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SYSTEM OF INFORMATION ON

JUSTICE ADMINISTRATION

INTRODUCTION

This document 1s created as an element for consultation and
reference on the operation of the System of Information on

Justice Administration (SIAJ).

The main purpose 1ntended with this Manual 1s to provide a
documented mechanism for final users, to permit them to define

the processes conducted during the running of the programme.

This document shall permit to achieve the following goals

- To provide an efficient tool for management of searches
and consultations.
- Definition of reports generated by the programme and

limitations thereof.

The procedures to be followed for a proper utilization of

the SIAJ Programme are detalled step by step 1n the next pages



I.

on

TO ENTER THE PROGRAMME

In order to run the programme named "System of Information

Justice Administration", the following steps shall be taken:

You must turn the PC on and wait for the programme to display

a messade such as this

c\

Once the cursor 1is positioned 1n this message, you must enter

the word ILANUD and walt a reasonable time.

Once SIAJ has been loaded, the following screen 1s displayed*
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[ESC] FINALIZA
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The preceding screen eases the 1nitial access to the
programme It must be made clear that there are authorized users
(1) and final users (2). The entrance by each type of user 1is

explained 1in detail below:

(1) User authorized to have full access to SIAJ. The user shall
be authorized to enter 1nto the data input module, have
control of access codes, generate printed reports and have
access to restricted 1information. This user shall be
assigned a code for access to the programme.

(2) User authorized only to search data 1n certain data bases
and generate only on-screen reports. This user shall not
have any access code related to the programme.



Authorized user:

- Enter the password as assigned and then press ENTER to move
to the field of the access code. If your password reaches the
maximum number of 15 digits, there 1s no need to press ENTER

to move to the following field.

- Enter the access code as assigned, and the programme will
only display asterisks 1nstead of each entered character 1In
case of error, press BACKSPACE to delete characters from
right to left. If the code does not have the eight characters
allowed, press ENTER after entering the code, otherwise, the

programme will go to the main menu once the code 1s entered

- The programme will validate the password and the access code
as entered. Once verified that the code belongs to an
authorized |user, the main menu for authorized |users
hereinafter presented appears If no access 1s provided, the
screen will only display the final user’s menu shown 1in the

Final User’s Manual.

- 1If the access code 1s erroneously entered, the programme will
display the final user’s menu. It 1s then necessary to return
to the 1nitial screen of presentation and enter the correct

code.



Final User:

- Since no code for access to the programme has been assigned
to the user, a final user shall have only to press ENTER 1n
the fields for password and access code

- Upon verification by the programme that the user 1s not an

authorized user, the screen shown below will be displayed

-
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The selection of any option i1n the menu can be performed 1n

various ways



- By pressing the Xey corresponding to the letter next to the
desired option.

- By pressing ENTER after moving the cursor to the line of the
desired option.

- If you have a mouse, the cursor 1s moved to the desired

option and the left button of the mouse 1s clicked.

IT. MANAGEMENT OF SEARCHES

oy,
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A. Screen Fields:

The preceding screen show the respective fields used for
management of search criteria, including input fields, as well
as windows with different options Accordingly, we have the

following fields:

-~ Ventana de Criterios de Bisquedas (Search Criteria Window):
this window will show by line all search criteria defined to
access 1nformation from the desired data bases. This window
shall manage the operator END, by default between each
criterion that i1s entered, as explained in Annex II.

- Borrar Criterios (Delete Criteria): this field can be used
to delete the desired 1line 1n the criteria window. This line
must be tagged first, by pressing ENTER or by clicking the
left button of the mouse when the cursor 1is on the line. This
field shall be enabled when a line of the criteria window has
been selected, and 1t shall be represented in bold

- Operador O ("O" Operator): the "O" Operation can be selected
1n this field as a condition 1in the criteria window. This
field shall be shown as enabled by the programme when 1t has
a highlighted tone. This will occur when at least a line has
been 1ncluded 1in the criteria window. (See Annex II for

extensive information).



Tipos de Biusquedas (Types o0f Searches): this field will
permit to conduct simple searches for a single data base or
else cross searches between and among several data bases
Ventana de Bases de Datos Simples (Window of Simple Data
Bases): this window will permit to select the desired data
base when conducting simple searches All available data
bases will be displayed by pressing ENTER 1n this field, in
order to select the desired data base.

Opciones de Bases de Datos Cruzadas (Window of Cross Data
Bases: 1t shall be represented by each data base available to
cross 1nformation. Several data bases, as required, can be
tagged This will be represented by (X) next to the name of
each data base

Ventana de Definicién de Criterios (Window for Criteria
Definition): this window will be used to define the search
criteria desired. Accordingly, 1t will be composed of the

following fields:

Ventana de Campos de la Base de Datos (Window of Fields of
the Data Base): 1t wi1ll 1nclude the fields defined as
searchable for each data base. They change 1n accordance
with the selected data base 1n simple searches, while
there are only two fields for all data bases 1n cross

searches (descriptores and paises).



Operador NO (NO Operator): this field will be represented
by [ 1 1n the middle of the fields of the data bases and
the existing operators. By pressing ENTER 1n this field, X
will appear between the parentheses, 1ndicating that the
NO operator has been selected, and can be disabled by
pressing ENTER again 1n the faield.
Ventana de Operadores Matematicos (Window of Mathematical
Operators): this window wi1ll 1nitially select the
operator 1gual (equal), but by pressing ENTER 1in 1it, a
window with the current operators will be displayed for
selection of the desired operator. If the selected field
. of the data base corresponds to a pre-defined table, a
window with the possible wvalues or terms that may be
encompassed by the selected field will be displayed.
Digitacién de Valores (Typing of Values): this field will
be used to type the term to be assigned to the selected
field If the field has values of pre-defined tables or a
search with the descriptor dictionary 1s conducted, the
term shall not be typed. If this 1s not the case, the term

shall be typed, to be stored 1n capitalized letters.

- Agregar Criterios (Adding Criteria): upon selection of the
field, the operator and the desired wvalue, 1t 1s necessary to

press ENTER 1n the Agregar field in order to define that this
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this criterion will be 1ncluded 1in the criteria window
defined above. When using this field, the programme shall
validate that all information required to establish the
search criterion 1s complete.

Limpiar Bisquedas (Clear Searches): 1in order to fully clear
the search craiteria as defined, i1t 1s necessary to press
ENTER 1n this field to clear the criteria window.

OK: 1t will permit, 1n a simple search, to have a count of
the records of a specific data base that meet the search
criterion or criteria as defined, displaying then a message
on the upper right corner of the monitor, with the exact
number of records. For cross searches, this option will not
display the number of records found, but will 1initiate
automatically the search of the desired information, moving
then to a next window, hereinafter explained.

Mostrar (Show): wupon definition of the search criteria, the
Mostrar field shall be pressed 1n order to conduct the
desired search and then visualize the selected records.
Cancelar (Cancel): By pressing ENTER 1n this field, the
search window will be closed, and the user will return to the
main menu of the programme. ESC can also be pressed 1n order

to cancel everything that has been done or end the process
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B. Types of Searches:

B.1. Simple Search:

The simple search permits to access i1nformation of a single
data base. The simple search option shall be first selected on
the screen. In order to select "bisqueda simple", ENTER shall be
pressed on this option. The selection 1s represented with the
sign "." next to the selected option. Once the simple search

option has been selected, the following steps must be followed:

~ N
a \\
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1. The data base 1n which the search will be conducted 1is
selected on the window of simple data bases. By pressing ENTER
in this field, the programme will display the available data
bases 1n order to select one, as shown on the previous screen.

2. If 1t 1s not wanted to enter any specific search criterion,
continue with step 9.

3. On the window of fields assigned to the selected data base,

shown on the previous screen, 1t 1s necessary to use the cursor
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to locate the field to be used for the search Once the cursor
has been moved to the desired line, press ENTER.

4. If wanted to use the NO operator, ENTER shall be pressed 1in
the appropriate field to enable this option. The enabled field
1s represented by placing X between the parentheses, and can be
disabled by pressing ENTER again in i1t. If not wanted to enable
the field, the cursor will be moved to the next field

5. The user will select the operator to define the operation

that will occur between the selected field and the term to be

Instituto Latinoamericano de las Naciones
Unidas para la Prevencitn del Delito y
Tratamiento del Delincuente - ILANUD
Manejo de Busquedas . "
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selected The selection of the operator 1s done like 1n other
windows. Explanation of each operator 1s given 1n detail 1in
Annex II. If the selected field 1ncludes defined values 1n a
specific table, upon selection of the desired operator, the
programme wi1ll open a window that will display the possible
values to be selected, as shown on the previous screen.

6. If the term of the selected field was selected on the window
displayed, the user may go to step 7. If not, 1t 1s necessary to
type the desired term to form the search criterion. If the
operator to be used 1s equivalente (like), the term to be typed
shall contain at 1least one truncation indicator (%) 1n the
desired place of the line of characters typed, as explained 1in
Annex IT (management of operators).

