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INTRODUCTION

The Child Welfare Services/Case Management System (CWS/CMS) allows counties to create and use county
specific templates. Counties create these templates to meet their individual business needs. Select data elements
from CWS/CMS can populate these templates.

This CWS/CMS Template Automation Guide provides instructions for creating templates in Microsoft Word 2007,
populating select fields from CWS/CMS, and adding templates into CWS/CMS Resource Management for use by
county staff. Template creators should have intermediate knowledge of MS Word 2007 and CWS/CMS Resource
Management privilege.

Note: This guide was created in Word 2007 and saved in compatibility mode. Some screenshots may vary from
what you see on your screen depending on your computer settings. The remainder of this guide refers to MS Word
2007 as Word.
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1. SETUP

1.1. FINDING RESOURCES TO CREATE TEMPLATES

There are three resources on the CWS/CMS website that you will use to create templates. These resources can be
found at: http://www.hwcws.cahwnet.gov/guides/default.asp

Once you are on this site, go to Guides|Template Guides. You will see the following documents:

CWS/CMS Template Automation This is the guide you are referring to now.
Guide

MasterMacro for Word 2007 This document contains the CreateReport macro that is used to automate
your template. The latest version of this macro was developed for
CWS/CMS Release 7.0.

County Template Data Elements This document contains the list of fields from CWS/CMS that can be
and Bookmarks populated on a template.

Figure 1: Finding Resources
1.2. USING WORD IN COMPATIBILITY MODE

Templates and documents for use in the CWS/CMS application will be created in Word 2007; however, they must
be saved using the Word 2003 file extensions. The CWS/CMS application will not allow you to save documents
with Word 2007 file extensions. The file extension differences for Word 2003 and Word 2007 are:

USE
Word 2003 and Compatibility Mode
File Extensions

DO NOT USE
Word 2007 File Extensions

.dotx

Template .dot
P .dotm
Document .doc .docx

Figure 2: Using Word Template and Document File Extensions

Word 2007 has the ability to save "down" to Word 2003. This is referred to as “Compatibility Mode”. Using Word
2007 in compatibility mode allows the user to turn off new features that may not be recognized by Word 2003 so
the document remains compatible.

Templates and documents created in Word 2007 for use in CWS/CMS must be in compatibility mode. When a
template or document is opened in compatibility mode, the title bar of the document reflects the mode status.

H9-0 )+ Document1([Compatibility Mode])- Microsoft Word

Home Insert Page Layout References Mailings Review View Developer WaorkSite

Figure 3: Working in Compatibility Mode

6 CWS/CMS Office September 2013
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To work in compatibility mode, open a document or template (or open a new document or template) and save it

as a:

1. Word 97-2003 Document, or
2.  Word 97-2003 Template

G'Ov _ Desktop v

v I Search Desktop

Organize ¥  New folder

. Templates

3¢ Favorites
Pl Desktop
8 Downloads
%] Recent Places

4 Libraries
@ Documents
J’ Music
(=] Pictures
¥ videos

1% Computer
&, osDisk (C:)
e USB DISK (E2)

=

System Folder

®5ix

B -

File name: I

Save as type: |Word 97-2003 Document

Word Document

Word Macro-Enabled Document
ord 9 003 Do

Word Template

Word Macro-Enabled Template
Word 97-2003 Template
( Hide Folders| ~|PDF
XPS Document
L Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document

Word 2003 XML Document
OpenDocument Text

Works 6.0 - 9.0

Authors:

Figure 4: Saving a Document or Template in Compatibility Mode
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1.2.1. WHEN IS COMPATIBILITY MODE ENABLED?

Compatibility mode is enabled in the following situations:
e Ifyou open a file saved in file formats used by previous versions of Word, compatibility mode is enabled.
e [fyou convert a file from Word 2007 to a previous version using Save As, compatibility mode is enabled.
e Ifyou create a new document based on a .dot template, compatibility mode is enabled.
e Ifyou set the Word 2007 default to save using the file formats from Word 2003, compatibility mode is
enabled.

1.3. GETTING STARTED

Before creating your template, you will need to:
e Display the Developer tab
e Know how to access Legacy Tools
e  Set your macro security option
e Know how to create a table

1.3.1. DISPLAYING THE DEVELOPER TAB

To create forms, you will need to display the Developer tab. The Developer tab will give you access to tools to
create tables and macros.

