WARM User Guide - Chrome

This document is a brief guide to the navigation of IBM’s Content Manager OnDemand
application (CMOD), also known as WARM. You will be presented with afew side-by-side
screen captures that show what it looks like in COLD vs what it looks like in WARM. Please note
Google Chrome was used for the screen captures. Edge may look and behave differently.

Logging In

You will use the same method to log into WARM as you do when you log into COLD. Whether
you use Centraport or NY.GOV to log in, just look for the WARM option.

Main Screen

You are now logged in and at the main screen. On the left, there are two options.

= Workspace Archival & Retrieval Manager (WARM)

OTDA_CMOD

Recent Searches — this will show groups that you have recently opened. When you first
use WARM this will be blank.

All Searches — this shows you every group to which you have access.

Click on the arrow to expand All Searches.

B3 Becent Searches

F [ All 3earches
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You can now see the list of application groups you have been assigned.

COLD WARM

1| DATAWATCH

RMOD Web | otpa_cmop

The following datagroups are available for the Dataw Search name contains

Please select a datagroup to search

[ Recent Searches
& Bics Migtion Reports
4 Client Notices Nov. 1998 to Precent

BICS Migration Reports - COMF

& Client Notices Prior to Now 1995 (1o 112495)
@ Client Motices Nov. 1998 to Present

& Fuir Beaivg FHO (4101 10 52005)
& Fair Hearing - FHOOM (New System)
@ FH Decisions - 511205 to Present (Mew Systerm)

@ Client Motices Prior 1o Mov. 1998 {ic

.

@ Fair Hearing - FH029 {4/1/01 to 5/2(

[&] Fair Hearing - FHO29M {Mew Syster

@ FH Decisions - From &1/01 to 5/2005
@ FH Notifizations- 1891457, ete. (Singe 20503), @ FH Decisions - 5/12/05 to Present {|
@ HEAP Budgst Report [&] FH Decisions - From 4/1/01 to 5/20I
@ FH Motifications-1891,457, etc. {(Sir
[2] HEAF Budget Report - HEAP

b
3f16/2022, 12:116 PM - 9 items were found.

Application Groups: An application group is the same as a data group in COLD. You have
access to the same groups in WARM that you did in COLD.

There are two ways to see the entire application group name in WARM. You can 1. use the
scroll bar at the bottom or 2. by using the bar with vertical ellipses to resize the screen.

—
BICS Migration Reports - COMF
Client Motizes Mowv. 1998 to Present

Client Motices Prior to Mow. 1998 {tc

Fair Hearing - FHO29 {4/1/01 to 5/2(
Fair Hearing - FHO29M (Mew Systen
FH Decisions - 5/12/05 1o Present {|
FH Decizions - From 4/1/01 to 5;"20I<_"_>
FH Motifications-1891,457, etc. (Sirﬁ

HEAP Budget Report - HEAP

$
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Searching

Select an application group by clicking on the name. This opens the search page. Enter the
criteria. Click the Search button at the bottom of the screen. WARM will not perform a search
without search criteria.

= Workspace Archival & Retrieval Manager (WARM)

OTDA_CMOD BICS Migration Reports  x

Frrnel TEDED RO Search Criteria:  property options: Match all

» E3:Recent Se:

Like ~

o
i
]
E
3
EX
i

~ [ All Searches

[@] BICS Migration Reports ‘ District: () Like v

Client Notices Nov. 1998 to Presen
. Case MName: (T) Like v
Client Notices Prior to Nov. 1998 (t
Case Typs Like v
Auth Period: (T) Like v
vendor 10: (I) Like ~
Migration Date: (T) Between v MM/dd B and MM/dd [
Migration Cycle: (D) Like v
| Reset ‘ Saved Searches v ||:| Append to Search

Keep search criteria open

DATE FIELDS: When you click on the date field, apop-up calendar is displayed. There are a
few different ways to enter adate:

