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Introduction

his manual describes the system that has been designed for the San Antonio Housing Authority known
I as SAHA Seniors.

The screens, and the procedures contained in this manual are intended to be used only by the system
users that work for SAHA if there is any interest in the system outside of SAHA please contact JABR
Software @ 210.651.3155.

The system is designed to collect information in the field and transport that information to a central
system located at the main office.

Last Revised 8/3/2005



Starting and Running the System

Starting the system

e The system has been installed on each portable machine and on the desktop there is an Icon.

SAHS Seniars

e (lick the Icon to statt the system




Navigation

Navigation throughout the system is button driven. The standards for the system are

* Buttons allow you to navigate from screen to screen. Inputt & E diting

= Screens with buttons DO NOT Save information
=  Doors close screens.

= Screens with Doors have information that needs to be saved. The information in the screen will
automatically be saved when the door is clicked.




Main Menu

The Main menu is the central point of the system and all roads lead back to the Main Menu.

im ) JABR Software
Custom Reports
—

[nput & Editing
Data Transfer
Tranzportation
Reparts

[tilities

L L LLLE

Exit Application

Last update 7,/29,2005

e All sections of the system launch from the Main Menu

e Note the Revision Information in the bottom right corner of the screen. Fach notification you receive
from JABR will tell you the revision information you should be looking at.




Input and Editing

e The input and editing section is where to look for Residents in your system.

e Itis important to look for residents instead of adding residents.

e The system will not allow the same resident to be added more than one time the exact same way. This
means that basic resident information the system needs to create a “client” must be different for each

individual resident.

e The system automatically assigns a unique ID for each resident.

O The ID is the first 3 letters of the last name, the date of birth information and the first 3 letters
of the first name

O Before a resident can be entered into the system as a new resident these fields must be present.
= Tirst Name
= TLast Name
= Date of Birth

»  Gender




Locating a Resident

e Locate a resident by entering any part of the first name, last name, or social security number. Or any
combination of these fields.

e Touch the enter key, or click the “Show” button to see the results of he search

e If the resident is not in the list they will need to be added.

Shioy

First name II:u:uI:u

lear
Last name I

e I Add Mew

Return bo Menu

ClientlD | FirstName | LastName | SS #

P |Smi101055Bab  Bob Smith 212-12-3333
TRAS2430B0E  BOBEY TRAEGER 455-36-6102
WHE100542B0E8 BOBEIE WHEELER 4F3-76-67 49
WRIN33142B0B  BOBEIE WWRIGHT 4F2-54-9149

Record: Hl 1 ” 1 F IH IHEI af 4




Adding a Resident
e (lick the Add New button from the Find Seniors Screen

SAHA Senior Information for a new Senior to the system

N . Wl i i
Basic Informatinn 1~ & | 2uuai-Fsycnological-Memory | Resaurces | Referral | Progress Motes | Follow Up |

I
First Mame: | Last Mame: Gender | j 354 | DCE | F\.ge:| I
Ethnicity | = | Marita | Skatus -

Maorve in Date
fpartment Complex | | npta | Zip: | 0 Phoned:

Type - | Case Status x| Assessment Date H Acsigned Casewarkel | j

Emergency Contact | Relationship = | Address | Phone
Bilingual ~ | Preferred Language | | smoker - Peki{s) -

Income: 554 | 40,00 531§ | 000 wag [ $0.00  Ret§ | o Anng | 0 Otherd | 0
Expenses: Rentd 0 Medicationg | 0 Utiitiss$ | 0 Phones | 0 Groceries§ | 0 Other§ | i}
Insurance:  Medicared Medicaid# | Type | -] Other|
ACTIYITIES OF DAILY LI¥YING (ADL)-[mark if needs help with) INSTRUMENTAL ACTIYITIES OF DAILY LIYIMG
. L ) {mark if needs help with)
[ ambulation [ toileting [ transferring  shapnin
[ dressing self [ Feeding [ grooming SRing

[ managing finances
[ managing medications
[ using kelephone
[ uses kransportation
[ preparing meals

[ Release of Information [ light housekeeping
Resident Signature Check [ Confidential Information

[ bathyshower

¥ i riree cheoks are manted resident i identifeo’ as Faif
¥ Foneswe checks are manked resident i identifed at-risk

Is resident: {(check appropriate) ¥ Independent [ At-risk [ Frail

[ Information is Correck

[ Resident Refused Services

ﬂ

e Add the first name, last name, gender, SS# and Date of Birth to create a new resident in the system.
After the Date of Birth has been entered the age will appear. This is the notice the record has been
created for this resident

e When the information for this resident is complete, close the door and the information will save.

e If not enough information is in the record to create a new client the following message will appeatr.