If the Developer tab is not displayed: ~
1. Click the Office Button @ @ i ;
2. Click the Word Options
button. j New Recent Documents
7 Open
T".‘_.
¢ | Local Open...
Save
| StV N P S R L e e _~
-“ e . T T L T L S S
.| Close
@ ] Word Options | | X Exit Word
Figure 5: Finding Word Options
8 CWS/CMS Office September 2013
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3. Inthe Word Options dialog box, click Popular.
4. Check the Show Developer tab in the Ribbon box
5. Click OK
The Developer tab is now displayed.
Word Options 2| x|
p— ( j E@ Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save 2 Show Mini Toolbar on selection (i)

¥ Enable Live Preview i
Advanced .
4 2 Show Developer tab in the Ribbon ()

Customize 2 Open e-mail attachments in Full Screen Reading view (i)

Add-Ins Color scheme: IBIue "I

ScreenTip style: IShnw feature descriptions in ScreenTips j

Trust Center

Resources Personalize your copy of Microsoft Office

User name: |Ian4test

Initials: II

Choose the languages you want to use with Microsoft Office: Language Settings...

G} OK I Cancel
i

Figure 6: Displaying the Developer Tab
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1.3.2. FINDING LEGACY FORM TOOLS ON THE DEVELOPER TAB

In Word 2007 the Forms toolbar is considered a “legacy tool.” In order to access it, you have to go to the
Developer tab and open Legacy Tools. Legacy tools will allow you to add controls to your template such as text

form fields and check box form fields.

Home Insert Page Layout References Mailings. Review View Developer WorkSite

= == 3 Record Macro Aa A 3 &2 Design Mode E &5 Schema IE EJ
=l =z 11 Pause Recording %1 Properties 31 Transformation
Visual Macros B =GR Structure Protect Document
; 3] E o ¥ i
EER I\ Macro Security H_el= & Group 2| Expansion Packs Document = Template
Code Controls HML Protect Templates
To use Legacy Tools:
R 1. Click on the Developer tab
e oaae
abl 4 (B =@ @ 2. Go to the Controls Group
ActiveX Controls 3. Click on Legacy Tools
4. Legacy Tools are now visible

MEA® @S
BHaEi PR

Figure 7: Finding Legacy Tools on the Developer Tab

September 2013
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1.3.3. SETTING MACRO SECURITY OPTIONS

Your template will need a pre-written macro to run in CWS/CMS. In order for the macro to run, you need to select
the correct Word Macro Security setting.

To set Macro Security:
1. Click on the Developer tab
2. Go tothe Code Group
3. Click on Macro Security to open the Trust Center
4. Under Macro Settings, click Disable all macros with notification
5. Click the OK button
Macro Security is now set.

_C@Hﬂu; @

Home Insert Page Layout References Mailings Review View Developer WorkSite
- Record Macro 5 i Schema |E
- .:-|; = Aa Aa o & Design Mode [Ei & EJ
=l =2 1@ Pause Recording “r Properties ] Transformation
Visual Macros g & @R Structure Protect Document
- - L w42 E% - . < -
B A\ Macro Security I Group 4 Expansion Packs Document = | Template
Code Controls HML Protect Templates

Trust Center llil

Trusted Publishers

Macro Settings

Trusted Locations . . .
For macros in documents not in a trusted location:

Add-ins " Disable all macros without notification
i Disable all macros with notification

ActiveX Settings

" Disable all macros except digitally signed macros

=4

|: Macro Settings . Enable all macros [not recommended; potentially dangerous code can run;

Message Bar Developer Macro Settings

Pri Cipti
rvacy Uptians [T Trust access to the VBA project object model

G} oK I Cancel

v/

Figure 8: Setting Macro Security
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1.3.4. USING TABLES AND BORDERS

Most template forms will be created using tables. Tables will ensure that the template contents (headers, footers,

text, signature blocks, etc.) are correctly aligned. Tables will also allow for the placement of form fields that will
populate from CWS/CMS.

To create a table:

) H 9-3 =
1. GototheInsert tab !'...5.1 ;

J/).
2. Click Table N n=ert
3. Using your mouse, scroll over the number of columns ) Cover Page ~ :—I
and rows you want and then left click your mouse to 1 Blank Page
= Table
place the table onto your template "= Page Break .
Pages Tables

Insert Table

O]
LI eI
LI eI
.
I

NN ENNEn

T Insert Table..
_/T Draw Table

Excel Spreadsheet

i =1 I

Quick Tables J

Figure 9: Creating a Table

1.3.5. TABLE TIPS

e To see options for working with tables, select the table or a portion of the table and then go to the Layout
tab. There are many table tools available in this tab.

e  Make sure that your template has adequate margins so that documents print correctly. The best way to
check for adequate margins is to print the document on the printer(s) that will be used.

Most printers require a minimum width for margin settings because they can’t print all the way to the
edge of the page. If you try to set margins that are too narrow, Word displays the message, “One or more
margins are set outside the printable area of the page.” To prevent text from being cut off, click Fix to
automatically increase the margin width. If you ignore the message and try to print the document as it is,
Word displays another message asking whether you want to continue.

The minimum margin settings depend on your printer, printer driver, and paper size. To learn about the
minimum margin settings, check your printer manual.

e When trying to adjust spacing in a template (whether in a row or column), consider merging cells and/or
splitting cells.

