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1.0 Overview
This Customer Status Inquiry (CSI) application provides submission tracking information on the multiple applications that access the Control & Tracking and Secure Messaging databases. This Help Guide provides guidance on how to navigate and use CSI. CSI is used differently by each of the applications that access it. As such, this Help Guide is not intended to provide application-specific guidance.
The CSI Help Guide consists of the following sections:

· General System Information/Recommendations
Provides browser information and system recommendations for optimal viewing of the CSI screens
· CSI Screens

Screen Navigation: Outlines the navigation of the user interface screens

Screen Overview: Provides a high-level overview of each screen

· Search Options/Criteria
Outlines the available search options and criteria with the CSI application.
1.1 Introduction

The CSI application is comprised of the following pages:

· Search page (CSI01), 

· Results page (CSI02), 

· Details page-Secure Messaging results (CSI03),

· Details page-Control & Tracking results (CSI04), and 

· Details page-Secure Messaging Purged submissions (CSI05).
Access to the CSI application is dependent upon the application role being granted to and associated with the user’s Personal Identification Number (PIN). If a user tries to access this service via a bookmark, email link, or URL and they have not been granted access to the application role, they will be denied access.  
1.2 General System Information/Recommendations

1.2.1 Internet Browser

The CSI application was developed using the SSA standard browser Internet Explorer (I.E. 6.0). There is no user browser detection in the application. (Because browser support is inconsistent for some web-based technologies, browser detection is commonly used to optimize browser performance.) 

Users must have JavaScript enabled to ensure all search features are fully functional.

1.2.2 System Time Out

The CSI application will have “time out” functionality after 30 minutes of inactivity. If a user returns to the CSI application after 30 minutes of inactivity, he or she will not be able to continue where he or she left off and previously-selected search criteria will revert to the default selections.
1.2.3 Optimal Viewing

For optimal viewing it is recommended that users set their screen resolution to 1024 x 768. 

Note: The minimum screen resolution is 800 x 600. 
1.2.4 Login Information
It is recommended for users not to bookmark the CSI application input screens. If a user chooses to bookmark a page for the CSI application, it is recommended to bookmark only the CSI Login page. 
1.2.5 Application Screen Buttons

Users should only use the application screen buttons (Back to Results, Back to Search, Start a New Search, etc.) while in the CSI application. The browser buttons should not be used to navigate through the CSI application screens. 

All application screen buttons in the CSI application contain shortcut keys. To use a shortcut key for a particular screen button, press the Alt key plus the identified character from the button. 

	CSI Application Button
	Keyboard Shortcut Keystrokes

	Log Out
	ALT + L

	Search
	ALT + S

	Clear
	ALT + C

	Back to Results
	ALT + R

	Back to Search
	ALT + B

	Start a New Search
	ALT + N
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2.0 CSI Screens

2.1 Screen Navigation

The following figure shows the navigation of the CSI screens. The user submits search criteria from the Search page (CSI01) and receives the Results page (CSI02) when there is data that matches the submitted criteria. To receive a more detailed view of a particular submission, the user can select a Confirmation Number link from the Results page (CSI02) that will send the user to the Details page-Secure Messaging Results (CSI03), Details page-Control & Tracking Results (CSI04), or Details page-Secure Messaging Purged Submissions (CSI05) depending on where the submission information resides. 
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Figure 1: CSI Screen Pathing Chart

Note: The CSI system builds ‘breadcrumb’ navigational text in sequential order as the user navigates through the screens. The ‘breadcrumb’ navigational text displays in the upper left corner of the Results, Details page-Secure Messaging Results, Details page-Control & Tracking Results, and Details page-Secure Messaging Purged Submissions pages.
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2.2 Search Screen (CSI01)
Once the user logs into CSI, the Search page is displayed. The user enters search criteria on the Search page. 
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Figure 2: CSI Search screen
The user can submit a search request after one or more of the following criteria have been entered: 

· Confirmation number, 

· Legacy ID (case sensitive),

· Application Type,

· From Date (with optional Time entry field),

· To Date (with optional Time entry field),
· Associated Office Code,
· Sender ID/User ID, 

· Submission Status, and

· Original Filename (All/part of name).