Not Enough Information x|

There is nok enough infarmation to save this record, You need First and Last Mame, Dake of Birkh, and Gender before
I can save the record




Edit information for a Resident
e When a resident is located double click the ClientID field and the Assessment history will appear

SAHA Senior Information

SAHA - ELDERLY AND DISABLED SERYICES RESIDENT ASSESSMENT TOOL

Assess Date |Profile

|Next Assess Dake |Case Skatus

7/29/2005  Inital

CPEM

Add

e All existing assessments will appear in the gray box at the bottom left of the screen

e To add a new assessment, click the Add button

e 'To access the information for the assessment double click the selection




SAHA Senior Information

Basic Information | Medical ] Social-Psychological-Memary ] Resaurces ] Referral ] Progress Mokes ] Follaw Up ]

First Name: [Z88 Last Mame: [Smith Gender |Male -] S3# [f12-12-3333  DOB| 10/10f1955

Ethnicity  [Hispanic 7| Marital Status |Divorced =

Age: 49

Mowe in Date

Apartrent Cannples | j Apka: | Zip: | 0 Phones:

Type [Initial ~ | Case Status |OPEM - | Assessment Dake | 07292005 T | Assigned Caseworkﬁl|

=]

Emergency Contack | Relationship - F\ddress| Fhone

Bilingual = | Preferred Language | | Smoker - Petis) v

Income: 55% |  $0.00 55I% | $0.00  waf | $0.00  Retd | o anng | 0 Otherd | 0

Expenses: Rentd 0 Medications | 0 Ukilitiess | 0 Phones | 0 iGroceriest | 0 Otherd |

Insurance: Medicared Medicaid# | Type | | other |

ACTIYITIES OF DAILY LIVING (ADL)-{mark if needs help with) INSTRUMENTAL ACTIYITIES OF DAILY LIVING
) e . (mark if needs help with)

[ ambulation [ toileting [ transferring  shonoin

[ dressing self [ Feeding [ grooming PPing

[ managing finances
[ managing medications
[ using telephone
[ uses transporkation
[ preparing meals

[ Release of Infarmation [ light housekeeping
Resident Signature Check [ Corfidential Infarmation

[ bathyshower

¥ tree ohects ae manked residknr i iobniified as frad
** Fonetwe checks are manted resident = identifed armak

Is resident: {check appropriate) W Independent [ Akrisk [ Frail

[ Infarmation is Correck

[ Resident Refused Services

Assess Dake |Profile Mext Assess Dakte | Case Status

00s  Inikial OPEM

e Navigate to the different sections by clicking the appropriate tab at the top of the screen.

ﬂ
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Information Sections within the record
e Basic Information

e Medical
e Social-Psychological Memory
e Resources
e Referral
e Program Notes
e Tollow—Up
Some Rules

e Drop Box information is limited to the Items in the list

e Updating information in the drop boxes is done thru the “Data Transfer”” button on the main menu

O This process is described later in the manual

e Different screens require basic information. If basic information is not entered an the user attempts to
move to the next screen, a prompt will appear.

S5AHA Field Information Collection

! E Index or primary key cannot contain a Mull value,

| Ok | Help

e  C(lear the prompt by Clicking “OK” and returning to the screen. Fill in the required information that is
noted by *

e C(licking the bar on the left side of the record can choose records that need to be selected for printing
or deleting.

Date:
Resident: Address
Referral Toe [

e If the bar on the left side of the screen shows a Pencil, the record is being edited.

£
Date: r

e If the bar on the left side of the screen shows a Star, the record is empty and a new record will be
inserted in this spot.