7. After defining the desired search criterion, 1t 1s necessary
to press ENTER 1n the Agregar field in order to include this
criterion to the criteria 1list 1n the window 1located on the
left-hand upper corner of the screen. If any value 1s missing,
the programme will display the message "Falta Valor"™ (Missing
Value) on the upper right corner of the screen. The following
screen wi1ill show the window with this new criterion line.

8. In order to continue adding more criteria 1lines, 1t 1s
necessary to repeat the steps from number 3.

9. Upon definition of the search criteria, and i1n order to know

the number of records currently 1n the data base, 1t 1is
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necessary to press ENTER 1n the "OK" field. The programme will
then display the number of records that meet +the search
criteria, 1f any, or else, all the records of the data base 1f
no criteria have been defined. In order to only visualize the
information of the data base, press ENTER on Mostrar

10. By selecting the Mostrar field, the following screen will be
displayed. If the desire 1s only to visualize the i1nformation
retrieved, the Pantalla (Screen) option shall be selected, and

then the OK option, 1n order to display information on a window,



16.
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1n accordance with an already defined displaying format. This
report can also be directed to a file or a printer, although 1t
must be taken into account that this information can only be
retrieved in this way 1f the user has the respective access to
retrieve this information If not, the information 1s visualized
on the screen.

11. In order to send the consulted information to the prainter,
the programme will permit to select the printer for the

printout. If the user wishes to 1ssue a programme presentation
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sheet together with the 1label of the user to whom the
information 1s addressed, the Con Etiqueta (With Label) option
shall be selected Upon selection of this option, a window will
display all users and their institutions, 1n order to select the
user who will be sent the report, as can be seen on the screen
below 1In order to proceed to print a report, it is necessary to
check that there 1s enough paper 1n the printer, which is ready

to print, and then select the OK option

Instituto Latinoamericano de las Naciones
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Control del Despliegue de Busqueda Simple

( ) Pantalla Impresora

{*) A Impresora

{ ) A Archivo
<Archivo>

( ) Sin Etiqueta
(*) Con Etiqueta

Usuarios Disponibles

ACHKAR , MAY Embajadas
ACUNA , SANDRA Agencias de Cooperacién <Cancela >
AESCHLIMANN , MARGARETA Agencias de Cooperacidn
AESCHLIMANN , MARGARETA Embajadas

AGOUR , SHIMON Embajadas

_ IVT JJ)




18

If the user has the respective access to send reports to a
file, this option must be selected. The programme will permit
the user to select the <Archivo> (File) option to select the
name of the file and where 1t will be stored Upon selection of
this option, a screen to be explained in Annex III will be
displayed. After performing the procedures explained 1in the
Annex and selecting the file, the OK option must be selected to

send the report to the file.

B.2. Cross Search:

By means of a cross search, 1t 1s possible to access
information from several cross data bases at the same tinme.
First, 1t 1s necessary to select the option of cross search
(Bisqueda Cruzada) by pressing ENTER on 1it. This shall be
represented with the sign "." next to the selected option. Once
the cross search option has been selected, the following steps

must be followed:*

1. To select the respective data bases to conduct search after
choosing the option of cross search. By pressing ENTER on each
field represented by a data base, the programme will place X
between the parentheses next to the selected option. This

selection of data bases can be conducted at any time before the
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search, 1f not, the programme will display a message that a data
base must be selected.

2. If 1t 1s not wanted to enter any specific search criterion,
continue with step 9.

3. On the window of fields assigned to the selected data base,
the field by means of which the search will be conducted shall
be selected, as shown on the previous field. For cross searches,
the programme will only display a window of general fields for
all data bases, as shown on the following screen. In this way,
cross searches will only be conducted by the descriptores

(descraiptors) and paises (countries) fields.

-
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4. If wanted to use the NO operator, ENTER shall be pressed 1n
the appropriate field to enable this option. If 1t 1s not wanted
to enable the field, the cursor will be moved to the next field.
$. The user must select which operation will occur between the
selected field and the term to be selected If the paises field
has been selected, the programme will open a window after
selection of an operator, displaying countries for selection. If
the descriptores field and the Con Diccionario (With Dictionary)
operator have been selected, the value will be selected from a
dictionary of descriptors, as shown on the following window.

Definition of each operator 1s developed 1n Annex II.

K
K
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6. If the term of the selected field was selected on the window
displayed, the user may go to step 7. If not, 1t 1s necessary to
type the desired term in order to form the search criterion. If
the operator to be used 1s equivalente (like), the term to be
typed shall contain at least one truncation indicator (%) in the
desired place of the line of characters typed (value)

7. After defining the desired search criterion, 1t 1s necessary
to press ENTER 1n the Agregar field 1n order to 1include this

criterion to the criteria list 1n the window located at the
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left-hand upper corner of the screen. If any value 2is missing,
the programme will display the respective message on the left-
hand upper corner of the screen. With the addition of the
criterion, the window shall be as shown on the previous screen.
8. In order to continue adding more criteria lines, 1t ais
necessary to repeat the steps from number 3.

9. Upon definition of the search criteria, and in order to
visualize the information in the data bases, ENTER shall be
pressed 1n the Mostrar field or the OK field

10. The following screen will be displayed upon selection of

the option to visualize data.

(

-
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If the desire 1s only to visualize the 1information
retrieved, the Pantalla (Screen) option shall be selected Since
the search 1s conducted over several data bases at the same
time, the programme will display a window with the heading
"Emitir Reporte de:"™ (To 1i1issue report of) By pressing ENTER 1n
this field, 1t will be possible to visualize all the names of
the data bases where the search was conducted, as shown on the
screen, 1n order to select the data base which information waill

be visualized

Once the data base has been selected, i1t 1s necessary to
press OK 1n order to display the information on a window, with a
pre-defined displaying format. This report can also be directed
to a file or a printer, although 1t must be taken into account
that this 1nformation can only be retrieved 1in this way 1if the
user has the respective access to retrieve this information. If
not, the retrieved 1information can only be visualized on the
screen.

11. If the user has the respective access to send reports to a
file, this option must be selected. The programme w1ll permit
the user to type the name of the file and where the information
w1lll be stored. This field will be displayed next to the Archaivo
field. Then ENTER shall be pressed 1n the OK field. This

procedure was explalined for the simple search.
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In order to send the consulted information to the prainter,
the programme wi1ll permit to select the printer for the
printout If the user wishes to 1ssue a programme presentation
sheet together with the 1label of the wuser to whom the
information 1s addressed, the Con Etiqueta (With Label) option
shall be selected Upon selection of this option, a window will
display all users and their institutions, 1n order to select the
user who will be sent the report, as can be seen on the screen
below. In order to proceed to print a report, i1t 1s necessary to
check that there 1s enough paper 1n the printer, which 1s ready
to print, and then select the OK option.

The generation of the report from a cross search shall be
made per data base. Accordingly, the programme will generate a

report with the format allocated to each data base.
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ITI. GENERATION OF REPORTS
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The generation of reports i1s the option that permits to
visualize and select among the various formats to generate
information for each data base Accordingly, a new menu with
options of entrance to each format will be displayed for each

data base selected.
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For any generation of reports, the programme will display
the screen of printing control, which will permit to display the

format selected, as follows:

’

Instituto Latinoamericano de las Naciones
Unidas para (a Prevencion del Delito y
Tratamiento del Delincuente - ILANUD

Opciones de lmpresién

Descripcién
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) A Impresora
) A Archivo

<Archivo> REPORTE TXT

(
(
(

<Cancela >

7

As can be noted, the screen has a window that will display
a description of the report that has been selected. It will

change 1ts contents per each report format selected.
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As 1llustrated, the option to where the format will be sent
{screen, printer, file) 1s selected by pressing ENTER 1n 1t. The
programme will place the sign"." next to the selected option If
the report 1s sent to the printer, 1t 1s necessary to select the
appropriate printer by pressing ENTER 1n the printer window.
Then, 1t 1s necessary to position the cursor there and press
ENTER again. It 1s then necessary to proceed to select the OK
option 1n order to generate the report. The Cancelar option
shall be selected 1n order to cancel and return to the previous

menu.

If the user has the respective access to send reports to a
file, this option must be selected. The programme will permit
the user to select the <Archivo> (File) option to select the
name of the file and where 1t will be stored. Upon selection of
this option, a new screen, to be explained in Annex III, will be
displayed. After performing the procedures explained 1in the
Annex and selecting the file, the OK option must be selected to

send the report to the desired file

The formats of reports, defined 1n accordance with each

data base, wi1ill be detailed 1n the following pages.
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1. USERS

This option wi1ill permit us to retrieve 1information
concerning users that receive the programme services. 1In
accordance to the information contained 1n this data base, the

possible formats to be selected will be:

Etiquetas de Usuarios (Users’ lLabels)

This format will permit to praint the labels used to send
information to programme users. The labels will be sorted by
Pais (Country), Institucién como Usuario (Instituticn as User)
and Alfabético por el nombre del Usuario (Alphabetical Order by

User’s Name)

The selection of this option will result in the display of
the aforesaid screen. After selecting how the report will be
generated, the following screen for selection of 1information

w1ill be displayed:
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Instituto Latinoamericano de las Naciones
Unidas para la Prevencién del Delito y 5 I H J
Tratamiento del Delincuente TLANUD

Etiquetas de Usuarios

Descripcion

( ) General por Pafs
Opcion de Elegir el pafs {s) Pafs en Especial

para emtir las etiquetas Pafs CR
COSTA RICA
respectivas

{+) General por Institucidn
{ ) Institucion en Especial « 0K »

Instituc16n
<Cancela >

\__IVF
Q\ Lt @ o_1 J

As can be noted, this screen will 1include the following

fields:

- Descripcién (Window for Description): window that shows a
descraiption of the screen displayed.

