keyboard instead of the mouse. Most
of these shortcuts are standard Windows shortcuts - but a few are unique to Confirm.

Menus

Alt + [underlined
letter]

Left \ Right arrow
keys

Up \ Down arrow
keys

Enter key

[underlined letter]

Esc

Standard Shortcut
keys

Toolbar

Ctrl + Alt + F10

Ctrl + E

Confirm Explorer

Up \ Down arrow
keys

Left \ Right arrow
keys

Enter key

Opens menu list. For instance type Alt + W to display the Window menu list

To close the currently open menu list and move to the next (left or right) menu
list.

To move the highlight bar up or down a currently open menu list.

To select the currently highlighted menu item

Selects a menu item. For instance, with the Windows Menu list displayed,
type 'n' to select Minimise All

To close currently displayed Menu lists

These are displayed in Menu lists after each menu entry which has a standard
shortcut. For instance, the Help Contents option in the Help menu gives
Ctrl+F1 as the keyboard shortcut for the Help Contents.

Returns to the Login screen. Equivalent to clicking on the 'Coffee Cup' - Take
a Break button.

Displays the E-mail Window. Equivalent to clicking on the 'Send' button in the
toolbar

Moves highlight up and down the Explorer list

Opens \closes the currently highlighted folder.

Opens the currently selected form, utility or report filter (but not folders).
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Forms
Ctrl + F

Ctrl + L

Ctrl + N

Alt + [underlined
letter]

Enter

Ctrl + Enter

Page Up \ Page
Down

Forms & Filters
Tab

Shift + Tab

F4

F6

Up \Down keys
Enter

Space Bar

Ctrl + Shift + F1

Esc

List Previews
Ctrl + P

Ctrl + C

Page Up \ Page
Down

System Fundamentals

Displays the Find filter or the Lookup list. Equivalent to using the 'Binocular'
- Find button in the Form's Toolbar

Displays the List filter, or 'Select List' screen. Equivalent to using the 'Printer’
- List button in the Form's toolbar

Displays a new, blank, form. Equivalent to using the New Page button in the
Form's toolbar

For button functions such as: Restore, Delete, Other.

Activates the 'Live' button (that is: the one which has a heavier black outline).
Since this is usually the 'Save' button the result of pressing the Enter key is
usually to save the currently displayed record.

Breaks onto a new line in a text entry box.

In a blank data entry form: use Page Up or Page Down keys to bring up a filter
(if the window has one) or retrieve all records (if the window doesn't have a
filter)

In a populated data entry form: use Page Up or Page Down keys to scroll
forward or backward through the records. Equivalent to using the scroll buttons

Moves to the next field

Moves to the previous field

Display the drop down list, or pick list filter in the relevant fields.

Move to next open tab\Window

Moves the selection up and down a drop down list or pick list.

Selects the currently highlighted drop down or pick list item.

Toggles the check-box selection. Equivalent to clicking in a check box.

Displays the current Window name. This information may be useful when
logging an issue with the Confirm support team.

To close the form. Equivalent to the 'Close' button.

Prints the currently displayed list or report. Equivalent to clicking on the
'Printer' button in the preview window toolbar.

Copies the currently displayed list or report information to the Windows clip-
board. Equivalent to the clicking on the 'copy' button in the preview window
toolbar.

Scrolls up and down the list or report. Equivalent to using the scroll buttons.
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Esc To close the preview window. Equivalent to the 'Close' button.

Session Logging

Ctrl + Shift + L Prompts for a filename then saves the last 1000 entries from the internal
session log to the provided file. This file can then be opened in a text editor.
The session log is also reset after the save operation.

Ctrl + Shift + S Prompts for a filename and then all session logging is recorded to that file
until the end of the current session. If the shortcut is used when session log-
ging is already active then Confirm will display the name of the session logging
file.

Warnings and Errors

Confirm will issue warning messages when a User is about to carry out a procedure that will pre-
judice existing data (move on without saving for instance), or when they are about to carry out an
irreversible procedure (giving an option to back out if they 'clicked' in error).

