
CMOD FUNCTIONS: A DETAILED BREAKDOWN 

LOGGING IN 
The first step to use CMOD is to log in.  You can access it the same way you have 

previously accessed Document Direct, by clicking the icon on your desktop. 

CMOD accesses the internet. Use your DHS network User ID and password. 

If Java asks for an update, click the “later” option to get to the CMOD home screen.  

HOME SCREEN 
The home screen is divided into two areas:  Search and Favorites. 
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SEARCHING FOR A REPORT 
From the home screen, you can access the search feature by clicking the magnifying glass icon on the left. 

There are three ways to access reports: 

 Recent searches—Shows everything you looked at recently 

(populated as you use CMOD). 

 All searches—Shows you every report you have permission to 

view. 

 The search box—Runs an active search with your search criteria. 

In other words, it updates the search as you type, so you can 

search with partial names.  

When you have entered your search term (or partial search term) for a report, 

click the report you need from the search results list. 

ADDING/REMOVING A FAVORITE SEARCH RESULT 
Once you have located a report type that you will visit often, you 

can add it to favorites to make it accessible from the home screen. 

To add a report to favorites:  

1. Right click it in your search results and click Add to 

Favorites. 

2. In the dialog box that appears, you can leave the name of the 

report the same, or retitle it. For some people, the identifying 

code numbers are difficult to remember, so this 

might be preferable. Changing the name will 

only save it this way on your personal favorites 

list. 

3. Click OK to save your changes. 

To remove a report from favorites: 

1. Click the report to select it, then click the Remove from Favorites button (or right click it and click the 

remove from favorites button). 

2. Click Remove in the pop-up window that appears. 



NAVIGATING THE SEARCH RESULTS AREA 
The search pulls up a type of report, but the documents for the specific dates are found by a second step, 

which narrows the parameters of the search. You do this in the search results area on the right side of the 

screen, where your favorites were previously displayed.  

There are two ways to narrow this search to the specific document you need: 

 Enter the report date parameters for the report you need. 

 Leave date range blank and click on the document type down arrow key. The only option is “line” and 

it will pull up all of the reports. 

SELECTING AND VIEWING A REPORT DOCUMENT 
Now that you have a list of reports, you will need to choose the specific document you need. This screen 

works much like the File Explorer program in Microsoft Windows. 

 Sort the documents in date order, newest to oldest. Results, by default, appear 

sorted oldest to newest, but you can click the arrow in the Report Date field to 

reorder them newest to oldest. This could save you time scrolling to find the 

document you need.  

 Change the view format for the file list. The buttons on the far right above the list of 

documents allow you to switch between a detailed view of the documents in the list to 

a magazine view. Choose what you like.  



 

To open the document: 

1. Click the icon next to the report you want to view. 

2. If a pop-up window appears, click Run. 

3. Report opens in a new window. It will be formatted the same way as Document Direct, but will have a 

different toolbar. 

You are able to open more than one document in CMOD! By default, they will open in separate tabs, like a 

browser. You can return to this screen once you have opened a document, and open another one. 

SEARCH RESULTS BUTTONS 
There are several buttons that will appear on this part of the screen. Not all of them are functional (due to the 

version of CMOD we are using) or useful to you. 

 

 Add Document—(nonfunctional) We don’t have permission to add documents to a folder 

 Actions—performs several options, listed below: 



o Open –opens the documents; you can also do so by double clicking the item 

o Preview—Not enabled in this version of CMOD 

o Properties—List of Document properties, most of which are useless to you or available on the 

search results page 

o View Notes—Allows you to seen notes that have been added to the document (unless the 

person who did so did not give you permission, as we saw earlier) 

o Download—(nonfunctional) promises to download the original or PDF. The former downloads 

gobbledygook and the latter is disabled 

o Add to favorites—Adds just one report document to the favorites, not the report search; useful 

if you are working on the same report for multiple sessions 

o Export—(nonfunctional) basically moves useless info into a spreadsheet 

o Send Email—sends an email with a link to CMOD itself (not the document), or sends an 

attachment that is garbled and unreadable code 

o Print—doesn’t work here; will print from within the document, but not from this area 

In short, Open, View Notes, and Add to Favorites are functional buttons; the rest are not useful or not 

operational in this version of CMOD. 

INTERACTING WITH THE DOCUMENT VIEWER SCREEN 

CMOD DOCUMENT TOOLBAR 
The toolbar for CMOD contains many familiar features, as well as some new ones. Below is a description of 

each button, ordered from left to right as they appear on the screen. Each button brings up a Property Sheet 

dialog box with customizable settings, including the ability to limit who can see your notes and settings. 

 

 Print—brings up the print dialog box. No matter how much you have done in terms of notations, text 

formatting changes, etc., the printer still prints it in the standard format. 

 Zoom—Enlarges or shrinks the screen (but will not affect the document as it prints). You can specify 

just how much enlargement or shrinking you want, or choose a default option. 

 Go to Page—jumps to the page you specify, which lets you jump from page 1 to 50 without scrolling. 



 Page through buttons –goes to the very beginning, next, previous, or very last page in the current 

active document window. 

 Add a Note—much like scratchpad in Reflection or a sticky note, you type your text in the top half of 

the dialog box, and restrict who can read it, or leave it open for anyone by leaving it set to “Make 

Available to All.” 

 Graphical Note—Use tools like highlighter, pen, boxes, ellipses, lines, arrows, text, stamps, or the 

eraser (eraser doesn’t work). If you open a document and it has graphical notes you don’t want to see, 

right click on one of the notes and uncheck the last item, “View Graphical Note.” Want to see notes you 

have hidden? Click on graphical notes button and enable it in the pop up that appears. 

 Search for text—searches within the text of the document. 

 Search forward and backward—searches for the next or previous occurrence. 

 Change text formatting—Allows you to enlarge the font or change it to another font style for 

readability; this will not be saved or print, however. 

 Copy to Clipboard—copies selected text to the clipboard to be pasted elsewhere. To move data to 

Excel, select the text, click the copy to clip board icon, paste into Excel, and follow normal methods for 

sorting the data. 

 Color Highlighter—lets you change the color of the text highlighting. 

 

ADJUSTING THE DOCUMENT VIEW 
Within the Viewer window, you can open more than one document at once, or the same document in more 

than one tab, for the purposes of comparisons and fact checking. 



 

o Open each report the same way you did with the first one (you will need to find it and select it 

in the other window). They will all open as separate tabs, much like a web browser. 

o Adjust the view layout by using the buttons in the upper right corner of the Viewer screen. 

 Tab view—the default view; reports all open in tabs 

 Vertical split panes—lets you view multiple pages of the same report, or of different 

reports, side by side 

o View the report properties by clicking the icon in the upper right corner of the screen. 

o View the Previous or Next Document in the list—This feature (also in the upper right corner of 

the screen) can be used, no matter how you are currently displaying the report. If you are 

viewing more than one report at once, for instance, you need to click the tab on the document 

you want to advance to the next report, so the program doesn’t advance the wrong one. 

o Scroll feature—you can use the roller button on your mouse to scroll, rather than only being 

able to use the up or down scroll arrows on the side of the screen or your keyboard. 