- Seleccién de Paises (Window for Country Selection): by means
of this window, 1t 1s possible to select 1if you wish to
retrieve general information by country or information for a

country in particular. The sign"." wi1ll be placed next to the
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selected option. If the selection 1s for a country ain
particular, i1t 1s necessary to type the appropriate country
code or else press ENTER for displaying of a new window
containing the available countries, i1n order to select any of
them.

- Institucién (Window for Selection of Institutions): 1l1like the
preceding field, information can be selected for all
institutions or for a specific ainstitution as user If the
option for an ainstitution 1n particular, ENTER shall be
pressed in the field of Institucién for displaying of a new
window containing the available institutions, 1n order to
select any of them by also pressing ENTER 1n the respective
line.

- OK: this option permits to 1nitiate the generation of a
report 1n accordance with the selected information If no
special information 1s selected, the programme will issue
labels for all current users If the selected information
does not exist i1n the data base, the programme will send a
message which will appear on the right-hand upper corner of

the screen, and no report will be generated

An example of the 1label printout format 1s 1llustrated in the

following page:
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EXAMPLE:

SANDOVAL , BARBARA
REPRESENTANTE

USAID

34 GABOUREL LANE, BELIZE CITY

P O BOX 817, BELIZE CITY

BELICE

ACUNA , SANDRA

JEFE DE OPERACIONES

ORGANIZACION INTERNACIONAL PARA LAS MIGRACIONES
300 METROS AL SUR Y 50 AL ESTE DE LA POPS CURRIDABAT, SAN
PEDRO

122-2050

COSTA RICA

AESCHLIMANN , MARGARETA

PRIMER SECRETARIO Y CONSUL

EMBAJADA DE SUIZA

PASEQ COLON, CENTRO COLON 10MO PISO

895 1007 CENTRO COLON
COSTA RICA

AUGER PEREZ, ISABEL

ENCARGADA DE NEGOCIOS

COMISION DE LAS COMUNIDADES EUROPEAS

DE LA ESQUINA NOROESTE DEL INS 50 MTS NORTE, SAN JOSE

836-1007 SAN JOSE
COSTA RICA

AYUKAWA , NORIYUKI

ASESOR DE COOPERACION

EMBAJADA DEL JAPON

DE LA CASA DE OSCAR ARIAS 300 OESTE Y 100 NORTE, ROHMOSER

501-1000 SAN JOSE
COSTA RICA

BLANKEMBERG F , L

MINISTRO CONSEJERO

EMBAJADA REAL DE LOS PAISES BAJOS

EDIFICIO OFICENTRO, DETRAS DE LA CONTRALORIA, SABANA SUR
PRIMER PISO, SAN JOSE

10285-1000 SAN JOSE

COSTA RICA

BOY , DONALD

OFICIAL POLITICO

EMBAJADA AMERICANA

EMBAJADA AMERICANA,PAVAS, SAN JOSE

920-1200 PAVAS
COSTA RICA
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Directorio de Usuarios (Users’ Guide):

By means of this report, 1t 1s possible to print a Users’
Guide, ordered by Country (Pais) or Institution as User
(Institucién como Usuario), or an alphabetical guide by users’

name (Alfabético por el nombre del Usuario).

When this option 1s selected, 1t 1s then necessary to
choose where the information will be displayed. Then, a screen
like the one used 1n the generation of labels will be displayed
to select information as required. The format of the users’

guide 1s 1llustrated next.
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EXAMPLE:

COSTA RICA

DIRECTORIO DE USUARIOS
Instituciones vinculadas con
la Admnistracion de Justicia
Proyecto SIAJ
CEDO/ILANUD

Agencias de Cooperacién

ACUNA , SANDRA JEFE DE OPERACIONES, ORGANIZACION INTERNACIONAL
PARA LAS MIGRACIONES 300 METROS AL SUR Y SO AL ESTE DE LA POPS
CURRIDABAT, SAN PEDRO Apdo 122 2050 Tel (506)
225-25547224-1152 Fax (506) 253 2402

AESCHLIMANN , MARGARETA PRIMER SECRETARIO Y CONSUL, EMBAJADA DE
SUIZA PASEO COLON, CENTRO COLON 10MO PISO Apdo 895-1007 CENTRO
COLON Tel (506) 221-4829 Fax (506) 255-2831

AUGER PEREZ, ISABEL ENCARGADA DE NEGOCIOS, COMISION DE LAS
COMUNIDADES EUROPEAS DE LA ESQUINA NOROESTE DEL INS 50 MTS NORTE,
SAN JOSE Apdo 836 1007 SAN JOSE Tel (506) 333-2755 Fax (506)
221-6595

AYUKAWA , NORIYUKI ASESOR DE COOPERACION, EMBAJADA DEL JAPON DE
LA CASA DE OSCAR ARIAS 300 OESTE Y 100 NORTE, ROHMOSER Apdo
501-1000 SAN JOSE Tel (506) 232-1255/296-1706 Fax (506) 231 3140

BLANKEMBERG F , L  MINISTRO CONSEJERO, EMBAJADA REAL DE LOS PAISES
BAJOS EDIFICIO OFICENTRO, DETRAS DE LA CONTRALORIA, SABANA SUR
PRIMER PISO, SAN JOSE Apdo 10285 1000 SAN JOSE Tel (506)
296-1490 Fax (506) 2956-2933

BOY , DONALD OFICIAL POLITICO, EMBAJADA AMERICANA EMBAJADA
AMERICANA,PAVAS, SAN JOSE Apdo 920-1200 PAVAS Tel (506)
220 3939 Fax (506) 220 2305

BUERGENTHAL , ROBERT JEFE OFICINA REGIONAL DE ADMINISTRACION DE
JUSTICIA, USAID 1 KM NORTE DE LA EMBAJADA AMERICANA, ROHRMOSER
Apdo. 825-1200 SAN JOSE Tel (506) 220 4545 Fax (506) 220 3434

CASTRO MONGE, LIGIA ECONOMISTA LOCAL, BID EDIFICIO CENTRO COLON,
12V0 PISO, PASEO COLON, SAN JOSE Apdo 1142 1007 CENTRO COLON
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Instituciones del Sector Justicia (Institutions linked to the

Justice Sector):

The printout format of "Instituciones del Sector Justicia"™
will permit to generate a report of all users currently in the
data base. With the selection of this option, 1t 1s only
necessary to select how 1s going to be generated the printout
format, and all information found will be sent with no need for
data selection. As show i1n the following screen, the printout
format will be ordered by Institution as User (Institucién como
Usuario), User according to Function (Usuario por Funcién),

Country (Pais), Place of Work (Institucién de Trabajo).
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EXAMPLE:

Instituciones del Sector Justicia
Proyecto SIAJ
CEDO/ ILANUD

Agencias de Cooperacion

Embajadores o Cénsules

Pafs PANAMA
EMBAJADA DE LA REPUBLICA FEDERAL DE ALEMANIA
WOLKER , ANDING
EMBAJADOR, EMBAJADA DE LA REPUBLICA FEDERAL DE ALEMANIA CALLE 50 Y 53 ESQUINA
“EDIFICIO BANCOMER", PISO 6, EL OBARRIO, PANAMA Apdo 4228 PANAMA, REPUBLICA
DE PANAMA Tel (00507) 637733/64114T Fax (D0507) 236664 Correo Elect (0379)
2979, KENNUNG 2979 ACIPAN PG

Funcionarios de Agencias de Cooperacién

Pafs BELICE
USAID
SANDOVAL , BARBARA
REPRESENTANTE, USAID 34 GABOUREL LANE, BELIZE CITY Apdo P O BOX 817, BELIZE
CITY Tel (501) (2) 31066 Fax (501) (2) 30215
Pafs COSTA RICA
AGENCIA ESPAROLA DE COOPERACION INTERNACIONAL

PALOMERA GUES, FEDERICO
CONSEJERO DE COOPERACION TECNICA, AGENCIA ESPANOLA DE COOPERACION

INTERNACIONAL PASEO COLON ENTRE AVENIDA 2DA Y CALLE 32, SAN JOSE Apdo
10150-1000 SAN JOSE Tel (506) 257-2919 / 222-1933 Fax (506) 222 4180