*
Date: r

11



Basic Information

SAHA Senior Information

Basic Information | Medical l Sorial-Psychological-Memary ] Resaurces ] Referral ] Progress Mokes l Fallow Up l

First Mame: [y Lask Mame: [Smith Gender |Male | S5# |P1E-12-3333  DOB | 10/10/1955  Age: 49
Ethinicity |Hi5|:|anic =] Marita | Stakus |Divu:uru:eu:| ]

Movwe in Date
Apartment Complex | j Aptat | Zip | 0 Phone#:

Type (Initial - | Case Status |[OPENM = | Assessment Date | 07(29/2005 ﬂ fissigned Casewarke: | R

Emergency Contact | Reelationship * | Address | Fhone
Bilingual * | Preferred Language | j Smoker - Pet(s) -

Income: 55% | $0.00 531§ | #0000 vwag | $0.00  Ret§ | 0 anng | 0 Otherd | 0
Expenses: Rentd 0 Medication | 0 Ukilitiess | 0 Phones | 0 iaEroceriess | 0 Otherd | i
Insurance: Medicared Medicaid# | Type | | other |
ACTIYITIES OF DAILY LIVING (ADL])-{mark if needs help with) INSTRUMENTAL ACTIYITIES OF DAILY LIYIMNG
. L . [(mark if needs help with)
[ ambulation [ Eaileting [ transferring  shonoin
[ dressing self [ feeding [ grooming Flne

[ managing finances
[ managing medications
[ using telephone
[ uses kransportation
[ preparing meals

[ Release of Information [ light housekeeping
Resident Signature Check [ Confidential Information

[ bathyshower

¥ i tiree chenks ae manted mecdant i idannifeo’ ac Fai
¥ i oneswe checks are manked resident i identifed’ at-risk

Is resident: {check appropriate) ¥ Independent [ At-risk [ Frai

[ Information is Correct

[ Resident Refused Services

e In fields with Date information, click the button with a “I”” and today’s date will appear. If the date to
be entered is not today, just enter the information. The record will not be updated until the cursor is
moved from the field by either touching the Tab key or the Enter key.

12



Medical

SAHA Senior Information

Basic Information  Medical | Social-Psychological-Memary ] Resources ] Referral ] Progress Mokes | Follow Lip ]

Ambulates without assistive devices | - | Devices: |
Medical Equipment

dl =]

Wision is: - | ‘Wears glasses: - | Comment: |
Hearing is: = | ‘ears hearing aids: - | Comment: |
Dental: - Comment: |

Primary Physican | Phone |
Address | alt Phone
Allergies Health Problems Medications

dl =1 M =[] =

Camments:

13



Social Psychological - Memory

SAHA Senior Information

Biasic InFarmation ] Medical Social-Psychological-Memory | Resources ] Referral ] Progress Mokes | Foliow Up ]

Sarial Ohservations Psychological Observations
dl ~1 M ~1
Comrments:

e Information in either box is supplied from the drop down list.
e Only information in the drop down list can be added.

e If more information needs to be added to the list, contact JABR and a trouble ticket will be created and
researched, and approved before additions are made.

14



Resources

SAHA Senior Information

Basic Information ] Medical ] Social-Psychological-Memory  Resources | Referral | Progress Maokes | Follow Up ]

COMMUMITY RESOURCES PRESEMTLY IN PLACE

Provider [l—;[ Agency: | Mo, of Hours I—D

Home Health | _ | Agency: | Mo.ofHours: [ O

Mukrition I—;[ Mutrition Type: | j

fidult Day Care | _ | Ageney: | Frequency:| 0O
Public Assistance: Food stamps | | Case #: | amourty [ O

Telephone Assistance -
Itilities Assistan: hd

Other Resources:

Transporkation:

Working AJC in place -
Resident Signature [ Dake

Case Manager Signature [ Case Manager: | Dake:

Re-Assess date dus

15



Referral

SAHA Senior Information

Basic Information ] Medical ] Sacial-Psycholagical-Memory ] Resaurces Referral | progress Nates ] Fallaw Up

£ INDIVIDUAL /RESIDENT REFERRAL =
Date: ’71 Resident Mame |Bob Smith
Resident Address | Zip Code: | Phaone: |
Referral To: | Address: | Phone:|
Referred By: | Title |
Cffice | Cell | Fax | Emai||

Services Meeded: |

Referral Status hd

Comments |Put infarmation in a referral and a new one will appear. The mast recent recaord will be at the top

* INDIVIDUAL /RESIDENT REFERRAL

Cate: ’71 Resident Mame |

Resident Address | Zip Code: | Phaone:; |
Referral To: | Address: | Phone:|
Referred By: | Title |

