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Summary Action Data Entered/Selected Expected Results Successfully 

Completed 
(Yes/No) 

Open 
Browser. 

Click on Browser on the toolbar.  The browse box 
appears on the left 

hand side of the 
screen. 

Yes 

Add new 
diagram to 

SA. 

Right click Diagrams and choose 
New. In the dialog box, select the 
diagram you would like to work 
with.  Type in the name of the 
diagram and click OK.  

Type in a description of 
the diagram. 

A blank diagram is 
created.  

Yes 

Manipulate 
diagram 

Once the diagram has been 
added to the repository, click on 
the appropriate symbol from the 
toolbar. Click on the diagram. 
The symbol now appears on the 
diagram. Continue this process 
until all necessary symbols are 
on the diagram. 

Type in a description of 
each symbol on the 

diagram (these symbols 
are automatically added 
to the Definitions list in 

SA). 

A diagram is created. Yes 

Manipulate 
diagram 

Once the diagram has been 
added to the repository, choose 
the appropriate definition from 
the Definitions list and drag it to 
the diagram.  The symbol now 
appears. This approach works 
when the necessary definitions 
have already been populated. 
For example, if you are working 
with an Organizational Chart in 
SA, and all of the definitions of 
the organizational entities have 
been entered into the tool, just 
click on the appropriate org. 
entity and drag it to the Org 
diagram. The symbol for that 
org entity now appears. 
Continue this process until all 
necessary symbols/definitions 
are on the diagram. 

 A diagram is created. Yes 

Add new 
definition 

to SA. 

Right click Definitions and 
choose New. In the dialog box, 
select the definition you would 
like to work with.  Type in the 
name of the definition and click 
OK. 

Type in a description of 
the definition. 

A definition is created. 
The user should 

populate the fields in 
the definition object as 

necessary. 

Yes 



 

Summary Action Data Entered/Selected Expected Results Successfully 
Completed 
(Yes/No) 

Create a 
matrix in 

SA. 

On the toolbar, Select Tools, 
FSA Matrices, then select the 
type of matrix you would like to 
create.  A “Specify Filter” screen 
will then appear. Click Next. 
Choose which items in the rows 
and in the columns you would 
like to appear in the matrix. 
Click Finish.  

To indicate a relationship 
between items in the 
matrix, click in the 
appropriate cell. An X 
will appear. Click on the 
X to remove a cross-
reference. When done 
documenting the 
relationships, click X to 
upload the matrix 
contents to the SA 
database. 
 
 

A matrix between two 
definitions/objects is 

created. The user 
should establish the 

appropriate 
relationships between 

the objects in the 
matrix. 

Yes 

View 
Diagram 

In the SA browser window, click 
the + to expand all diagrams. 
Click + again to expand the 
diagrams under the type of 
diagram you want. Double click 
on the specific diagram you 
would like to view. 

 View specific diagram. Yes 

Create 
report from 

SA. 

*Open Word report template. 
Click List SA Diagram from the 
toolbar. Choose the type of 
report you want. Click OK. 

If further formatting is 
needed, format the report 
to desired specifications. 

A report is created. Yes 

Print 
diagram 
from SA. 

Open the diagram you would 
like to print.  Go to File on the 
menu bar and choose Print.  
Choose the properties that you 
need and click OK. 

 A Print-out of the 
diagram is generated. 

Yes 

 