BID
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Revision de Usuarios (Users’ Review):

Report used for review of the 1input of 1information to the
users’ data base This form will keep the order 1n which records
were entered 1nto the data base After selection of where the

report printout will go, the following screen will be displayed

As can be noted, this screen permits to type the range of
records as desired, by 1indicating the registration 1initial
number and the registration final number After typing the

range, OK will be selected to generate a report

Instituto Latinoamericano de las Naciones
Unidas para la Prevencidn del Delito y
Tratamiento del Delincuente  ILANUD
Rango de Registros para Revisién
Descripcién
Establecimiento de rangos Registro Imicial
para registro inicial y
Registro Final
final a revisar
0K » <Cancela >
Impresora AAJ |
<Cancela >
_IVI _/
It <] o 1 .
- J

-~ . - ===
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The following 1s an example of the format of this report:

EXAMPLE:

DIRECTORIO DE USUARIOS
PARA REVISIONES
Instituciones vinculadas con
la Admimistracién de Justicia
Proyecto SIAJ
CEDO/ILANUD I

1 ARONNE LAURITO, GIANNINA JEFE BIBLIOTECA JUDICIAL, CORTE SUPREMA DE
JUSTICIA CALLE 21 AVENIDAS 6 Y 8 Apdo 10 SAN JOSE Tel(506)
255-0122 EXT 3247/3246 COSTA RICA Bibliotecas Jurfdicas
Bibliotecologos

JUSTICIA, USAID 1 KM NORTE DE LA EMBAJADA AMERICANA, ROHRMOSER
Apdo 825-1200 SAN JOSE Tel(506) 220 4545 Fax (506) 220-3434 COSTA
RICA Agencias de Cooperaci16n Funcionarios de Agencias de
Cooperacion

" 2 BUERGENTHAL , ROBERT JEFE OFICINA REGIONAL DE ADMINISTRACION DE

3 CARAZO ZELEDON, RODRIGO DEFENSOR DE LOS HABITANTES, DEFENSORIA DE
LOS HABITANTES DEL ICE EN SABANA, 150 METROS AL ESTE Apdo 1240
CENTRO COLON, 1007 SAN JOSE Tel(506) 296-4114 Fax (506) 296-2512 (]
COSTA RICA Defensorfas Ombudsman

4 GANDARO VALENZUELA, JULIO EMBAJADOR, EMBAJADA REPUBLICA DE
GUATEMALA 50 MTS ESTE DE CEMACO, CARRETERA A PAVAS Apdo 328-1000
SAN JOSE Tel(506) 231 6645 Fax (506) 231-6645 COSTA RICA

II Embajadas Embajadores o Consules

5 CERVANTES VILLALTA, EDGAR PRESIDENTE, CORTE SUPREMA DE JUSTICIA
CALLE 21, AVENIDAS 6 Y 8 SAN JOSE Apdo 21003 Y 991003 SAN JOSE
Tel(506) 255-0122 / 257 0666 Fax (506) 257-0801 COSTA RICA Cortes
Supremas de Justicia Presidentes de Cortes

2. AGENDA

This option will permit us to generate reports with
information on activities held and currently stored in the data
base on agenda In accordance with the type of information
contained 1in this data base, the possible formats to be selected

will be:
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Agenda Internacional de Actividades (International Agenda of

Activities):

Report that will permit to retrieve information about the
agenda of activities during a specific period. After selecting
which device will generate the report, 1t 1s necessary to type
the 1nitial and final dates of the period and the 1institution
involved, as shown 1n the following screen. The order of display
of the fields 1s Mes (Month), Lugar (Place) and Imnstitucién que

Convoca (Host Institution)

The fields 1n the screen are.

- Rango de Fechas (Date Range): note that 1t 1s necessary to
type the 1initial and final date of the period for which
information 1s sought, using the format DAY/MONTH/YEAR, as
shown 1n the screen.

- Ventana de Institucién que convoca (Host Instatution): thas
window will essentially provide the option to select the
agenda for all host 1institutions, or only for activities
convened or hosted by ILANUD The sign"." will be placed next

to the selected option.
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Instituto Latinoamericano de las Naciones
Unmidas para ta Prevencion del Delito y
Tratamiento del Delincuente - [LANUD

GIAJ

Agenda por Pe

Descripcién

Opciones para elegir Agenda

por rango de fechas general

por 1nstituciones

riodos
Rango de Fechas del Periodo
Fecha Inicial  01/07/19%94
Fecha Final 31/08/1994

¢ ) ILANUD

(*) General por Institucion que Convoca

« 0K »

<Canceta >

_ IVI

A=z £ = A

In order to generate a report, 1t 1s necessary to press
ENTER 1n the OK option, or select Cancel to return to the

preceding menu. The report printout format will be as follows
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EXAMPLE:

Agenda Internacional de Actividades
Proyecto SIAJ
CEDO/1LANUD

Agenda del Mes de JULIO

Lugar NICARAGUA MANAGUA

Instituci6n que Convoca
CORTE SUPREMA DE JUSTICIA  ESCUELA JUDICIAL

Fecha del 017/07/1994 al 15/07/1994

Nombre de Actividad REVISION MATERIALES POR PARTE COMITE DOCENTE DE
JUECES DE DISTRITO

Tipo de Actividad Reuniones,

Descriptores

CAPACITACION JUDICIAL, ESCUELAS JUDICIALES,

Contactos

JOAQUIN TALAVERA DIRECTOR ESCUELA JUDICIAL NICARAGUA Tel (505) 72182
EMILIA GONZALEZ DIRECTORA DE PROYECTO ILANUD  3ER PISO EDIFICIO 0IJ
Tel (506) 221 3886

Fecha del 01/07/1994 al 30/07/1994

Nombre de Actividad ELABORACION MATERIALES POR PARTE COMITE DOCENTE
PROCURADORES

Tipo de Actividad Reuniones,

Descriptores

CAPACITACION JUDICIAL, ESCUELAS JUDICIALES,

Contactos

EMILIA GONZALEZ DIRECTORA DE PROYECTO ILANUD 3ER PISO EDIFICIO OIJ
Tel (506) 221-3886

JOAQUIN TALAVERA DIRECTOR ESCUELA JUDICIAL NICARAGUA Tel (505) 72182
CATHEN SOLORZANO SUB PROCURADORA PROCURADURIA GENERAL DE NICARAGUA
Te

Fecha del 11/07/1994 al 15/07/1994

Nombre de Actividad EVALUACION GLOBAL DE CAPACITACION A JUECES LOCALES
Tipo de Actividad Talleres,

Descriptores

CAPACITACION JUDICIAL, ESCUELAS JUDICIALES,

Contactos

JOAQUIN TALAVERA DIRECTOR ESCUELA JUDICIAL NICARAGUA Tel (505) 72182
EMILIA GONZALEZ DIRECTORA DE PROYECTO ILANUD  3ER PISO EDIFICIO OId
Tel (506) 221-3886
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Listado de Revisién de Agenda (Check List for Agenda):

Report used to check the 1information currently stored in
the data base on agenda. This format will follow the order in
which the data were entered to the data base. After selecting
where the report will go, the screen that was shown before will
be displayed, prompting the user to type the range for the

records wanted.

After typing the range and pressing OK to 1nitiate
generation of the report, a report with the following format

w1ll be generated-
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EXAMPLE:

Listado de Revisién para Agenda
Proyecto SIAJ
CEDO/ILANUD

1 CORTE SUPREMA DE JUSTICIA  ESCUELA JUDICIAL EJECUCION DE
SEMINARIOS A JURADOS Seminarios DEL 18/04/1994 AL 28/05/1994 EN
MANAGUA, NICARAGUA
Contactos
EMILIA GONZALEZ DIRECTORA DE PROYECTO 1LANUD 3ER PISO EDIFICIO
OlJ Tel (506) 221-3886
JOAQUIN TALAVERA DIRECTOR ESCUELA JUDICIAL NICARAGUA Tel (505)
72182
Descriptores
CAPACITACION JUDICIAL, ESCUELAS JUDICIALES,

Emili1a Gonzalez, Directora de Proyecto
Lilli1ana Romero, Asistente de Proyecto
Fecha 2470371994

2 CORTE SUPREMA DE JUSTICIA  ESCUELA JUDICIAL PRIMERA REUNION CON
COMITE DOCENTE DE PROCURADORES Talleres EL 31/05/1994 EN
MANAGUA, NICARAGUA
Contactos
JOAQUIN TALAVERA DIRECTOR ESCUELA JUDICIAL NICARAGUA Tel (505)
72182
EMILIA GONZALEZ DIRECTORA PROYECTO ILANUD 3ER PISO EDIFICIO
014 Tel (506) 221 3886
Descriptores
CAPACITACION JUDICIAL, ESCUELAS JUDICIALES,

Emil1a Gonzalez, Directora de Proyecto
Litliana Romero, Asistente de Proyecto
Fecha 2470371994

3 ILANUD PROYECTO DE DEFENSA PENAL EN CENTROAMERICA  TALLER DE
CAPACITACION LA DEFENSA EN EL DERECHO PENAL MODERNO Talleres
DEL 30/05/1994 AL 03/06/1994  EN GUATEMALA, GUATEMALA
Contactos
DRA ANA ISABEL GARITA DIRECTORA DE PROYECTO ILANUD 3ER PISO
EDIFICIO OIJ Tel (506) 221 3886
Descriptores
CAPACITACION JUDICIAL, DERECHO PENAL, PRINCIPIO DE DEFENSA,
DEFENSOR, PRINCIPIOS CONSTITUCIONALES PENALES,

3. DIAGNOSES

Option to generate report with information on diagnoses

currently stored 1in the data base. The possible formats will be.
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Diagnéstico por Pais (Diagnosis per Country):

By means of the format of Diagnosis per Country, i1t will be
possible to retrieve all records for each country Since there
may be diagnoses for several countries at the same time, this
diagnosis will be displayed for each country The programme will
initiate a new page for each different country, and order the
report by Pais (Country), Sector (Sector), Titulo del

Diagndstico (Diragnosis Title).