1. You can select the date using the drop down next to the month

2. Use the left or right arrows on either side of the month

3. Select the year at the bottom of the page at the bottom to change the year
4.You can type in the date

Digtrict: (1) Likex w
< Aperil w ;
Caz Names (D Like y 5 M T W T F §
27 28 2% 30 31 1 2
Caze Tvme: @) Like y i 4 5 & 7 B 9
100 11 12 13 14 15 14
Auth Periad: (1 Like w 17 18 19 20 M 22 23
24 25 26 27 28 29 30
Werden 10: {1 Liks2 w 1 2 3 4 5 a6 7
2021 2022 2023
Migration Date: (L Between w 040172022 B amd B
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To return to the search screen, click on ‘Search Criteria’

Client Notices Nov. 1998 to Present x

* Search Criteria: || Property options: Match all

Search Results

Refresh Actions

G

Showing results for: Client Notices Nov. 1993 to Present

Notice Number T UnitNo

This will re-open the search criteria screen. You may have to use the scroll bar on the right side

to see all the fields.

Client Notices Nov. 1998 to Present x

Search Criteria:  Property options: Match all

Motice Mumber: (D) Like ~
Unit No: () Like w
Unit/Werker Name: (2) Like ~
Telephone No: (D) Like w
Case Mumber: (T) Like ~
Search ‘ Reset | ‘ Saved Searches v

[] keep search criteria open

To clear all search criteria, click on the reset button on the bottom of the search screen.

| Reset Saved Searches
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Searching for Multiple Notice Numbers

There are only two groups that allows for multiple notice number search: ‘Client Notices Nov.
1998 to Present’ and ‘Client Notices User Test'.

To search for multiple notice numbers, click on the ‘Like’ box. This will present different choices.

Choose ‘Include All'.

Client Notices Nov. 1998 to Present x

Search Criteria:  Property options: Match all

Motice Number: (T) Like ~
Equals
Unit Mo: (3)
- Not Equal
i Include All ‘
Unit/Worker Name: (@)
Like
Mot Like

Telephone No: (D)

Click in the box on the right side to enter the first notice number (1). You will see apop-up box
which will allow you to enter multiple notice numbers at a time.

Enter the first notice number (2) then click ‘Add’ (3).

Repeat the process as needed. When you are done, click ‘OK’ (4). You are returned to the
Search Criteria screen, click ‘Search’.

Cllernt Mothces Mo, 1958 1o Present =

M

L

-

**Use the instructions on the next page if you are trying to copy notice numbers from a different
screen.
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Searching for Multiple Notice Numbers using Copy & Paste

To search for multiple notice numbers, click on the ‘Like’ box. This will present different choices.
Choose ‘Include All'.

Client Notices Nov. 1998 to Present x

Search Criteria:  Property options: Match all

Motice Number: () Like &
Equals
Unit No: (1)
- Mot Equal
i Include All «
Unit/Worker Name: (L)
Like

Not Like

Telephone No: (1)

Click in the box on the right side to enter the first notice number. You will see a pop-up box
which will allow you to enter multiple notice numbers at a time.

Enter the first notice number (1), click ‘Add’ (2) then click ‘OK’ (3).

Ntice Number: @ Include All v A
Unit No: @ Like ~ New: (')I | I I Add I
o~ . Values

Unit/Worker Name: (D Like ~
Telephone No: @ Like v

Numbx Lik v
Case Name: (© Like ~ @
Office No: @ Like ~ I oK || Cancel

You will be returned to the regular search screen. Now you can go to your other screen to copy
the next notice number. When you return to the WARM search screen, click in the box to enter
your next notice number.

Repeat the process as needed. When you are done, click ‘OK’
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Hit List

After entering the search criteria and clicking ‘Search’, your hit list is presented.