12 CWS/CMS Office September 2013
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levulmu
e If you want table borders to appear on the screen and do not want table borders to appear when printing
a document:
o Select the entire table or part of the table,

@)
@)
@)

o O O O O

Right click the mouse,
Click Borders and Shading... from the menu, and
Select None under Setting.

To preserve the layout of the form by preventing a row(s) from expanding with text as it is typed:

Select the row(s),

Right click the mouse,

Select Table Properties...,

Select the Row tab,

Check Specify height:, and

Select Exactly from the Row height is: dropdown list.

2. TEMPLATE CREATION

2.1.

CREATING AND SAVING THE TEMPLATE

You can start with a blank document and save it as a template, or you can create a template that is based on an

existing document or template.

2.1.1. STARTING WITH A BLANK TEMPLATE
Q@
j New Recent Documents
1. Click the Office Button
2. Click New [ open
3. Under Templates, click Blank and recent et b Bt B g om s e
4. With Blank document selected, click the I e 7T T [N A N e
| Close
Create button |
) word Options | [X Exit Word
Templates = ‘ I EI ‘
Blank and recent

Installed Templates
My templates...

Mew from existing...

Featured
Agendas
Award certificates

Erochures

Purchase orders

Microsoft Office Online

Blank and recent

B

Blank document

Q)

Mew blog post

-l 7
U Create I Cancel |
el
Figure 10: Creating a Template
13 CWS/CMS Office September 2013
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'evulnul
2.1.2. SAVING THE TEMPLATE
To save the template:
H Save
Click the Office Button and click either: @ lﬂ Save As
1. Save, Save As, or Local Save...
L
- Local Save...
2. Inthe Save As window, click the location where you want to save the
template. (This example is saving the template to the Desktop.)
3. Give the template a file name
4. Select Word 97-2003 Template from the drop down list
5. Click Open
4] Save As x|
éOQ |- Desktop - v & I Search Desktop @
Organize v  New folder = - @
iw, Microsoft Office Word = = Libraries
. Templates U ] System Folder
. Favorites ) landtest
B Desktop @ & System Folder
& Downloads —
- L] | Computer
&L Recent Places a*} System Folder
= Libraries ey . Network
@ Documents 3 f Systern Folder
i s | New CWSCMS T | -
File name: I ew emplate J
Save as type: IWord 97-2003 Template w j
Authors: landtest Tags: Add atag Title: Add a title

[~ Save Thumbnail

- HideFoIdersl Tools - Open I Cancel |

Figure 11: Saving the Template
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2.2. ADDING CONTENT TO THE TEMPLATE

If you are starting on a template from scratch, begin by adding a table with many rows and columns. Remember, a
table is being used so that you will be able to align content and controls to look like the original document. Create
your table and type the text for your form.

2.2.1. CREATING FORM FIELDS

Now that your template is partially created, you will be entering form fields that will populate data from the
CWS/CMS application.

e  Place the cursor where you want the text to appear on your template.

e Go to the Developer tab, Controls group and select Legacy Tools. Legacy Forms
1. Select the Form Field Shading button ‘2% to toggle it on. When @ abl M EREEE
it is on, form fields will appear in grey. ActiveX Controls

2. Select the Text Form Field button (ab|)

| M A &S

e This will insert a blank form field w2

e Repeat these steps for each form field needed for the template.

Figure 12: Adding Blank Form Fields
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2.2.2. CREATING BOOKMARKS

Now that blank text fields have been added to your template, you will need to create bookmarks. Remember,
bookmarks are found in the Automation for County User Defined Templates document mentioned at the beginning
of this Guide.

& cut
1. Right-click in a text form field. 23 Copy
Select Properties B paste
& Properties
@ A Font.
=T Paragraph..
IS Bullets »
i= Numbering 4
2 Hyperink..
Text Form Field Options x| This action opens the Text Form Field
Text form field Options window.
Type: Default text: 2. Inthe Field settings section, type the
[Reguiar text =N bookmark name exactly in the
Maximum length: Text format: Bookmark: text box (case sensitive)
Jumiimited = | =] 3. Check the Fill-in enabled and
Run macro on Calculate on exit check boxes.
Enfry: Exit:
| =] | = Fill-in enabled — selecting this option
Field settings allows the user to change the value of
Bookmark: the populated fields.
|CCNamE @ . 3 ) .
Calculate on exit — When this option is
@ N enabled, fields and form fields can be
¥ Calculate on exit .
updated in a protected form
Add Help Text... oK | Cancel

Figure 13: Creating a Bookmark
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2.2.3. COPYING A BOOKMARK

Some templates require that the same bookmark be used in several places. To do this, you will need to copy
bookmarks for this purpose.