After selecting where the printout format will go, the
following screen will be displayed. Diagnoses can be requested

[ )
f( WW

Instituto Latinoamericano de las Naciones
Unidas para la Prevencién del Delito y
Tratamiento del Delincuente - ILANUD

Diagnosticos Por Pafs

Descripcion
{ ) General por Pafs

Opciones para el reporte (¢) Pafs en Especial

de Diagnéstic Sectores Disponibles

y por sector }|Bibliotecas Juridicas .
——————————]{Colegios de Abogados ; |
Facultades de Derecho 3
Justicia Penal y Grupos Vulnerables i (
{ ) General por Sec v : |
(s) Sector en Espec "

<Cancela >

{
Sector : ‘
]

_IVT _ _ :
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for all countries or for a particular country, as well as for

all sectors defined or for just one sector.

The following fields will appear-

- Ventana de Seleccién del Pais (Window for Selection of
Country): as 1ndicated above, 1t 1s possible to generate a
general report per country or else a report for a particular
country, which shall be selected using the appropriate
country code.

-~ Ventana de Seleccidén del Sector (Window for Selection of
Sector): information can be retrieved 1n general per sector
or selecting a particular sector. In order to select a
specific sector, ENTER wl1ll be pressed 1in the field of the
sector. The preceding window will be displayed to permit

selection of a sector among those previously defined.

After selecting the type of information desired, the user

must press OK i1n order to display the following format:
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EXAMPLE:

Diagndéstico para COSTA RICA
Proyecto SIAJ
CEDO/ILANUD

Sector Bibliotecas Juridicas

GUILLEN, VANESA, DIAGNOSTICO SOBRE LA ADMINISTRACION DE JUSTICIA, COSTA RICA  San José
(Costa Rica) ILANUD, Asociacién para la Democracia y el Desarrollo de Centroamerica y
Beli1ce-ADD, COPANEL sobre Administracién de Justicia Grupo de trabajo sobre Democracia,
1993 COSTA RICA Disporible en CEDO/ILANUD St 2617

Problema
BIBLIOTECAS EN CORTE SUPREMA DE JUSTICIA Y OTRAS INSTITUCIONES Limitaciones en el
presupuesto asignado para el mantenimiento de las bibliotecas, sobre todo la partida
destinada a la adquisicion de materisles bibliograficos Creacion del Centro de
Informacion en materia constitucional en la Sala 1V

BIBLIOTECAS JURIDICAS

INFORMACION JURIDICA

CORTE SUPREMA DE JUSTICIA

Problema
SISTEMATIZACION BIBLIOGRAFICA Incorporar las bibliotecas de la Corte Suprema de Justicia
y de la Asamblea Legislativa en el proceso de sistematizaci1én de la informacidn
bibliografica jurfdica de Costa Rica

SISTEMATIZACION BIBLIOGRAFICA

Diagnéstico por Descriptor (Diagnosis per Descriptor):

This format will permit to retrieve information detailed
per descriptor. Therefore, 1f all descriptors are selected, 1t
w1ll appear as many diagnoses as descriptors. This format will
be ordered by Descriptor (Descriptor), Sector (Sector), Titulo

del Diagnéstico (Diagnosis Title).

After selecting where the printout format will go, the
following screen will be displayed. Diagnoses can be requested

i1n general for all descriptors or for a particular descriptor.
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Ventana de Seleccién del Descraiptor (Window for Selection of
Descriptor): as 1indicated above, 1t 1s possible to generate
a general report per descriptor or else a report for a
particular descriptor, which shall be selected using the
appropriate country code 1In order to 1issue a report for a
particular descriptor, the cursor shall be moved to the field
of the descriptor and ENTER pressed to select the desired

descriptor in a new window displayed for the purpose.

r
- 2

Insti1tuto Latinoamericano de las Naciones
Unidas para la Prevencion del Delito y
Tratamiento del Delincuente - ILANUD

Diagnésticos Por Descriptor
Descripcidn
Opciones para el reporte de Diagnésticos para un

descriptor especifico

(e) General por Descriptor
( ) Descriptor en Espectal
Descriptor

ABSTENERSE DE CONSUMIR SUSTANCIAS
ACCION PENAL « 0K »
ADMINISTRACION

ADMINISTRACION DEL SISTEMA DE JUSTICIA PENAL
ADMINISTRACION DEL SISTEMA JUDICIAL <Cancela >
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After selecting the type of information desired, the user

must press OK 1in order to display the following format.

EXAMPLE:

Diagnésticos por Descriptores
Proyecto SIAJ
CEDO/ILANUD

Descriptor  SISTEMA JUDICIAL
Sector  SISTEMA JUDICIAL

GUILLEN, VANESA, DIAGNOSTICO SOBRE LA ADMINISTRACION DE JUSTICIA, COSTA RICA San
Jose {Costa Rica) ILANUD, Asociacion para la Democracia y el Desarrollo de
Centroamerica y Belice-ADD, COPANEL sobre Administracion de Justicia Grupo de
trabajo sobre Democracia, 1993 COSTA RICA Disponible en CEDO/ILANUD St 2617

Problema

CARRERA JUDICIAL

Existe un proyecto de ley de Carrera Judicial que se encuentra pendiente de
aprobaci16n en la Asamblea Legislativa

Problema

ORGANIZACION, PLANIFICACION Y ADMINISTRACION JUDICIAL

La estructura organizativa no responde a las necesidades reales del poder judicial

Se regquiere mejorar los si1stemas de planificaci1én y organizacién de los recursos para
cumplir a cabalidad con los objetivos del sistema judicial

Apoyo tecnico para el mejoramento de los Sistemas de Plamificaci6n y Organizacién

Problema

CAPACITACION ADMINISTRATIVA

Los requerimientos de capacitaci16n para elevar la capacidad tecnico-profesional de
250 funcionarios admnistrativos no pueden ser satisfechos mediante los dos cursos de
cupo limtado 80 participantes en total- que se programan anualmente

Temas en los que se requiere perfeccionar o capacitar Fundamentos de la
Administracion, Organizacion, Planeaci16n, Formulacion Presupuestaria, Relaciones
Interpersonales, Trabajo de Equipo, Supervisién de Personal, Derecho Admmistrativo,
Contratacion Administrativa

Problema

CLASIFICACION DE PUESTOS

Se encuentra en proceso de aprobaci16n de la Corte Plena, un estudio integral de
clasificacién y valoracion de puestos

ANA 1SABEL, MINISTERIO PUBLICO EN AMERICA LATINA DESDE LA PERSPECTIVA DEL DERECHO
PROCESAL PENAL MODERNO BOLIVIA, COLOMBIA, COSTA RICA, ECUADOR, GUATEMALA Y PANAMA
San Jose (Costa Rica) ILANUD, 1991 COSTA RICA Disponible en CEDO/ILANUD st 2132

Problema
Asi1stencia Técnica
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Listado de Revisidn de Diagnésticos (Check List for Diagnoses):

Report used to check the information currently stored 1in
the data base on diagnoses. This format will follow the order 1in
which the data were entered to the data base After selecting
where the report will go, the screen that was shown before will
be displayed, prompting the user to type the range for the

records wanted.

After typing the range and pressing OK to 1nitiate
generation of the report, a report with the following format

w1ill be generated:
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EXAMPLE:

Listado de Revisién de Diagnésticos
Proyecto SIAJ
CEDO/ILANUD

GUILLEN, VANESA, Sistema Judicial DIAGNOSTICO SOBRE LA ADMINISTRACION DE
JUSTICIA, COSTA RICA

San Jose (Costa Rica) [ILANUD, Asociacién para la Democracia y el Desarrollo de
Centroamérica y Belice-ADD, COPANEL sobre Administracién de Justicta Grupo de
trabajo sobre Democracia, 1993 COSTA RICA Disponible en CEDO/ILANUD St 2617

..........................................................................