Case Case | Case | Auth | Vendor |MigrationMigration| Rep Doc No. of
MNurmber| District |Name | Type |[Period ID Date Cycle MName | Type | St.Pz| Pgs
P_.?._ge [ |Annotation)| i i | e | . i . e, | et | e |
=| |C ATBANY FC140000 (04/01/2020(6 00000208\ Text  |142834)1
R ALBANY FCO080000 |04/01/20206 00000208[Text 1425504
BN E ALBAIY MINIO 04/01/202016 00000208\ Text  |142827)3
=] |C ATLBANY GFD00503|04/01/202006 00000208\ Text  |142826)1
WARM
BICS Migration Reports
Saarch Criterial  Fopeiy options: Match all
Search Resulls 2
Helresh E = =]
Showing, results for: BICS Migration Reporis
Case Nu... T Distr... Case Name Case... Auth Period Vendo... Migrati... Migr... Doc... Pages Load Date
=] ALBANY 003324%8 10/01/201% © Teuxt 1 2022-03-1809:f o
=] ALBANY 01240 10/01/2019 & Text 2 2022-03-18 09:¢
B ALBANY 10001 10/01/2019 6 et 1 2022-03-18 0%

COLD displays 30 results per page. WARM returns 200 results per page up to amaximum of
3000 total results. You should always strive to see less than 3000 results. If 3000 results are

returned, you may not see the records you need o

Document Types

r expect.

There are two differentdocument types: text and PDF. Each document type is depicted by

differenticons.

This icon indicates the document is a text —.

This icon indicates the document is a pdf = .

The icon you see will depend on the group you access.
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Selecting a document to view

Fromthe hit list, right click on the document icon. Click ‘open’ from the pop-up menu.

Showing results tor: BICS Migration Reporis

Case Nu.. T Distr... Case

E Al BANY
Dpe
e «_._-'-. n

FANY

111 |

Mine with RM5

E JANY
View Notes

= JAMY
Print *

E. e 3ANY

PDF documents = will openin a new tab.

=]

Textdocuments = will open in a viewer.

When viewing a text document, you will see ‘Workspace Archival & Retrieval Manager (WARM)
Viewer’ at the top left of your screen. To retum to the hitlist, click the top right X. This will close
the viewer window.

Workspace Archival & Retrieval Manager (WARM) Viewer - Google Chmme‘ - 0 M
Q

il hitps://reportcontent ny.gov/navigator/viewer sp?desktop=NYSDSCMOD

layout v E

Navigating text documents

There are two different sets of arrows for scrolling. The yellow set moves you between
reports/documents in your hitlist. The red set moves you within the report/document.

[Crroious | o> | <o

02

alals D N G-

ATE OF NEW YORK-DSS 2503
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To select multiple documents: For multiple documents in a row on the hit list, press and
hold the Shift key and click on the first and then, the last document. Do not click on the
document icon or it will open the document.

For documents that are not in a row on the hit list press and hold the Ctrl key and click on each
document you want to include. Right click on the last document you selected.

Toreturn to the search window: Click on ‘Search Criteria’ and it will re-open the search
criteriawindow. See page 4 for screenshots.

Saved Searches

To View Saved Searches

Choose the application group you want to search. On the search screen at the bottom of the
screen, click ‘Saved Searches’. *This will show you any query you have saved in WARM. It will
not show you searches saved in COLD.

-

| Reset Sawed Searches

Click ‘All’.

| Resst || Saverd Searches ||_| 4
© Sawve

| Search

I:| Keep search criteria open
Delete Saved Searches

Search Results » All .

You will see a list of searches that you have access to. For most users this will be blank until
they create and save their own searches in WARM.

To Create a new Saved Search

Choose the application group. On the search screen, enter the parameters for your search. At
the bottom of the screen, click ‘Saved Searches’ then ‘Save’.

| Search | Reset | Saver Searches | 1 4
o ' Sawve
[[] weepsearch criteriz open

Delete Saved Searches

Search Results All .
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Choose a name for your search and click ‘Save’. Do not use special characters in the query
name. This can cause unexpected results.

Sawve Search

replace

* Name:

Type a name for the search or select an existing search to

A
"4

At the very bottom of your screen, you will receive the confirmation that your query was saved.