Note: Do not enter a form field where you plan on copying a bookmark.

e  Onyour template, select or highlight the Text Form Field Options 2] %]
text form field/bookmark you want to copy. Text form field
e Double-click on that text form Type: Default text:
field/bookmark to open the Text Form |REEI'-'|-alr text ﬂ |
Field Options window Maximurm length: Text format:
[unlimited = | |
Run macro on
Entry: Exit:

| =l =l

Field settings
1. Highlight the bookmark name in the Bookmark:
Bookmark: field. |coname

Iv Fill-in enabled
v Calculate on exit

e  Press CTRL+C on your keyboard to copy

the bookmark Add Help Text..., oK | Cancel

e Select the OK hutton to close the window

e  On your template, place the cursor where you want to place the copied field.
e  Press CTRL+F9 on your keyboard. The cursor will appear as {l}
e To paste your bookmark, hold the CTRL+V on your keyboard. The bookmark name will appear

temporarily until the text step {ccName }

2. Rightclick in the center of the field

Q and an options window will appear
=3 < 2
[ | Ppaste 3. Select Update Field. Updating the
21 | update Field f!eld will “blank-out .you.r pasted
field. The bookmark is still present,
Edit Field...

just not visible. (To view the field
Toggle Field Codes codes, right click on the field. Select
Toggle Field Codes.)

A | Font..
=T Paragraph..
= Bullets »
i=  Numbering ’
Figure 14: Copying a Bookmark
17 CWS/CMS Office September 2013
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2.2.4. ADDING HELP TEXT

Word provides the ability to add Help Text to any form field. The Help Text will appear in the status bar at the
bottom of the screen (when the cursor is on the form field) and/or by having the user press the F1 key.

e Onyour template, select or highlight the SRS Options 21|
text form field/bookmark where you want Text form field
to add Help Text Type: Default text:
e Double-click on that text form |Reguiar text =l
field/bookmark. Maximum length: Text format:
e  The Text Form Field Options window will Junimited = | (=l
appear. Run macro on
Entry: Exit:

! =l =

1. Click the Add Help Text... button

. Field settings
and the Form Field Help Text
. R Bookmark:
window will appear cChame

[v Fill-in epabled

Add Help Text... |® 0K Cancel |

Form Field Help Text 7| x|

2. The Form Field Help Text window has
| Help Key (F1) I@ two tabs:
e  Status Bar
- e e Help Key (F1)
" AutoText entry: I j

o Type your own:

CK I Cancel

Figure 15: Adding Help Text to a Form Field

18 CWS/CMS Office September 2013
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By entering information in the Status Bar and/or Help Key (F1) tabs, help text for the form field will be displayed
for the end user. The same options for displaying help text are available under each tab. They are:

19

If You Select: Then:

None () Mone
Nothing will display. Click the OK button.

AutoText (" AutoText entry: | J

entry
You can select pre-written text that is included with Word or created by the template
developer from the dropdown list. (This radio button may be disabled if you do not
have any auto text in you Auto Text gallery. Creating text using the AutoText Gallery
and Building Blocks is beyond the scope of the guide.) Then click the OK button.

Type your " None

own
You can type your own text in the text box that will display in the status bar. Then
click the OK button.

Figure 16: Entering Help Text Options
CWS/CMS Office September 2013
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3. TEMPLATE AUTOMATION AND CONFIGURATION

3.1. AUTOMATING THE TEMPLATE

To automate your template, the CreateReport macro from the MasterMacro document must be added to the
template. (For a copy of the macro, see the Resources That You Will Need to Create Templates section of this
Guide.)

Note: The current version of the CreateReport macro from the Master Macro document was revised for CWS/CMS
Release 7.0”.

The previous version of the CreateReport macro (“created 04/03/98 and revised 05/09/2007 for CWS_CMS Release
6_0") will continue to work. Therefore, existing templates containing the Release 6.0 macro do not have to be
updated with the Release 7.0 version of the macro.

3.1.1. COPYING THE MASTERMACRO INTO THE TEMPLATE

To add the CreateReport macro into your template, you will use the Visual Basic editor.

To get to the Visual Basic editor:
1. Click the Developer tab
2. Go to the Code group and click the Visual Basic button

S @
@ -0 - |

Horme Insert Page Layout References Mailings Review View | Developer WorkSite

Record Macro = i Schema
E pa sa 5 g | MoDesn Mode - E
“ 1@ Pause Recording % Properties % Transformation
Visual Macros } Cl e & RB- Structure . Protect
| {1 £l i = L] [ - [ |
| ey &\ Macro Security H & Group - H & Expansion Packs H O -
Code Caontrols XML || Protect

]
Efile Edit  View Tools  Add-Ins  Window Help

M- 4 ama o » 0 g BREFY @

The Visual Basic editor
window will open.