Probl ema
CARRERA JUDICIAL
Existe un proyecto de ley de Carrera Judicial que se encuentra pendiente de
aprobacion en la Asamblea Legislativa
CARRERA JUDICIAL
SISTEMA JUDICIAL

Problema
INFRAESTRUCTURA Y EQUIPO
Limitaciones en el espacio fisico para realizar actividades académicas
No se cuenta con el equipo necesario para produccién de audiovisuales
No se cuenta con recursos econdmcos para desarrollar planes de trabajo
CAPACITACION JUDICIAL
CARRERA JUDICIAL

4.

currently registered 1n the data base. Possible formats will be

CONSULTANTS

Option to generate report with information on consultants
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Directorio de Consultores (Consultants’ Guide):

This format will permit to generate a quide of consultants
within the Justice Sector. Since a consultant may be associated
to several descriptors, this report will generate the
information on a consultant for each descriptor assigned. This
format wi1ill be ordered by Descriptor (Descriptor) and Nombre

completo del Consultor (Full name of consultant)

After selecting where the printout format wi1ill go, the

following screen will be displayed:

((

\
*\\

-

Instituto Latinoamericano de las Naciones
Unidas para la Prevencién del Delito y
Tratamiento del Delincuente - [LANUD

Directorio de Consultores
Descripcién
Opciones del Directorio de Consultores para un

descriptor especifico

¢ ) General por Descriptor
(*) Descriptor en Especial
Descriptor

ABSTENERSE DE CONSUMIR SUSTANCIAS
ACCION PENAL « 0K »
ADMINISTRACION

ADMINISTRACION DEL SISTEMA DE JUSTICIA PENAL
ADMINISTRACION DEL SISTEMA JUDICIAL <Cancela >
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Ventana de Seleccidn del Descriptor (Window for Selection of
Descriptor): to select information for all current
descriptors 1n the data base or for a particular descriptor.
If the option of a particular descriptor 1s selected, ENTER
shall be pressed 1n the field assigned to the descriptor The
programme will then display a window on the screen to provide

access to the 1list of descriptors for selection of one of

them

After selecting the type of information desired, the user

must press OK 1n order to display the following format

EXAMPLE:

h DIRECTORIO DE CONSULTORES
Proyecto SIAJ
CEDO/ILANUD

DERECHO CONSTITUCIONAL

HERNANDEZ VALLE, RUBEN

Datos Personales

Céd 1-342-0665, Pasaporte 1 342 665 93 FARMACIA LA PAULINA 100 METROS
ESTE 25 NORTE, MONTES DE OCA Apdo APARTADQ 1571, SAN JOSE 1000 COSTA
RICA COSTA RICA Tel (508) 234-8205 Fax (506) 223-6638 COSTA RICA
Fecha Nac 0570871946

TRABAJOS ACTUALES
- Institucién UNIVERSIDAD DE COSTA RICA FACULTAD DE DERECHO Cargo
PROFESOR DERECHO CONSTITUCIONAL Afos Servicio 21

FORMACION PROFESIONAL UNIVERSITARIA

-~ Carrera o Curso DERECHO Institucién FACULTAD DE DERECHO
UNIVERSIDAD DE COSTA RICA Grado LICENCIATURA Pafs COSTA RICA Afo
1970

- Carrera o Curso DERECHO Institucidn UNIVERSITA LA SAPIENZA Grado
DOCTORADO Pafs ITALIA Afo 1973

IDICMAS
Detalle Lectura Conversacién Redacci16n
! - ESPAROL Muy Bueno Muy Bueno Muy Bueno
- INGLES Muy Bueno  Muy Bueno Muy Bueno

- PORTUGUES Muy Bueno  Regular Regular




52.

Revisién de Consultores (Check of Consultants):

This format permits to check the information currently
stored i1n the data base on consultants. This format will follow
the order 1in which the data were entered to the data base. After
selecting where the report will go, the screen that was shown
before will be dasplayed, prompting the user to type the range

for the records wanted 1in the printout.

After typing the range and pressing OK to 1initiate
generation of the report, a report with the following format

will be generated:
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EXAMPLE:

1

DIRECTORIO DE CONSULTORES
para Revision
Proyecto SIAJ

CEDO/ILANUD

HERNANDEZ VALLE, RUBEN

Datos Personales

Céd 1-342-0665, Pasaporte 1-342-665 93 FARMACIA LA PAULINA 100 METROS
ESTE 25 NORTE, MONTES DE OCA Apdo APARTADO 1571, SAN JOSE 1000 COSTA

RICA COSTA RICA Tel (506) 234-8205 Fax (506) 223 6638 COSTA RICA
Fecha Nac 05/08/1946

TRABAJOS ACTUALES
- Institucién UNIVERSIDAD DE COSTA RICA FACULTAD DE DERECHO Carge
PROFESOR DERECHO CONSTITUCIONAL Afos Servicio 21

FORMACION PROFESIONAL UNIVERSITARIA

- Carrera o Curso DERECHO Institucién FACULTAD DE DERECHO
UNIVERSIDAD DE COSTA RICA Grado LICENCIATURA Pafs COSTA RICA Afo
1970

- Carrera o Curso DERECHO Institucién UNIVERSITA LA SAPIENZA Grado
DOCTORADO Pafs ITALIA Afo 1973

IDIOMAS
Detalle Lectura Conversacién Redacci6n
- ESPAROL Muy Buenc  Muy Bueno Muy Buenc
- INGLES Muy Bueno  Muy Bueno Muy Bueno
PORTUGUES Muy Bueno Regular Regular
- FRANCES Muy Bueno Muy Bueno Bueno
- ALEMAN Bueno Regular Regular
- ITALIANO Muy Bueno  Muy Bueno Muy Bueno
DOCENCIA

Institucién FACULTAD DE DERECHO UNIVERSIDAD DE COSTA RICA Pafs
COSTA RICA

5. AGENCIES

The data base on agenclies stores the most

relevant

information about each agency. The avallable formats are:
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Agencias por Descriptor (Agencies per Descriptor):

This format will permit to generate a report on agencies
currently 1ncluded 1n the data base, detailed by descriptor.
Since an agency can be associated to several descraiptors,
information on each agency will be repeated for each current
descraiptor. The order of the information in said format will be:
Descriptor (Descriptor), Pais de Origen (Country of Origin),
Nombre de la Agencia (Name of Agency) and Tipo de Sede (Type of
Headquarters) After selecting where the printout format will

go, the followling screen will be displayed:

( I
Instituto Latinoamericano de las Naciones

Unidas para la Prevencion del Delito y
Tratamiento del Delincuente - ILANUD

Agencias Donantes
Descripcion

Opciones de Agencias Donantes para un

descriptor especifico

(¢) General por Descriptor
( ) Descriptor en Especial
Descriptor

ABSTENERSE DE CONSUMIR SUSTANCIAS
ACCION PENAL « OK »
ADMINISTRACION

ADMINISTRACION DEL SISTEMA DE JUSTICIA PENAL
ADMINISTRACION DEL SISTEMA JUDICIAL <Cancela >
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Ventana de Seleccién del Descriptor (Window for Selection of
Descraiptor): to select 1information for all current
descriptors 1in the data base or for a particular descriptor.
If the option of a particular descriptor 1s selected, ENTER
shall be pressed in the field assigned to the descriptor. The
programme will then display a window on the screen to provide
access to the list of descriptors for selection of one of

them.

After selecting the type of information desired, the user

must press OK 1n order to display the following format:

EXAMPLE:

Listado de Agencias Donantes por Descriptor
Proyecto SIAJ
CEDO/ILANUD

SISTEMA JUDICIAL

Pafs de Origen HOLANDA

DIRECCION GENERAL PARA LA COOPERACION INTERNACIONAL DEL MINISTERIO DE
ASUNTOS EXTERNOS DE LOS PAISES BAJOS Sede Regional, Nacionales,

Direccién EDIFICIO OFICENTRO, SABANA SUR, 3ER EDIFICIO, 1ER PISO
(DETRAS DE LA CONTRALORIA) Apdo 10285-1000 SAN JOSE, COSTA RICA
Tel (506) 296 1490 FfFax (506) 296-2933 Director o responsable
CHRISTINA VAN KOOTEN Cargo PRIMER SECRETARIO DE LA EMBAJADA REAL DE
LOS PAISES BAJOS

AREA GEOGRAFICA DE TRABAJO
- America Central

PAISES DONDE FINANCIA PROYECTOS
COSTA RICA EL SALVADOR GUATEMALA HONDURAS NICARAGUA

RANGOS DE DONACION EN PROYECTOS NACIONALES
- 0 - 50 000
- més de $100 000
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Perfil de Agencias de Cooperacién (Profile of Cooperation

Agencies):

By means of this format, will be possible to generate a
report on agencies currently 1n the data base, similar to the
one previously described, but detailed per country of origin
The order of the information 1n said format will be: Pais de
Origen (Country of Origin), Nombre de la Agencia (Name of
Agency) and Tipo de Sede (Type of Headquarters). After selecting
where the printout format will go, the following screen will be

displayed-

Instituto Latinoamericano de las Naciones
Unidas para la Prevenci1én del Delito y
Tratamiento del Delincuente - ILANUD

Perfiles de Agencias de Cooperacidn

Descripcion
(*) General por Pais

opci6n de Elegir el pafs ( ) Pafs en Especial

para emtir los perfiles Pafs

de Agencias de Cooperacion

« OK » <Cancela >
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It will i1nclude the following fields.

