
CPAIS QuickGuide: User Support Resources


Need help using the CPAIS application?  You are encouraged to use the multiple self-help resources available.  If users cannot find answers after searching these resources, they may then contact the CPAIS HelpDesk indirectly, through the designated HelpDesk point of contact (PoC) for their agency. 

This QuickGuide gives a brief discussion of each self-help tool available to users.  These are just the basic steps that will allow you to jump right in and immediately begin using these resources.  All of these tools can be access from the User Support website (https://cpais.ocfo.usda.gov:8800/support/).    

After searching these resources, if you still are unable to find answers to your questions, you may contact your agency’s HelpDesk PoC.  A list of PoCs can be found on the User Support website.  

Online Help

The online help system is often the primary user support tool for the CPAIS application.  It is intended to function as the “screen usage guide”, showing you how to use the application.  Liberal use of screen captures and indepth explanations make this a valuable resource.  

	Access Online Help

	From inside the CPAIS application, simply click the blue question mark icon ([image: image1.png]


) found on the toolbar of any data entry form.  This will open a new web browser and display “context sensitive” help – help files that pertain specifically to the form you were using.

From outside the CPAIS application, simply open a web browser and navigate to the User Support website (https://cpais.ocfo.usda.gov:8800/support/).  Click on the link for CPAIS Online Help.

	Use Online Help

	· Navigate using the table of contents on the left.  Click on a topic to display that file in the right frame.

· “Field Definitions” pages define all fields on each data entry form.

· Date at the bottom of each page indicates the date this help page was last updated.

· Home button opens the Online Help Homepage (see below) where you can select other CPAIS help sections.

· Search button allows you to search within this section of online help.

· SiteMap button displays a complete list of all topics within this help section.

· Additional Resources button opens the User Support page where you may use other self-help resources. 
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CPAIS Basics - Introduction

Common Tasks - Overview

There are a few tasks and tools that all CPAIS users wil
employ. Even if you never wark directly with, say, Real
Property Accounting data, you and an accountant wil
both enter new records, delete sxisting ones, query the
database, and more. Such tasks are common across all
CPAIS topics. This section of anline help describes the
general stesps to accomplish these common tasks.

The comman tasks covered here include:

Launching a Data Entry Form
Querying the Database
Adding 2 New Record
Duplicating a Record
Deleting an Existing Record
Exporting Record(s) to a File
Brinting the Data Entry Form
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	From the Online Help Homepage you can select any section within the CPAIS online help system.  

Of particular note is the CPAIS Basics section, which covers all basic CPAIS functions.  If your question is general in nature, explore CPAIS Basics.


Frequently Asked Questions (FAQ) Tool

The FAQ tool is a compilation of the most often asked CPAIS questions.  HelpDesk staff routinely review each submitted question to determine if it warrants a place in the FAQ tool.  

	From the User Support website, select the FAQ link.  The FAQ tool will display in a new window. 

Select the topic(s) you are interested in and then click the Search FAQ button.  The tool will display all FAQ entries that exist for the topic(s).  Click on an entry’s title to read more.
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Knowledgebase Tool

The Knowledgebase is an archive of CPAIS questions and their resolutions.  Each item comes from previously resolved HelpDesk tickets, chosen by HelpDesk staff.  Not all tickets will make it into the Knowledgebase – staff routinely remove duplicate items as well as minor questions.  
	On the User Support site, select Knowledgebase.  The tool will display in a new window. 

In the blank field, enter your question or key words.  Click the Search button and all results will display similar to an Internet search engine.
Notice the checkbox.  When checked, the Knowledgebase will search for each word you enter “individually”.  Unchecked, it will search for all the words you type “as a phrase.”
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Look-up Tickets Tool

The FAQ and Knowledgebase tools contain topics chosen by HelpDesk staff.  By contrast, the Look-up Tickets tool allows direct access to all HelpDesk tickets submitted – duplicates and all, whatever their stage of resolution.
	From the User Support website, select the Look-up Tickets link.  The tool will display in a new window. 

You may search for a specific ticket by entering its number OR enter parameters in the other fields to find close matches. 

Click the Go Find Ticket(s) to Update button to retrieve tickets that match your parameters.
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	Search results are displayed in table format.  To view the details of a ticket, simply click on its corresponding Read Only link.  
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	A sample ticket appears below.  You will most likely be interested in the Activity/Details section which contains a history of this ticket, from the original problem through all subsequent correspondence and resolution (if resolved).  Notice, however, that there are additional sections (Sections 1, 2, & 3) at the bottom of the image below that also contain information.  Simply click on the plus symbol to “explode” those sections.
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Priority
Short Description
AcTvITY

WHO: dwhite
WHEN: 06/02/2004 11:56:53 AM
ACTION: Ticket Subimitted By POC
STATUS: Open

WHEN: 06/03/2004 12:24:32 PM

ACTION: Ticket Assigned By HelpDesk Administrator

STATUS: Assigned
+ SECTION 2: ATTAGHMENTS
-+ SECTION 3: POG

+ SECTION 4: STAFF

100006

User's Narme

User's Phane Number

User's Email

Fs

prineville, OR

6/2/04

6/3/04

Assigned

Category 1

Subcategory 13

Non-Critical

Test ticket for field user Ann Houch
DETAILS

Description of the problem, as recorded
when ticket was first submitted.

Follow-up cotrespondence from HelpDesk
staff. Aticket will likely have a more detailed
history than that shown here.
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