3. Inthe Project
window, select the
name of the
project with your
template’s name

Insert Format Debug  Bun

=l=l=
Eﬁ Mormal

=81 3
EI@ Microsoft Word Objects

- @ ThisDocument
[-[77 References

Figure 17: Using the Visual Basic Editor

20 CWS/CMS Office September 2013
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;IIEEI'I iF{_‘.'ll‘l\at Debug
4 4. Go to the Insert tab.

L SETE 5. Click on Module.
E UzerForm

a%g Module

@. Class Module

File...
()
4§ My CWSCMS Template - Mocuel (Code)

6. A blank Visual Basic | (General) =] |(peciarations)
Module window will
open.
‘@ b2 0% 5 051007_New_MasterMacro.rtf (Read-Only) [Compatibility Mode] - Microsoft Word -®x
me.}mmmmmmv&umm b
Y & comernen o [nnle) (= e A [ amvccr] asmocer AaBh(l AaBC AN S i
e (B e A (0 i 0 ] | e [ gt e G L 7. Open the MasterMacro document

| capboard Font - Paragraph 5 Styles. ) WorkSite

that contains the CreateReport
macro. This macro updates the
CWS/CMS form fields and spell
checks the document.

for CWS_CMS Release €0

Sample
' CreateReport ™
Macro

Figure 18: Using the Visual Basic Editor —continued

If you do not want to include spell check, place an apostrophe in front of the following line of code:

AskSpellcheck ' <-- put an apostrophe in front of this line if you don't want
the spell check

21 CWS/CMS Office September 2013
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9 Microsoft Visual Basic - My CWSCMS Template
{ File Edit View Insert Format Debug Run Tools Add-lns Window Help 8
WE-E 4 BB 9y n e S FE @102 colt B

8. Copy and paste the

Project - Project x L
— £ 4 My CWSCMS Template - Modulel (Code) _[of x|
de into the Visual 2 : BE
code into the Visua 2 || [comoran =] [Fomsootonesk 5]
%8 Normal
. . & I Project (My CWSCMS Template) Dim Cancelled As Boolean, MyRange As Range, CorrectedError As String -
Basic edltor Module 514553 Mirosoft Word Objects Privace Declare Function Loadblg Lib "WordVBA.dll" () As Integer
@) ThisDocument ' CreateReport macro
55 Modules Public Sub MAIN()
i ool Modulel '
' Macro created 04/03/98 and revised 05/09/2007 for CHS CMS Release 6_0

(23 References

Dim ni
T eeisn Sam ple
' create a doc variable
' using the 50C applica
ActiveDocument.Variable Create Re 0 I"t
hdrupdt p
End Sub
eader wpdace macrs wpdare Macro
Sub hdrupdt ()
Dim aStory As Rauge
For Each aStory In ActiveDocument.StoryRanges
For Each aField In aStory.Fields
Next aField

[Medule1 Module Next aStory
End Sup

Alphabetic | Categorized

Module L 'Spellcheck macro -
=J= 1 Lz

Figure 19: Pasting the Code into the Visual Basic Editor

Properties - Modulel

L))

If you plan on password protecting the template (see 3.2 Protecting the Template) and are using the Spellcheck

macro, type the password between the two quote marks in the code:
passwordTemplate = "" '<--- IMPORTANT! Password goes here if this template is
password protected

(Note: Remember this password as you will need to enter it when you protect the template.)

22 CWS/CMS Office September 2013
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9. Inthe Properties window,
highlight the name of the
module that you just created. (If
this window is not visible, select
View | Properties Windows

Properties - CreateReport

'evulnul
Properties - Modulel x|
|Hndu|e1 Module -

Alphabetic | Categorized I

(Y EREE Module 1 @

|CmateRepurt Module
Alphabetic |Categcrized I

x|
- 10. Change the name of the
Module to CreateReport

CreateReport

The Macro name must be
entered exactly as displayed
here, for the automation to

work correctly:
CreateReport

Go to the File menu and
select Close and Return to
Microsoft Word

Figure 20: Changing the MasterMacro Name
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3.2. PROTECTING THE TEMPLATE

Once you create the template in Word, you may secure the template so other individuals are unable to delete or
edit the template content. Users will still be able to populate the template and type in text fields, but the “look”
(margins, spacing, headings, footers, content controls, etc.) will remain intact.

@ Develone 1. Gotothe Developer tab and find the

Protect group
% 2. Click on the Protect Document button

Protect
Document
Protect
Restrict Formatting and Editing @ v x

1. Formatting restrictions 3. This action will open the Restrict
Formatting and Editing window

[ Limit formatting to a selection of styles
4. Under 2. Editing restrictions, check the

Settings...

o T e box to Allow only this type of editing in
e the document:
[ allow only this type of editing in the docurnent:

3. 5tart enforcement

Areyou ready 1o apply these settings? (You can turn them off later)

5. Under Allow only this type of editing 2. Editing restrictions
in the document:, select Filling in sllav only this type of editing in the document:
forms from the dropdown list Filling in forms |v_

6. Click the Yes, Start Enforcing
Protection button

Tracked changes

ttings can turn them off later)
l ‘es, Start Enforcing Protection l

Figure 21: Protecting the Template
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lewmwl
1i 1 ?