- Ventana de Seleccién del Pais (Window for Selection of
Country): 1t permits to select information for all countries
at the same time or to select a particular country. If the
option of a specific country 1s selected, 1t 1s necessary to

select the appropriate country code.

After selecting the type of information desired, the user

must press OK 1n order to display the following format:
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EXAMPLE:

Perfiles de Agencias de Cooperacion
Proyecto SIAJ
CEDO/ILANUD

Pafs de Origen HOLANDA

DIRECCION GENERAL PARA LA COOPERACION INTERNACIONAL DEL MINISTERIO DE ASUNTOS EXTERNOS
DE LOS PAISES BAJOS Sede Regional

Direccién EDIFICIO OFICENTRO, SABANA SUR, 3ER EDIFICIO, 1ER PISO (DETRAS DE LA
CONTRALORIA) Apdo 10285-1000 SAN JOSE, COSTA RICA Tel (506) 296 1490 Fax (506)
296 2933 Director o responsable CHRISTINA VAN KOOTEN Cargo PRIMER SECRETARIO DE LA
EMBAJADA REAL DE LOS PAISES BAJOS

AREA GEOGRAFICA DE TRABAJO
- América Central

PAISES DONDE FINANCIA PROYECTOS
COSTA RICA EL SALVADOR GUATEMALA HONDURAS NICARAGUA

RANGOS DE DONACION EN PROYECTOS NACIONALES
- ¢ - 50 000
- mas de $100 000

RANGOS DE DONACION EN PROYECTOS REGIONALES
- $ 50 000 - 100 000
- mas de $500 000

PARA PRESENTAR PROPUESTAS DE PROYECTO TIENE
- Su propio formato
- Acepta el formato de Maciones Unidas

Revisién de Agenclas (Agency Check Report):

This report will be similar to the other checking reports,
having the same format of the preceding report, but following

the order in which the data were entered to the data base.
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6. LEGISLATION

The data base includes information concerning the
bibliographic references of the legislation. It will i1nclude the

following printout formats:

Legislacién por Pais (Legislation per Country):

By means of this format, 1t will be possible to generate a
report of the current bibliography stored i1n the data base on
legislation It will be detailed per country. The order of the
information 1n said format will be* Descriptor Geografico
(Geographic Descriptor), Descriptor de Contenido (Contents
Descriptor), Autor (Author) and Titulo (Title). By selecting
this option i1n the menu of available formats, the programme will
display the following screen to select the information as

desired.

It will have the following fields-*

- Ventana de Seleccién del Pais (Window for Selection of
Country): 1t permits to select information for all countries
at the same time or to select a particular country. If the
option of a specific country i1s selected, 1t 1s necessary to

select the appropriate country code in the respective field.



Instituto Latinoamericano de las Naciones
Unidas para la Prevenci6n del Delito y
Tratamiento del Delincuente  ILANUD

Legtslaci6n Por Pafs

Descripcién
Pe ( )} General por Pafs

Opciones para el reporte (o) Pais en Especial

de Legislacié Descriptores de Contenido

y por descrip||CODIGO PENAL
‘“m—————— | |CODIGO DE PROCEDIMIENTOS PENALES
CONSTITUCION POLITICA
LEGISLACION DE EXCEPCION

( ) General por Des
(e) Descriptor en E

Descriptor
serie <Cancela »
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Ventana de Seleccién del Descriptor (Window for Selection of
Descriptor): to select information for all current
descriptors in the data base or for a particular descriptor.
If the option of a particular descriptor i1s selected, ENTER
shall be pressed in the field assigned to the descriptor. The
programme will then display a window with a list of contents

descriptors for selection of one of them.

After selecting the type of information desired and press

OK, a report with the following format will be generated.
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EXAMPLE:

Legislaci16n de COSTA RICA
Proyecto SIAJ
CEDO/1LANUD

CONSTITUCION POLITICA

COSTA RICA [CONSTITUCION POLITICA] CONSTITUCION POLITICA SAN JOSE, COSTA RICA
PUBLICACIONES JURIDICAS, FEBRERO, 1994 58P

ESPAROL
NOTA Disponible en CEDO/ILANUD 5T2627 Telefono (506) 255 1080 Promulgada el 7 de

noviembre de 1949 Para efectos de la legislacion vigente comuniguese con la Base de
Datos de Legislaci6n Vigente de !a Procuradurfa General de la Republica de Costa Rica al

teléfono (506) 223-7533

Revisién de Legilslacién (Legislation Check Report):

This report will be similar to the other checking reports,
having the same format of the preceding report, but following

the order in which the data were entered to the data base.
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ANNEXES
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ANNEX I

Definition of Operators

The programme will permit to conduct wvarious types of
searches on data bases, 1n which cases 1t will allow access to
information in a single data base or else to make cross searches
of i1nformation between linked fields 1n several data bases at
the same time The definition of operators to conduct searches

are as follows

Logical Operators:

The management of searches can be made by means of logical
operators, thus permitting to conduct operations among all

defined search criteria. The operators used are.

- Y (AND): 1t will permit to conduct intersections of records
which meet the requirement to i1nclude terms used to limit the
search. For example, we can make an 1intersection of terms to
select all records that contain the terms "Derecho" (Law) and
"Sistema Judicial" (Judicial System) at the same time.

This operator will be used by default for each line included

in the list of search criteria, 1f no other 1is selected.
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-~ O (OR): 1t will permit to establish unions of records by
means of defined terms. For example, 1f we Jjoined the terms
"DERECHO" (Law) and "SISTEMA JUDICIAL" (Judicial System), all

records containing either or both terms will be retrieved

- NO (NO): 1t will be used to reject any expression used at
the time of defining each search criterion. For example,
should we wish to obtain records that do not include the term
"DERECHO" (Law), we must 1indicate that descriptor NO contenga

DERECHO (descriptor will NOT contain LAW).

Mathematical Operators:

When defining the field according to which the criterion
for search in a specific data base, 1t 1s also necessary to
define which term will be encompassed by this field, as well as
which type of operation will be conducted between the field and
the defined term Accordingly, mathematical operators will be
necessary to define the operations to be conducted for each

selected field. The following types of operators will be used

- Igual (=) (Equal to): used to match a desired field to the
term that will limit the search. This operator functions in

such way that 1t will seek those records which meet the
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search criterion 1i1ndicated at the beginning of the field
specified, regardless of the 1nformation or text 1included

after thais.

For example, 1f we wish to retrieve all Users whose name 1s
EDGAR or whose name begins with this word, we must select the
NOMBRE (NAME) field as a point of access and match 1t to the

desired value, as 1llustrated here

NOMBRE = EDGAR

All users whose name 1s exactly like EDGAR as well as those

whose name begins with this term, such as EDGARDO.

Distinto (< >) (Not equal to): operator that excludes all

records which contain the defined term If we say

descriptor < > DERECHO

all records will be retrieved, except those which begin with

the term DERECHO as the descriptor.

For example, 1f you want to know all agenda activities to be

conducted 1in all countries other than COSTA RICA, 1t 1is
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necessary to define PAIS (country) as access field, and "not
equal to the term COSTA RICA" as the operation It will be

represented as follows:

PATS < > COSTA RICA

Menor que (<) (Less than): used to define that a field will
be under a specific value. If the field 1s a date, all
records with a date before the typed date in said field will
be retrieved. If the field 1s an alphabetical value, all
records before to the given value 1in alphabetical order will

be retrieved

For example, 1n order to retrieve agenda activities to be
conducted before September 1, 1994, Fecha 1nicial (Initaial
Date) will be defined as field for access to this
information, and the operation wi1ill be represented as

follows:

FECHA INICIAL < 01/09/1994

Note that 1t 1s necessary to type the year i1n full and use

the format of day/month/year.



67.

Mayor que (>) (Greater than): used to define that a field
will be over or greater than a specific term or value. It 1is

basically used with dates or alphanumerical fields

For example, 1n order to retrieve all consultants whose first
surname 1n alphabetical order 1s after HERNANDEZ, the field
of access will be the first surname and the records retrieved
wlll be consultants that are not named HERNANDEZ and whose
names are 1n alphabetical order after HERNANDEZ. Therefore, a
consultant named ROJAS wi1ill be 1included in the 1list of
consultants to which access has been gained, but not one

named GONZALEZ

This operator can also be used for records with a specific

date after a pre-defined date.

Menor/Igual ( < = ) (Less than / Equal to): similar to the
Menor dque operator, with the only change that 1t will
retrieve those records with a field under the specified term

and also those which match the given term.