4 k-

Search

Reset Saved Searches

u

|:| Keep s2arch criteria open

Search Results

471272022, 12:49 PM - The WARMSICSTEST search was seved. ‘

Annotations

To View an Annotation

From the hit list, right click on the document icon. Click ‘View Notes’ from the pop-up

menu.
Showing results tor: BICS Migration Repoits

Case Mu.. T  Distr... Case

E’ Al BANY
Open

E v IANY

= IANY
Mine with HMS

E JANY
View N-atesﬂ
Print »

=N PN Y

If there are no annotations for the document, you will see

No annotations exists. Click Add to create an annotation.

To exit click ‘Cancel’ on the bottom right of your screen.
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To Create an Annotation

From the hit list, right click on the document icon. Click ‘View Notes’ from the pop-up
menu. A new window will open. Click ‘Add’ on the bottom right side of the screen.

No annctations exists. Click Add to create an annctation. A
Annotations

The selected document has the
following annotations:

Add

Cancel

Another window will open. Type your note. The Access option should remain Public.
Click ‘Save’.

New Annotations ¢

This is a test annotation,)

(@) Pubi
) Privaze

) Private tor group

After clicking ‘Save’, you will be returned to the main annotation window with the
confirmation notice.

2022-02-05 125547

LUSERID Papge:1 ACCESS: Public Cannot he copied to ancther senver

Ihis 15 & test annatation.
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Downloading A Document

PDF Documents

There are two ways to download. The first is by opening the document. Do notclick onthe
downloadiconon theright side of thescreen. Currently, this button will result in an
error. Instead, click on the printicon.

100% + 3 ©

O ATI NI n a  aadad

Under ‘Printer’, choose ‘Save as PDF’ fromthe drop down list.

Print

Printer

Save as PDF « v

Lavnnt

Click ‘Save’. Choose the location you want to save the file. The file name defaults to ‘PRO’
which should be changed to something more meaningful. Click ‘Save’

The alternate method for downloading is from the hit list, right click on the documenticon. Do
not click on the Download option. Instead, click ‘Print’, then ‘Document’ from the pop -up menu.

Notice... T Unit... Unit/Worker Name
= Open BANK FIATCH UNL
| OKAY

Mine with RMS
View Motes
.
Print >I Document J
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Click on the ‘Printer Options’ tab. Printer Type should be ‘Local’. Click ‘Print’.

Print e

Documents Printer Options

Printer Type: @ Local O Server

Under ‘Printer’, choose ‘Save as PDF’ fromthe drop down list.

Print

Printer

Save as PDF « ~

| avont

Click ‘Save’. Choose the location you want to save the file. Change the default name to
something more meaningful. Click ‘Save’

Text Documents

Open the document you would like to download. In the CMOD Prod Viewer you will have icons
on the top left of the screen. When you hover your mouse over the icon shown below you will
see that is says ‘Copy pages to file.’

CMOD Prod Viewer - Work - Microsoft Edge

(5)  https://reportcontent.ny.gov/navigator/viewer jsp?deskto

Next >
SUFF ‘
& q| % [ N B | I 3 A i E | E
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Click on the icon. In the pop-up window, make sure the Page Range is ‘All pages’ and the
Format is ‘ASCII Text'. Click OK.

Copy Document Pages to File X
—Page Rang

® All pages

O Current page

O Selected pages: 1-23

— Format
O Asls
® ASCII Text
O Ccsv

OK Cancel

At the bottom of your screen you will see the downloaded file.

] C047641in ~

To open, click on it.

Associate file type: When you open the downloaded text file you may get prompted to choose
which application should be used to open .lin files. Choose Notepad.

If you aren’t prompted to choose an application to open the file and are presented with
characters instead of letters you will need to associate the .lin file extension to Notepad. If you
are unsure how to do this or you don’t have access, please consult your supervisor or your IT
support team for assistance.

Downloading Multiple Documents

PDF Documents

Select your documents and right click. Do not click on the Download option. Instead, click ‘Print’,
then ‘Document’ from the pop-up menu.

Notice... T  Unit... Unit/Worker Name
(= Open BANK VAT UNL
! OKAY

Mine with RMS

View Notes

Print 3 I Document
e i

Click on the ‘Printer Options’ tab. Printer Type should be ‘Local’. Click ‘Print’.