MR s Protection 2% 7. If desired, enter a password. Re-

Enter new password (optional): || enter the password to confirm.

- @ 8. Click the OK button to close the

Reenter password to confirm: | window.
g aic | Cancel | 9. The Restrict Formatting and
Editing window will verify that the

document is protected.
Restrict Formatting and Editing v x

Your permissions
This document is protected from unintentional editing.

You may only fill in forms in this region.

Figure 22: Enforcing Protection

3.3.  SAVING AND CLOSING THE TEMPLATE

Qpen

Local Open..

Conyert

save @ 1. Click the Microsoft Office Button and

select Save. Be sure to note where your

template is saved. You will need to find

the template later to save it into

Local Save... CWS/CMS.

2. Click the Microsoft Office Button and
select Close. The template must be
closed before loading it into CWS/CMS.

Save As 4

Print »

We e Az e o@

L3 . . .
Prepare An error will be received if the template
being uploaded is open.
Send »
Publish 4

J Qose@

Figure 23: Saving and Closing the Template
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3.4. ADDING THE TEMPLATE TO CWS/CMS

The template is now ready to add to CWS/CMS. CWS/CMS Template Management is in Resource Management.

1.
{82 CWS/CMS Control Panel 5
Run Preferences Help 3.
)| £3)iln| 2] '
A
(+)
N— 5

.Ih. Resource Management
File Edit Action Asscciated Window Help

]
L I

.lh. Resource Management - [Ternplate Management []]
E File Edit Acticn Associated Window Help

Open Resource Management

Select the Operations Section

Select Create New Template Management (+
button) to open the Template Management ID page.
Enter the file name in the Template’s DOS Filename
Prefix. The file name is limited to 5 characters. (If
you begin the file name with your county code, all of
your county’s templates will be in one area.)

Enter the Title of the template. The Title is what the
user will see in the application.

From the Action menu, select Add Template...

L)

-
.

D
r Identification

Template's DOS Filename Prefis
[
Title

Language
Englizh -

Cantest

|ABC Formi @
Tranzaction Type

|Nn Tranzaction ﬂl

Associated Window Help
Transfer Staff...

Reassign Caseload...
Add Template...

View Other's County License Case...

Merge Placement Homes...

Maintain Duty Workers...

|Elther ﬂl

[ Inactive

Figure 24: Adding the Template to CWS/CMS
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levu.lcul
Wasin m x|
7. In the Add As ‘@(j)v |- Desktop v N/ - lm“ Search Desktop 2]
window, locate the Organize +  New folder )
template that you 0 Favorites = E 2 | ibraries ] landtest
previous]y saved M Desktop J_;_mlj System Folder & System Folder
. Downloads «
8. Click the Open B Recent Phoces 1&‘; Compiter QE Nk
button G ywstem Folder | System Folder
= Libraries P
E Dacuments " File folder
Music
=] Pictures = mj New CWSCMS Template
E Videos | Zlvél;r:;uﬂ Office Word 97 - 2003 T...
Ll Computer
£, 05Disk (C) El
File name: | New CWSCMS Template | [poT Files.0om) ~|
Help | Open H Cancel |
AN Y
8
m Edit Action Associated
Mew Ctrl+MN
Open... Ctrl+ O
Print... Ctrl+P
Print Report...
Print Setup...
9 Save to Database Ctrl+5 )
R 9. From the File menu select Save to Database
ave Locally 10. Select one of the Save As Options
Exit e  Continue Working - if adding another
template
Save Options ﬁl e  Exit CWS/CMS — if the template creation

process is completed

Changes will be zaved to the D atabaze.
W'hat would you like to do nest?

Save to the Database and ——

Continue Working

Exzit CwWS5/CMS

Cancel

Figure 25: Saving Template in CWS/CMS

To see your added templates, exit CWS/CMS and log back into the application. In some instances, there may be a

delay of a few minutes before the template appears.

Test the template. Open a referral or case and try the new template to make sure it is functioning properly. Other
users will need to log out of CWS/CMS and re-log in to see the new template. This is not an overnight process.

September 2013
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3.5. EDITING EXISTING CWS/CMS TEMPLATES

There may be occasion to edit and update an existing template. Begin by saving the template to be edited in a
location other than the default directory. (Note: The default directory for CWS/CMS templates is:
C:\CACW\TEMPLATE ).

e To easily locate your template create a folder on your desktop, such as “TEMPLATES TO BE EDITED”.

e Using Microsoft Explorer (not the CWS/CMS Application), find the template to be edited. Open the template
using a right-mouse click and select “Open”. This opens the actual template. If you double-click on the
template, a document based on the template will be opened. Make sure that you are working in the .dot
(template) file, not the .doc (document) file.

e Make the desired changes to the template.