Office | cell | Fax | Email |

Services Needed: |

Referral Status I—;I

Comments |

J=!

e Adding information to the Referral form will automatically create a new record below the one shown
on the screen. This is evident because there will be a scroll bar to the right side of the window and a
blank form will appeatr.

e Adding a new record will automatically insert the Assigned Caseworker Name into the Referred By
field.

e There must be information in the Date Field and the Referral To field to create a record. If these fields
are not populated the following message will appear

SAHA Field Information Collection

! "_l, Index of primaty key cannot contain a Mull value,

(o] 4 | Help

e C(lick OK and enter information into the field that is empty or tap the “ESC” key and information will
not be saved.

e If for any reason the Referral needs to be deleted:

0 Click on the bar to the left side of the window (the bar will turn black which means the record
has been selected)

Touch the delete key on the keyboard
A reminder will appear letting you know the deletion is permanent

o If you choose to delete the record, it cannot be retrieved.

16



Progress Notes

SAHA Senior Information

Basic Information ] Medical 1 Social-Psychological-temory ] Resources 1 Referral  Progress Motes ]FD"DW Up l

5

Date | 08/03/2005 LJ Clicking on the date will input the assigned casewarker name in the Case Manager s =
. Signature field

Subject: |
[_j Resohved

W

Case Manager Signature |ru1arie Bazan Signature Date

Date j
Subject: [ |

[ Resohed

Case Manager Signature | | Signature Date |

Adding information to the Progress Note form will automatically create a new record below the one
being added. This is evident because there will be a scroll bar to the right side of the window.

Clicking on the “T” button will add today’s date and the assigned caseworker name to the Case
Manager Signature field

Click Resolved when the Progress note is complete
There must be a date in the date field for the progress note to be logged.

If for any reason the Progress Note needs to be deleted:

O Click on the bar to the left side of the window (the bar will turn black which means the record
has been selected)

Touch the delete key on the keyboard
A reminder will appear letting you know the deletion is permanent

If you choose to delete the record, it cannot be retrieved.

17



Follow - Up

SAHA Senior Information

Basic Information ] Medical ] Social-Psychological-Memoty: ] Resources ] Referral ] Progress Mokes  Follow Up

4 FOLLOW-UP ASSESSMENT Follow up Date j

Moved since your last assessment?| 7] AFT | Phone Changed? | -] Phone |
Has Insurance Changed? = | Mew Insurance Carrier: |
Has MedicareChanged? * | Has Medicaid Changed? -

Household Income Change? |~ ] 53§ | 531§ | vag | RETH Othersd
Contact Person Changed? - | Mame: | Phone# Relationship | j

Hospilized since last visit? ~ | Explain

Have Medications Changed? - Add{Remove Medications |

Hag Physician Changed? M Mews Primary Physic| Phone
Health Problem Change? ~ | Explain

Home health change? | j Agency | Provider | Hrslk, schedule

Househaold Info Changed? -

Rentd Medications Ukilitiess Phones Groceriest | Otherg |

Continue Independant living? = | Meeds/Concerns

wverall Health Status | =]
Resident Mame | Date Mext Followup Dake:
Case Manager | Date

e Adding information to the Follow-Up form will automatically create a new record below the one
shown on the screen. This is evident because there will be a scroll bar to the right side of the window.

e If for any reason the Follow-Up needs to be deleted:

0 Click on the bar to the left side of the window (the bar will turn black which means the record
has been selected)

Touch the delete key on the keyboard
A reminder will appear letting you know the deletion is permanent

If you choose to delete the record, it cannot be retrieved.

18



Data Transfer

This section is used to update drop boxes, Import information from the main system, and Export information
to the main system from the mobile application.

B Import £ Export PS__<|

(3 Impart from Main 0ffice
(b Export to Main Dffice

lelllll't specific Information
l::.i'lf.'ﬂ]lll‘t specific Information

File Location | Browse

Export fil*

e Import from the Main Office is still under construction

e Export to the main office is still under construction

e Import specific Information
O This is used to update drop boxes
O Make sure the downloads from the web go to the laptop machine before updating system
O Tiles for drop boxes have a .txt extension in the file name

e Export specific information is still under construction

Import Specific information
e Click the Import Specific Information bubble and headings on the screen change