Print 3
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Under ‘Printer’, choose ‘Save as PDF’ fromthe drop down list.

Print

Printer

Lavoiit

Save as PDF «

Click ‘Save’. Choose the location you want to save the file. Change the default name to

something more meaningful. Click ‘Save’

Text Documents

Please note: If you use .csv files for excel you will have to disassociate the .csv file type from
Excel. You will need to be prompted which application to use each time you are working with

this type of file.

Select your documents, right click and choose ‘Download as CSV'.

Open

Mine with RMS

\

Download

Print

»

B NO79
P ND97

As Original

I F
As CSV

As UTF-8

This will create a zip file and will display at the bottom left side of your screen. Click to open.

| WEST.csv

B WEST

B \WEST

Total: 206 Items

1/18/2023, 7:01 AM - The configuration was added.
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The files are displayed in your download directory. When you open the text documents you will
notice tic marks (“) on each side of the pages.

| WEST.csv - Notepad
File Edit Format View Help

* DISPOSITION OF FAIR HEARING ** ** DISPOSITION OF FAIR HEARING ** ** DISPOSITION OF FAIR HEARING **
qaH - m— NEW YORK STATE OFFICE OF TEMPORARY AND DISABILITY ASSISTANCE DATE CREATED 81/16/23
OTICE OF OFFICE OF ADMINISTRATIVE HEARINGS PAGE 310
dase # : I CIN  : — FAIR HEARING # : EENENNNER DISPOSITION: [

These tic marks can be removed. Open the document, click on ‘Edit’ then click ‘Replace’. In the
‘Find what’ area in the dialog box type “. Leave the ‘Replace with’ area blank, then click the
‘Replace All' button.

Replace et
Find what: | " | Find Next
Replace with: | | Replace
Replace Al
Cancel
[ ]Match case
[ ] wrap around

Printing a Document

PDF Documents

Open the document you want to print. Click on the printer icon.

—  100% + =]

Darm 1 e e gk

NATTAR AITMRED -

This will open the printer options page. Select your printer and then click ‘Print’.

o] ps://reportcontent.ny.gov/navigat

I Print ?

Total: 1 page

Printer

Printer Name ~

Layout

Portrait

Landscape

Pages

Al
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Text Documents

Open the document you want to print. Click on the printer icon.

Ia CMOD Prod Viewer - Work - Microsoft Edge

(] https://reportcontent.ny.gov/navigator/viewer jsp

The print window opens, make sure ‘All pages’ and the correct printer is selected, click ‘Print’.

Data mining

Please note: This option is not available for all groups.

Select your documents fromthe hit list. To select multiple documents, refer to the instructions
on page 7. Once you have your documents selected, rightclick on the last document you
selected. Choose the ‘Mine with RMS’ option.

Showing results tor: BICS Migration Reporis
Case Nu.. T Distr... Case
AIBANY

Open
p 3;.. \]\_r

Pi—
Mine with RMS *
ke

View Motes

m [

JAMY
Print

k
o INY

m m

A pop-up window will appear. If there is more than one model to choose from you will see a
down arrow.

'-I:)-I REPORT MINING
L, SERVER

Mine your OnDemand reports with RMS
The tallawing modets hava hisn maaped far the faider BICS Migration Repars

Bes A1 F Payments

Choose a model, click ‘Submit’. This applies the model to the data and opens the RMS window
in a new tab.

*|f there is only one template, it will automatically be applied to your documents and a new tab
will open with your results.
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Logging out of WARM

To log out or close out of warm you simply close your browser. Be sure to close the entire
browser window not just the tab.
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Troubleshooting
Issue: WARM isn’t responding.

Resolution: This can be an indicator that you have timed out of WARM. The screen appears as
if you are still connected but you really aren’t. You will need to close the browser window, not
just the tab. Open a new browser window and connect to WARM again.

Issue: Prompted to login again.

Resolution: You have timed out of WARM. Close the browser window, notjust the tab. Open a
new browser window and connect to WARM again.

Welcome to IBM Content Navigator

User name:
l l

Password:

l l

| Login |

Issue: Your request cannot be processed.