3.6. INACTIVATING A PREVIOUS VERSION OF THE TEMPLATE

B3 CWS/CMS Control Panel

Run Preferences Help

| &3 il

" 1. Open Resource Management
2. Select the Operations Section
1 3. Select Open Existing Template

Management

.Ih Resource Management
File Edit Action Associated Window Help

L]
W[

4. Inthe Open window,

3 select the template
to be inactivated.

5. Click the OK button

Open ﬂ
Select ltem to Open

0K 2 )
|Template td anagement j >
. Cancel
Open thiz Template Management

Active Title Contest | Language | File Prefis Mew
ABC Form Other English B9abc
Bemove

Retrieve Data._..
Help

Figure 26: Editing a Template
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lewmwl

lh Resource Management - [Template Management []] . | ﬁ
iz] File Edit Action Associated Window Help == x|
o E
- O 6. On the Template

C=1 E Management ID page,
o | click the Inactive box.
[ Mdentification — . 7. Go to Select File| Save to
Template's DOS Filename Prefix Language
[63abe [Engish  ~] Database
Title Contest 8. In the Save Options dialog
FEERT [Dter | box, select Continue
Transaction Type .
@ et Workine

m Edit Action Associated

Mew...

Open...

Print...
Print Report...
Print Setup...

Ctrl+M
Ctrl+0

Ctrl+P

G} Save to Database Ctrl+5

Save Locally

Exit

Save Options

X/

Changes will be zaved to the D atabaze.
W'hat would you like to do next?

Save to the Database and

Continue Working

Exzit CwWS5/CMS

Cancel

Figure 27: Saving the Edited Template

Now that the previous version of the template is inactivated, the updated template needs to be added to
CWS/CMS. Refer to “Adding the Template to CWS/CMS” of this guide

CWS/CMS Office
User Resource Services Team
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3.7. ADDING A TEMPLATE TO CWS/CMS THROUGH SERVER BASED COMPUTING (SBC)

If you access CWS/CMS using a SBC token and the Citrix application (through the internet), there are some
different steps to take to add the template to CWS/CMS.

Create or edit your template using the following sections in this Template Automation Guide:

e  Getting Started

e  Creating and Saving the Template
e Adding Content to the Template
e Automating the Template

e  Protecting the Template

e  Saving the Template

(Note: Be sure to note where the template is being saved on your computer's C: drive! In the following example for
SBC, the template has been saved to the Desktop.)

30 CWS/CMS Office September 2013
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3.7.1. ADDING THE TEMPLATE TO CWS/CMS USING SBC

The template is now ready to add to CWS/CMS. CWS/CMS Template Management is in Resource Management.

1. Open Resource Management
& CWS/CM5 Control Panel 2. Select the Operations Section
Run Preferences Help 3.

Select Create New Template Management (+

button) to open the Template Management ID page.

Enter the file name in the Template’s DOS Filename

Prefix. The file name is limited to 5 characters. (If
you begin the file name with your county code, all of

1 your county’s templates will be in one area.)

5. Enter the Title of the template. The Title is what the

&

&

il

A

IS

m Resource Ma ment user will see |.n the application.
- - - d - - 6. From the Action menu, select Add Template...
File Edit Action Asscciated Window Help
Y |
[ 1

.lh. Resource Management - [Ternplate Management []] - |0 ﬂ
3 File Edit Action Associated Window Help =] x|
im B
- ~ 8
. «|
D
r ldentification
Template's DOS Filenamne Prefis Language
|53abc Engich  ~
Tithe yamN Content
| 4B Form @ [ Other =1
Tranzaction Type
|Nn Tranzaction jl [ Inactive
Associated  Window Help
Transfer Staff...
Reassign Caseload...
Add Template...
View Other's County License Case...
Merge Placement Homes...
Maintain Duty Workers...
Figure 28: Adding a Template to CWS/CMS Using SBC
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The Add As window will appear. Your screen should look similar to the one below, except that the templates listed

may vary. Your objective now is to navigate through your C drive to find the template that you created that you

want to add into CWS/CMS.

It is important to note that when using SBC and adding a template to CWS/CMS:
YOUR COMPUTER'S C: DRIVE WILL SHOW UP AS THE V: DRIVE IN SBC!