O “File Location” changes to “Location of Import Files”
0 “Export changes” to “Import”
e (lick the “Browse” button to locate the files
0 'The default location for the files is C:\Program Files\JABR Software\SAHA

19



Export Location \ @

D

iy Recent
Documents

Desktop
(D
My Documents

L

ty Caomputer

tdy Metwork
Flaces

Look ir: | (2 S&HA

-l BB

[ ty Recent Documents
5 Dezktop
£} My Documents
:} My Cormputer
‘ﬂ, 3% Floppy [&:]
= Local Disk [C:]
[5) Program Files
(e JABR Software
B ETE
== Removable Disk [D:]
) & CD Drive [E:)
\g by Metwork Places
[ Unuszed Desktap Shartcuts

File narme: |

Open |

Files of type: |I:umma Drelmited Text(" txt)

[ Open as read-only

[~
j Cancel

e There can be up to 10 files for drop boxes in the system

Export Location

D

My Recent
Documents

[

Desktop

=

3
My Documents
ty Computer
Fdy M etwork
Places

Laok in: | () SAHA

x| & @ o EE-

Eﬁ ErnergencyConkack, bxk
[Z] Ethriicity.txt

E] Tliness bt

E] Location, bxk

[Z] Marital Status., bt

Eﬁ MedicalEquipment, txt
E] PrimaryLanguage. txk

File narme: |

Open |

Files of bype: |I:nmrna Drelmited Text™ kat)

[~ Open as read-only

[
j Cancel

20



e Double click any of the files to fill in the location on the import screen

(3 Impart from Main 0ffice
(b Export to Main Dffice

lE)'lllll]l]l‘t specific Information
l::.i'lf.'ﬂ]lll‘t specific Information

Location of Import files ||3:1Prugrarn Files'JABR SOTTwarehSAHAS Al T Browse:

Import ﬂ

e C(lick the “Import” button and the all the information in all the drop down lists will be updated

e When the information is complete you will be prompted in the main screen

B Import / Export f'5_<|

_yImport from Main Office
{3 Export to Main Office

{<»Import Specific Information
Tables have been updated (_»Export $pecific Information

Location ofimport files |E:1Prugram FilesJABR SOTTWare SAHA Al . T Browse

Import ﬂ

e This process only needs to be done one time




Transportation

Transportation

4

Transporthate | ﬂ
Senior I J

Event

Destination

Qualifier

|

|

| M
Broup L

ﬂ

e The transportation section is used to track clients that went to an event
e The date field is for the date of the event. If you are logging an event that happens today, click the “T”’

e The only seniors that will appear in the “Seniors™ field will be residents that you have entered on your

machine. You will not see the entire list that is in the “Find Seniot’” Screen

e Enter the rest of the fields for what event the transportation is for

e If the Resident is with a group for the event being logged, click the “group” check box

22



Reports

e The Reports section is under construction

23



Utilities

-~k
JABR Software
Custom Reports

o

IIpdate T ables from Standard

J Return ta kain kMenu

Last update 7/29,/2005

e Update Tables from Standard — This option is necessary to update the data tables when there is a
change in the program

e TFach time there is a change made to the program and a field is added, the e-mail you receive will tell
you whether this feature needs to be completed.

e Included in the e-mail will be the name of the standard to use for the latest update.

24



Table Analysis Tool Yersion 3.0

Compare From Table (i.e. sStandard Data Set)

Compare to Table

Browse

Total Standard Tables

—

Total Compared Tables

Browse

ﬂ

e Before this process can be run, the update program must have been downloaded from the web.

e The download procedure is described in the next chapter

e To update the tables in the system the computer must compare what is on your machine with the
information that was sent with the update. By default the update files are located on the hard drive of
the machine the update was sent to, this location is C:\Program Files\JABR Software\SAHA

e There will be a data file, “SAHAFieldData.mdb”, and a standard file, which will be described in the e-
mail you get letting you know there is an update.