Any message will give the options of clicking "Yes' or 'No' where a User is asked to make a choice,
or OK where the message is giving information.

Error Report Form

Very occasionally, an error will occur which will cause Confirm to close down. In this case an Error
Report Form will be displayed:

The User can either Print the Error Report Form or send it via email.

In either case, the User will be prompted for a description of what they were doing when the error
occurred. This description will then be included on the printout, or in the email message.

The destination for sending via email will be a local administrator if a Support Email Address has
been specified on the General System Settings screen. If no Support Email Address has been
specified the email will be sent to Confirm Support.

Confirm will then exit when the OK button is pressed.

Reset Sessions

There may be occasions where a System Administrator may reset the Users Confirm session
whilst they are still logged in. If this is the case, Confirm will display a warning message. The
message asks if they want to attempt to log back into the system.

@ Your session has been invalidated by a system reset,

Atkempt session re-validation?
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If the 'Yes' button is clicked, Confirm will log them back into Confirm without sending them back
to the Application Login screen, and they will be able to continue with their work.

If the 'No'button is clicked, Confirm will close and the User will need to start Confirm again.

User Session Lock

User Session lock: User session will be locked if User inactivity exceeds the Inactivity timeout
specified in Security settings. User can unlock the session using their password.

User Session Locked -

Confirm®

You have been locked out due to inactivity.

Please enter your password to continue,

Username

Password

| oK

While the session is locked, any background tasks will continue to run to their completion. Hitting
X' button will close the application.

Changing Password

Changing Your Password

The Change Password option is found in the Security folder of the System Administration folder
in the Explorer. If the System Administrator has set a Users password to expire after x number of
days, the Change Password form will automatically open the next time they log into Confirm after
the expiry date.
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B User Password

User 1D ALCHRIST |

X
(]
Current Passwaord | |

Mew Pazsward [ |

Confirmn Mew Pagsword [ |

To change password, the User should follow the steps below:

 Enter their Current Password

* Enter a New Password

* Re-enter the new password in the 'Confirm New Password' field.
* Click the OK button.

Exporting Data from Confirm

Print Screen

To print the contents of the current Confirm session, select 'Print Screen' from the File menu or
press Ctrl+Alt+P. This will allow image to print.

Sending Data

Records selected within a Confirm screen or report can be sent to a mail recipient as an email
attachment. To send data, follow the steps below:

» Retrieve the records to send.

« Either click the 'Send' button on the toolbar or select Send (Ctrl+E) from the File menu.
* Amend the Subject if necessary.

» Select the format of the attachment.

* Click the 'Addre.." button to select the addressees.

* Click 'Send'.

r ™

E-mail Window == =]

Ta software support &ph.com
<

Subject Site

Attachment Format Text File {TXT} (=]
Caolumn Headings

Message Text Here's the Site Information you requested.

Addre..
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Logging Out

To log out and close Confirm the User may do any of the following:

+ Select the Close button from the top right hand corner of the screen.

* Double click on the Control Menu box from the top left hand corner of the screen.
+ Select the 'Exit' option from the File menu option.

* Press Alt+ F + X.

Note: These options exit Confirm completely. If the User simply wants to return to the Application Login
screen, select the 'Return to Login' button.

This can be done at any time, no matter what programs are currently running. If there is any data entered
or changes made that have not previously been saved, Confirm will prompt the User with the relevant
warning message and provide the opportunity to change their mind or continue.

Taking a Break

If the User will not be working in Confirm for any period of time, it is recommended that they return to
the Application Login screen. This will log them off as a current User without closing Confirm and free
their licence to be used by another User. They will need to re-enter their password to log back in.

To Log out:

* Click the 'Return to Login' button.
» The Application Login dialog is displayed.

To log back in:

» The User ID will already be displayed - this can be changed to log in as another User.
» Supply a password.

Click OK or press Enter. This can be done at any time, no matter what programs are currently running.
If there is any data entered or changes made that have not previously been saved, Confirm will prompt
the User with the relevant warning message and provide the opportunity to change their mind or continue.
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