BT ¥
o T - F— o)
7. Under Favorite Links, click ‘\ J\_J |l = System(C) ¥ CACW v Template > & [search =)
Computer. Organize = 35} Views ~ | New Folder ©
Favorite Links Name = I'] Date modified I-vI Type I"I Size |ﬂ I’Iﬂ
5 ]onoo1 =
= Recent Places ] 63tst
B Desktop gm-_,
B Computer -&JAD‘HW
#]apaap2
] apanps
#] apapso
8] Apaps12
] apapa3zo
#]apFca
-&Jadnptzm
8] adopt210
8] adopt215
] adopt220
Folders A 8] adoot230 ;I
Fie name: | JERTH x| |oOT st .0OT) =
Hip | [ Open |v]  Concel |
A
Figure 29: Finding the Created Template on Your Computer Using SBC
2 Client File Security x|
- CiTRIX
-
You may receive the Citrix Client File A seever spplcation i requesing 8ccess 1o your
Security dialog box. localchers fles.
8. When asked, “What access do you
want to grant?” - select the Full What aCCess 0o you want 1o grank 7
. " NoAccess
Access radio button. Nl
“ L
9. When asked, “Do you want to be s
. o * Full Access
asked again?”- select the Never
ask me again radio button. Do st o b aaked! moai?
10. Click the OK button. ™ Always ask me
" Never ask me again fo this ste
(& Never ask me sgain
Figure 30: Citrix Client File Security
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11. Under Network Location, look ‘G-\‘l P v Computer =

|
- | B ©
for the V: drive. In this Oiganize + S Views = | NewFoldes Y
example, t.he V drive is shown e Name || Type & || Totase | +| Freespace ||
as CS$(\\Client)(V:) . Note: Devices with Removable Storage (1) =
Depending on how your S P
p g Y B Desktop sa
computer is setup, you may 8 Computer _*_/ CO Drive (X)
have a variation of the drives .
shown and how your C: drive is Network Location (7) =
listed, such as v:[\\Client\C$], . CTWest
Network Drive (V:), or C$ on ¥ %
'Client' (V:). Basically, you are
looking for the V: drive. ’.}’/ US (Client) (R:)
y T$ (\\Client) (S:)
[ 3/ DS (\\Client) (T:)
= CWS_Group$ (\\ms-sbe-fp3d)
e )
=— @
x.y €S (\\Client) (V:)
) CWS_Group$ (\\ms-sbe-fp3d)
e W)
- I
Folders -~
Flo nave. | TR =] [00T Fieat-0OT) =

4

Figure 31: Finding Your Computer's C: Drive Using SBC

x|
a'()v f# = Computer = €S \Client) (V) = ~ & [search
Organize = Views ¥ | MewFolder @
Eavarite Links Name « |=| Date modified | | Type | =] Size |=|
= R N 1 bginfo
1=l Recent Places | CACW
B Desktop | Intel
8 Computer i log:
Ji PerfLogs
JJ Program Files,
Ju Users
| Windows
Folders ~
Fie name: [-.D0T =] [poTFiestpom =l
o | _om | _cont |
v

Figure 32: Navigating to the Template Using SBC

12. You will now navigate through your folders to
find your template. (In this example, the ABC
Template was saved to the computer’s Users
folder. Further navigation was required
(Users>lan4test>Desktop) to get to the template.
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Save to the Database and

lewmwl
x|
é(“}v ‘ . = Users  landtest v Desktop - m‘ |553|-;h @]
Organize + Views ~ | NewFolder @.
Favorite Links Name = |'I Date m... |v| Type |v| Size |-|
) 1] ABC Form . . .
] Recent Places 13. After navigating to the template, select it.
B Deskt .
B Compunes 14. Click the Open button
Your template has now been added to CWS/CMS.
Folders A
File: name: | ABC Form =] [DOT FlestDOT) =l
Hio | open |¥|  concel |
4
@ File Edit Action Aszsociated
Mew. . Chrl+M
Open... Chrl+0
15. From the File menu, select Frint Chl+F
Save to Database Print Report...
Frint Setup...
Save to Databaze Chl+5
Save Locally
E it
Figure 34: Save Template to Database
Save Dplions x|

Changes will be zaved to the Databaze.
What would you like to do nest?

| Continue Working I

Exit CWS/CMS |

Cancel |

Figure 35: Selecting a Save As Option

16. Select one of the Save As Options
e  Continue Working - if adding another
template

e  Exit CWS/CMS — if the template creation
process is completed.

To see your added templates, exit CWS/CMS and log back into the application. In some instances, there may be a
delay of a few minutes before the template appears.

Test the template. Open a referral or case and try the new template to make sure it is functioning properly. Other
users will need to log out of CWS/CMS and re-log in to see the new template. This is not an overnight process.
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4. QUESTIONS?

If you have any questions about this guide, please contact your CWS/CMS System Support Consultant (SSC).
Inquiries may be sent to the SSC mailbox at:

CWS_CustRel@osi.ca.gov

You can locate your SSC’s contact information on the CWS/CMS website at:
http://www.hwcws.cahwnet.gov/countyinfo/county_contacts/SSC_list.asp.
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