Resolution: You have timed out of WARM. The screen appears as if you are still connected but
you really aren’t. You will need to close the browser window, not just the tab. Open anew
browser window and connect to WARM again.

° Your request cannot be processed. 8

An error occurred on the Content Manager OnDemand server,

Additional information about the error 1s in the web application server log

files. For more information about the log hles, see “1BM Content Navigator
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Issue: The document cannot be viewed.

Resolution: Try logging out of WARM. You will need to close the browser window, not just the
tab. Open a new browser window and login again. If the problem persists, contact the WARM
team at otda.sm.bit.coldmail@otda.ny.gov.

® The document cannot be viewed.

The document content cannot be refrieved.
Try logging in again. If the problem persists, the application server might not be

running. Ask your system administrator fo check the IBM Content Navigator error logs
or restart the server.

Close

Issue: An error occurred during printing.

Resolution: Refer to the printing instructions on page 15 for PDF or page 16 for text. If the
instructions do not help, contact the WARM team at otda.sm.bit.coldmail@otda.ny.gov and
provide details of your issue.

e An error ocurred during printing.

Acglc your SySem administrasor 1o review the prind service log bles
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Issue: Search cannot be completed.

Resolution: WARM will not perform a search without search criteria. Enter search criteria.

@ Information

The search cannot be completed without additional

information. Enter a value for at least one condition.

Issue: Error when downloading a PDF document using the download icon.

Resolution: This issue is caused by using the download button in the browser. This button is
not functional with WARM. Please refer to the instructions in the Printing section of this guide.

getDocument

1]
L]
8

Failed - Metwork error

Issue: There are blank pages in the client notice.

Resolution: This is not an issue. WARM processed daily files differently than COLD. These
blank pages are part of the original file.

Issue: Allmy cases are not displayed when using my worker code as part of my search criteria.

Resolution: WARM stores data exactly how it is sent. For example, if Jane Doe’s worker code
is AB but was entered as ‘A B’ on some records, WARM will not match on the ‘A B’ records. You
will have to use a wildcard in your search. In the search criteriabox, you would enter ‘A%’ as
the worker code. Please keep in mind using a wildcard will return all results that match. You
should always use your county code, if available, to harrow your returned results.

Page 21 V2.5



WARM User Guide - Chrome

INDEX
A

Annotations

APPHCALION GIOUPS. ...ttt e e e e
ASSOCIALE FIle TYPC. .. uiniitii e

D

Data IMININg. ...ttt e et er e e e e aaaas
Date Fields. ..o

Document
Downloading

SEIBCHING. ..t
Selecting Multiple. ... ...

H

HIT LIS, .o e e

L

Logging In. ..
Log@INg OUt. ...t e e e e

M

Y R NI (=< | PR

N

Navigating Text DOCUMENTS. ... ..ottt ee e

Page 22

V2.5



WARM User Guide - Chrome

P

Printing
P D . - 16
L= P 17

S

Search
(O 4] (=] 4 - U RPP 3

ClBaIING. . e 4

Multiple NOtICE NUMDEYS. . ... e e e 5
Multiple Notice Numbers Using Copy & Paste..........c.ooiiiiiiiii i 6
ROIUITIEO oo e e e e et e e e e 4

IS TeT2 Y (] 4110 P 3

Saved Searches
L0 17 1= 9
VB . et et 9

Yo (o] LT Lo I AN 4 0 T PRSP 8

T

TroUDIEShOOLING. ...t 18
Allmycases are NOt diSPlaYed. ... ..o e 21
An error occurred during Printing.........oooiii i 20
Error downloading PDF . ... ..o 21
Search cannot be COMPIELE...... ... e e 21
The document CanNNOt DE VIBWED............ouini i 20
There are blank pages inthe CHENt NOTICE. ........ .ot 21
Your request Cannot be ProCESSEA..........ouiiri it e 19
WARM iSn 't FESPORAING . . ...o.oiii e e et 19
Welcome to IBM Content Navigator...........oouiiiii e e, 19

Page 23 V2.5