Note:  If Original Filename is selected as search criteria, it must be used with the Application Type field. The Original Filename field is case sensitive and can also accept a partial entry. 
If the Application Type is selected as search criteria, it must be used with the From Date and/or To Date fields or the Original Filename field, which is case sensitive. 
Refer to Section 3.0, Search Options/Criteria for more details on the available search options. 
Three types of buttons are provided on the Search page:

1. Initiate Search: Allows the user to search the Control & Tracking database based on the criteria entered. If all relational edits pass, the database will be searched and all submissions matching the entered criteria will be displayed on the Results page. 

2. Clear: Clears all entries made by the user.
3. Log Out: Terminates the session and routes the user to the Login page. 

Note: The manner in which CSI is accessed determines whether a ‘Main Menu’ link will appear on the Search page. A ‘Main Menu’ link is displayed on the Search page when CSI receives an indication that a user has accessed CSI directly from another application and a connection is available to return the user back to the originating application. If the user selects the ‘Main Menu’ link, the user is sent back to the application that activated the CSI process. Otherwise, if CSI was accessed via a direct link, the ‘Main Menu’ link is not displayed.
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2.3 Results Screen (CSI02)
The user receives a Results page upon successful submission of the search criteria. This page contains one, multiple, or no submissions from the Control & Tracking database that meet the user’s search criteria. A maximum of 500 submissions are listed on the Results page, with a maximum of 50 submissions displayed per page. 
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Figure 3: Sample CSI Results Screen
The following information about the submissions is displayed on the Results page: 

· Confirmation Number (text link), 

· Date, 

· Application Type,  

· Submission Status,
· Associated Office Code,
· Sender ID, 

· Sender Name (from Integrated Registration Services (IRES) application), and  

· Total count of the number of submissions found. 

To receive a more detailed view of a particular submission, the user can select the Confirmation Number text link from the Results page. Selection of the Confirmation Number text link will send the user to the Details page-Secure Messaging Results, Details page-Control & Tracking Results, or Details page-Secure Messaging Purged Submissions, depending on where the submission information resides. 
The CSI system displays two graphic images (▲ and ▼) to the right and left of each column heading. These are used to change the sort order from ascending to descending, with ascending being the default order.  

Note: When there are more than 50 submissions returned for a search query, number links starting with one (1) and up to ten (10) will display at the bottom of the Results page. The numeral value(s) displayed indicate the total pages of results and can vary depending on the particular search result. Since there is a maximum of 50 submissions displayed per page, the numeral values indicate the total number of pages with matching query results. Selection of a particular number will send the user to that page of results. 

Three types of buttons are provided on the Results page:

1. Log Out: Terminates the session and routes the user to the Login page. 

2. Back to Search: Takes the user to the Search page with the previously-selected search criteria populated on the page. 

3. Start a New Search: Takes the user back to a blank version of the Search page where the user can enter a new set of search criteria.   
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2.4 Details Page-Secure Messaging Results (CSI03)

The Details page-Secure Messaging Results displays the following information about a submission from the Secure Messaging database:
· Confirmation Number, 

· Application Type, 

· Submitted Date, 

· Sent Date, 

· Current Status, 

· Sender ID, 

· Sender Name, and

· Number of Files Uploaded.
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Figure 4: CSI Details Page-Secure Messaging Results
The Details page-Secure Messaging Results also displays the following information about the associated files:

· Recipient Display Name (from Secure Messaging), 

· Recipient ID, 

· Recipient Type, 

· Filename, 

· File Size, and 

· Virus Status.