(8] saHaFieldData,mdb
[ saHastandard7-24.mdb

e The path for the standard file will be placed in the top field.

e To do this click the browse button and follow the path to the folder where the files are (C:\Program

Files\JABR Software\SAHA)

Linked Table Source

[~

& cf E-

|

2] Capry of SAHAField. mdb
(2] saHAField.mdb

MyRecent | sAHAFieldData. mdb
Documents 8 apiaskandard?-24,mdb
71' @ UpdateSaha mdb
Desktop

My Documents

or

£y

Iy Computer
‘5‘ File name: | j Open |
Pl M etwaark, Files of bype: |Microsoft Access " mdb] ﬂ Cancel

Places
™ Open as read-only

25



e Choose the standard file, by double clicking the file, and you will be returned to the original screen

Table Analysis Tool Yersion 3.0

Compare From Table (i.e. Standard Data Set)
|C:'|,F'ru:ugram Filesi JABR. Softwarel SAHA SAHASEandard7-24 . mdb

Compare to Table

Total standard Tables
Total Compared Tables

o (lick the browse screen and locate the SAHAFielddata.mdb file, in the same folder

Table Analysis Tool Yersion 3.0

Compare From Table {i.e. sStandard Data Set)
|C:'|,F'ru:ugram Files!JABR. Software\SAHALSAHASEandard7-24 . mdb Browse

Compare to Table
|C:1Program Files1J8BR. Software)3AHALSAHAFEIdDAtE, mdb

Total standard Tables
Total Compared Tables

Compare ﬂ

e C(lick the “Compare” button and when the comparisons are complete you will get a message

Compare From Table (i.e. Standard Data Set)
|C:'|,F‘ru:ugram Files JAER. Softwarel SAHALSAHASEandard7-24 . mdb Browee

Compare to Table

|C:'|,F‘r|:|gram Files J8ER. Softwarel3aHALSAHAFEldData, mdb Browse

Completed update

- | ) Al tables have been added and fields updated.. ...

e The process is complete. Click the OK button, then the Door and you will be back at the main menu

26



Update from the Web

Each time there are changes to the application your laptop needs to have these changes installed. You will
receive and e-mail notifying you there are changes and the files that are involved.

You will also have a link to the location where the files are.
e The e-mail will contain information about the update

e  Within the e-mail will be a link where the download file is.

File Edit Wiew Insert Format Tools Actions Help

CoReply | fHReply todl | W Forward | S Yy ISX -9 - @ -

From: rec rec [Foo@roc,com] Sent: Tue 8/2/2005 3:31 PM
To: duko@ijabr,com
o

Subject:  JABR is sending an update
hhis iz an update dated 7-29-2005 which fixes the items in the e-mwail from Irma and Tracy. It also addes information to the
following drop boxes: PreferedLanguage, Ethnicitcy

If wou have any problems please call the office
651.3155

Thanks
David Willismson

roc roec has forwarded the following link so you can download a file. To download the file either click on the link helow, or
copy and paste the link into your webh browser.

File Name: SAHL.exe

Click Here to Download:
http://vww. swapdrive.com/file.asp?ID=tG+4c+dQUVicHZNIaO0F TRo2vTkEN1¥w+zUDLNE4iZzaxu/ c4jskan0i==url

If you have trouble reaching the page listed asbove, go to http://www.swapdrive.com/pickup.asp and copy and paste this code:

CGHAc+dQTVIcHZN Ia0F TEoZwTkeN 1 Tw+2UDLMS 41 Zzaxu/ t4] skl i==ur 1

Please download this file hefore August 16, 2005. File links expire after 14 days or 5 download attempts.

e (lick on the link
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e C(lick Download and you will receive a prompt about safety.

File Download r5_<|
£ Somefiles can ham pour computer. IF the file information below
ot [ooks suspicious, ar you da not fully st the source, do not open or
zave thiz file,

File name: SAHA.exe
File twpe:  Application

From: v, sy apdrive, com

& Thiz tpe af file could harm your computer if it containg
malicious code.

whold yau like to open the file or zave it to your compker?

[ Cpen ] [ Save l [ Cancel ] [ Mare Info

e C(lick Open, and you will see a WinZip extractor screen

WinZip Self-Extractor - SAHA[1].exe

Tounzip all files in SAHA[1].exe ta the specified

. Unzi

folder prezs the Unzip buttan.
) Fun ‘Windip

IInzip to folder:

r-arn Filez'JABR SaoftwareiSaHA ] [ Cloze ]

Owenwrite files without prompting About

Help

e C(lick Unzip in the upper right corner of the screen
e When the files are extracted you will see a message
e C(lose the extractor and the e-mail and the browser down and start the program

e At this point the instructions will need to be followed.
O If tables need to be updated follow those instructions

O If the drop boxes need to be updated follow those instructions.
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