In order to retrieve agenda activities to be conducted on or
before September 1, 1994, the operator will be used as

follows:*
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FECHA INICIAL < = 01/09/1994

in such way that the operator will retrieve all records under

or equal to the specified value

Mayor/Igual ( > = ) (Greater than / Equal to): 1t retrieves
those records with a field over the specified term and also

those which match the given ternm.

Using the same date of the preceding example, we can now
retrieve all agenda activities to be conducted after or on

the specified date. The command will be:

FECHA INICIAL > = 01/09/1994

Equivalente (LIKE): 1t wi1ill define that a field can be
equivalent to a given term. This operator requires the use of
the sign %, thus 1indicating truncation of the specified

field. This operator will be used as follows:

descriptor LIKE DERECHO% (truncation to the right)
descriptor LIKE %PENAL (truncation to the left)

cargo LIKE ZPRESIDENTE% (full truncation)
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this operator will permit to retrieve any records which field
encompasses the defined term, truncating or 1gnoring

information to the right or as the truncation was defined

For example, 1n order to retrieve diagnoses which source
title 1includes the word DIAGNOSTICO (diagnosis) 1n any place
of the field, 1t 1s necessary to define that the field of
access will be TITULO (title) and find an equivalent to the
word DIAGNOSTICO, which may be located 1i1n any place of the
field. Accordingly, a full truncation shall be defined as

follows

TITULO LIKE 3%DIAGNOSTICO%

In this way, the sign % before and after the specified value
will permit to define that there may be any other word before

or after the defined term.

If we know that a certain word 1s exactly at the end of the
desired field, the command will only be defined with
truncation at the beginning of the desired term. For example,
1n order to access diagnoses which title includes the term

COSTA RICA at the end of the field, the command will be.

TITULO LIKE %COSTA RICA
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Con Diccionario (==) (with dactionary): operator that will
permit to retrieve records which value 1n the field selected
be exactly like the one selected i1n the displayed table This
operator 1s only used with the dictionary of descriptors

defined by the programme.

For example, 1f we wish to retrieve all Cooperation Agencies
which have a contents descriptor 1like SISTEMA JUDICIAL
defined, 1t 1s necessary to select DESCRIPTORES (descriptors)
as field of access, and choose the operator con Diccionario
(with dictionary) Then, the term SISTEMA JUDICIAL wi1ill be
selected from the dictionary of descriptors, and the command

w1lll be as follows:

DESCRIPTORES == SISTEMA JUDICIAL

The agencles retrieved will be only those which include a

descriptor exactly like SISTEMA JUDICIAL.
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ANNEX IT

Keyboard Functions

It 1s i1mportant to have full knowledge of the distribution,
location and the name of each key used for the management of the

system

NAME OF THE KEY IN ENGLISH: ENTER, RETURN
FUNCTION: It confirms entrance or selection of data

NAME OF THE KEY IN SPANISH: ENTRADA, RETORNO

NAME OF THE KEY IN ENGLISH: ESC, ESCAPE
FUNCTION: It cancels or abandons the performance of a procedure

NAME OF THE KEY IN SPANISH: ESCAPE

NAME OF THE KEY IN ENGLISH: TAB
FUNCTION: It 1s used to move from one field to the other

NAME OF THE KEY IN SPANISH: TAB

NAME OF THE KEY IN ENGLISH: SHIFT
FUNCTION: It permits to capitalize all letters. If the CAPS

IOCK key 1s enabled, the letters are typed 1n lowercase.
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Furthermore, 1t permits to type the character 1located on the
upper part of certain keys.

NAME OF THE KEY IN SPANISH: 1t

NAME OF THE KEY IN ENGLISH: CAPS LOCK
FUNCTION: Key to enable or disable capital letters

NAME OF THE KEY IN SPANISH: BLOQ MAYUSCULAS

NAME OF THE KEY IN ENGLISH: NUM LOCK
FUNCTION: Key to block the numbers on the numerical keyboard

NAME OF THE KEY IN SPANISH: BLOQ. NUM

NAME OF THE KEY IN ENGLISH: INS, INSERT
FUNCTION: This key handles the insertion or overtyping of
characters.

NAME OF THE KEY IN SPANISH: INS, INSERTAR

NAME OF THE KEY IN ENGLISH: DEL, DELETE
FUNCTION: This Key 1s used to delete the character where the
cursor has been positioned

NAME OF THE KEY IN SPANISH: SUPR, SUPRIMIR

NAME OF THE KEY IN ENGLISH: <« BACKSPACE

FUNCTION: This key 1s used to erase a character to the left of
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the cursor

NAME OF THE KEY IN SPANISH: « RETROCESO

NAME OF THE KEY IN ENGLISH: HOME
FUNCTION: This Kkey 1s used to go to the beginning of a line

NAME OF THE KEY IN SPANISH: INICIO

NAME OF THE KEY IN ENGLISH: END
FUNCTION: This key 1s used to go to the end of a line

NAME OF THE KEY IN SPANISH: FIN

NAME OF THE KEY IN ENGLISH: PAGE UP, PG UP
FUNCTION: This key 1s used to go back to the preceding page.

NAME OF THE KEY IN SPANISH: RETROC PAG, RET PAG

NAME OF THE KEY IN ENGLISH: PAGE DOWN, PG DN
FUNCTION: This key 1s used to move to the next page.

NAME OF THE KEY IN SPANISH: AVANCE PAG, AV PAG

NAME OF THE KEY IN ENGLISH: « t | =
FUNCTION: These keys are used to move the cursor up and down,
to the left and to the raight.

NAME OF THE KEY IN SPANISH: DIRECCIONAL, « t { =
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It 1s also necessary to bear 1n mind the following

indications:

Two mechanisms can be employed keyboard and mouse, belng
the mouse recommended for easier displacement and rapidity going
through the windows. If a mouse 1s used, 1t must be remembered

that:

- The cursor must be moved to the desired field, and then the
left button the mouse 1s clicked to select any option The
movement 1n an input window and typing of information must be

made using the keyboard.

If only a keyboard 1s used, 1t will be possible to move

using the keys described above.

- Movement from one field to the other shall be made using t or

SHIFT + TAB to go back and ! or TAB to advance.

- In order to exit a window, only TAB can be used to go to the

following field

- ENTER shall be essentially used to open windows of options

and select a specific option.
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- For fields 1in which a window with pre-defined options 1is

displayed by pressing ENTER, the user can move as follows

- By means of keys t and i, to move from option to option

- By means of keys HOME and END, to move to the beginning or
the end of the lists of options.

- Pressing the first 1letter of the existing options, for
example, 1f we wish to select the "DERECHO"™ option in the
table of existing descriptors, we press the key for the
letter "D"™ and then the cursor will be moved to the first

option of the terms that begin with this letter
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ANNEX IIX

Reports directed to File

In order to generate any type of report towards any
specific file, 1t 1s necessary to select the file, the drive and
the directory where the report format will be stored. Therefore,
upon selection of the respective option 1n any screen for
generation of reports, the following window will be displayed.

It permits to follow those procedures 1n order to direct a

report format to the desired file.

Instituto Latinoamericano de las Nacicnes
Unidas para la Prevencidn del Delito y
Tratamento del Delincuente - ILANUD
Enviar reporte a
A |—
»{ ] Drive [ B
REPORTE1 C | —
Directory | ILANUD
« 0K »
{ ) Pantatl [ 1ALl Files < Cancel >
( ) A Impre epson
(e) A Arch1} REPORTE TXT
<Archi

« 0K » <Cancela >
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In accordance with the above, the screen will present the

following fields and options

- Ventana de Archivos (Window for Files): This window will
include the names of the text-type files stored 1in the
directory and the drive that 1s currently active. In order to
select the name of a current file to send the new format of
the report selected, 1t 1s necessary to move the cursor to
the appropriate line and press ENTER 1n the field

- Ventana del "Drive" (Drive Window): This window shows the
letter assigned to the currently active drive. In order to
select, for example, drive A, ENTER must be pressed in this
window. This will result 1n the display of the draivers
permitted and the one desired must be selected, as shown 1n
the preceding screen.

- Opcién "All Files™ (All Files Option): This option can be
selected by pressing ENTER 1in 1it. This will result 1in a
display 1n the window of files of all current files in the
active draive, even 1f they are not text-type files.

- Ventana del Directorio (Directory Window): Window that
displays the name of the active directory 1in the current
drive By pressing ENTER 1n this window, the available
directories will be displayed, and the user can select the

directory where the file will be stored
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Campo para digitar el nombre del archivo (Field to type the
name of the file): This field 1s displayed on the left-hand
lower corner of the window and contains the name of the file
where the report will be stored If the user wishes to change
this name, 1t 1s only necessary to type the new name of the
file

Opcién OK (OK Option): This option will be selected once
file name, drive and directory have been selected to store
the report. It wi1ill permit to return to the screen for
generation of reports.

Option Cancel (Cancel Option): This option will permit to
cancel any procedure conducted 1n this screen With the
selection of this option, the programme will assign the sane

name 1nitially selected to the file and exit the window.