Note: The Recipient Type field identifies the code for the email recipient. Values can be T (To: email recipient) or C (carbon copy (CC:) email recipient). The Virus Status is determined by the application from which the submission originated; typical values are P (pass), F (failed), Y (yes), or N (no).
Four types of buttons are provided on the Details page:

1. Log Out: Terminates the session and routes the user to the Login page. 

2. Back to Results: Takes the user to the Results page. No data is saved.

3. Back to Search: Takes the user to the Search page with the previously-selected search criteria populated on the page. 

4. Start a New Search: Takes the user back to a blank version of the Search page where the user can enter a new set of search criteria.   
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2.5 Details Page-Control & Tracking Results (CSI04)

The Details page-Control & Tracking Results displays the following submission information received from the Control & Tracking database:  

· Confirmation Number, 

· Legacy ID (at submission level),

· Application Type,

· Submitted Date, 

· Current Status, 
· Associated Office Code,
· Sender ID, 

· Sender Name (from IRES), and

· Number of Files Uploaded. 
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Figure 5: CSI Details Page-Control & Tracking Results
The Details page-Control & Tracking Results also displays the following information about the associated files:

· Legacy ID (at file level),

· Assigned Filename, 

· Original Filename, 

· File Status, 

· File Size,  

· File Type, and

· Error Message.

Note: The File Status is determined by the application from which the submission originated. 

Four types of buttons are provided on the Details page:

1. Log Out: Terminates the session and routes the user to the Login page. 

2. Back to Results: Takes the user to the Results page. No data is saved.

3. Back to Search: Takes the user to the Search page with the previously-selected search criteria populated on the page. 

4. Start a New Search: Takes the user back to a blank version of the Search page where the user can enter a new set of search criteria.   
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2.6 Details Page-Secure Messaging Purged Submissions (CSI05)

The Details page-Secure Messaging Purged Submissions displays the following information about a purged submission, if available. 

· Confirmation Number, 

· Application Type, 

· Submitted Date, 

· Current Status, 

· Sender ID, and

· Sender Name. 
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Figure 6: CSI Details Page-Secure Messaging Purged Submissions
Four types of buttons are provided on the Details page:

1. Log Out: Terminates the session and routes the user to the Login page. 

2. Back to Results: Takes the user to the Results page. No data is saved.

3. Back to Search: Takes the user to the Search page with the previously-selected search criteria populated on the page. 

4. Start a New Search: Takes the user back to a blank version of the Search page where the user can enter a new set of search criteria.   
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3.0 Search Options/Criteria

The following chart outlines details on the available search query combinations.
	CSI Search Query Combinations

	Search Scenario
	Required Data Elements
	Optional Data Elements
(Any combination with 
Required Data Elements)

	1
	Confirmation Number

Note: All other data elements grayed out. However, the other data elements do not gray out when the confirmation number is selected from the drop-down list and the tab key is entered. This is an Internet Explorer issue that cannot be resolved.
	N/A

	2
	Legacy ID

Note: All other data elements grayed out
	N/A

	3
	Application Type

+ From Date and/or To Date
	+ Sender ID/User ID

+ Submission Status

+ Original Filename

+ Associated Office Code

	4
	Sender ID/User ID

+ Application Type

+ From Date and/or To Date
	+ Submission Status

+ Original Filename

+ Associated Office Code

	5
	Associated Office Code

+ Application Type

+ From Date and/or To Date
	+ Sender ID/User ID

+ Submission Status

+ Original Filename

	6
	Submission Status

+ Application Type

+ From Date and/or To Date
	+ Sender ID/User ID

+ Original Filename

+ Associated Office Code

	7
	Original Filename

+ Application Type

+ From Date and/or To Date
	+ Sender ID/User ID

+ Submission Status

+ Associated Office Code


Global Notes:

· Application Type can be an application suite or an individual application. 

· The From Time and To Time fields are optional date selections with the From Date and
To Date fields. The From Time and To Time fields display the time in Eastern Standard Time (EST) format. Note: In the From Time and To Time fields, 11:59 p.m. indicates the end of the day while 12:00 a.m. indicates the start of the day.
· The Associated Office Code field does not allow partial searches. Up to fifteen office codes can be searched at once. 

· Original Filename can be a partial filename.
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