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[bookmark: _GoBack]Basic Grid Functions



	Step
	Action

	1. [bookmark: T6_F448]
	In this lesson you will learn how to;

o Rearrange columns
o Hide/Unhide columns
o Change column width
o Freeze/Unfreeze columns to the left of grid
o Form/Row exit access using a right mouse click
o Creating favorites for Form/Row exits
o Hyperlinks within the grid to select records
o Maximize and Restore Grid
o Save customized grid
o Export grid data

	1. [bookmark: T6_F451]
	REARRANGE COLUMNS

You can rearrange columns in the grid.  Click within the column header of the column you want to move and then drag it to the desired location.

	1. [bookmark: T6_F340]
	Press the left mouse button on the column header of the column you want to move, e.g. Pay Item, and drag the column to the desired location.


	1. [bookmark: T6_F348]
	Release the mouse button at the desired location.

Repeat this action until columns are in the desired locations.


	1. [bookmark: T6_F331]
	Release the mouse button at the desired location.


	1. [bookmark: T6_F115]
	Release the mouse button at the desired location.


	1. [bookmark: T6_F453]
	HIDE/UNHIDE COLUMNS

Column(s) can be hidden when they are not needed.

All columns that have been hidden are listed.  You have the ability to unhide any or all of the hidden columns you wish to unhide.

	1. [bookmark: T6_F117]
	Press the right mouse button on the column header of the column you want to hide e.g. the Discount Available column.


	1. [bookmark: T6_F119]
	Click the Hide link.


	1. [bookmark: T6_F121]
	The Discount Available column is no longer visible.

Right-click the Discount Taken column.


	1. [bookmark: T6_F123]
	Click the Hide link.


	1. [bookmark: T6_F125]
	Discount Taken column is no longer visible.

Right-click the Due Date column.


	1. [bookmark: T6_F127]
	Click the Hide link.


	1. [bookmark: T6_F129]
	To unhide a column, right-click in the column header area.

	1. [bookmark: T6_F131]
	Click the Unhide link.


	1. [bookmark: T6_F133]
	A menu with previously hidden columns will appear.  Select the column(s) to unhide.

Note:  Hidden columns do NOT export (this will be displayed later in this lesson).


	1. [bookmark: T6_F135]
	Once you have selected all columns you would like to unhide, click the OK button.


	1. [bookmark: T6_F354]
	The column(s) you have selected to unhide are now visible.

	1. [bookmark: T6_F457]
	CHANGE COLUMN WIDTH

The width of any column can be changed.

	1. [bookmark: T6_F137]
	Press the left mouse button over the Column divider you would like to adjust and drag the mouse to the desired location

	1. [bookmark: T6_F141]
	Release the mouse button once the column is at the desired width.


	1. [bookmark: T6_F359]
	FREEZE/UNFREEZE COLUMNS TO THE LEFT OF GRID

You can freeze grid columns on JD Edwards EnterpriseOne form grids that have a horizontal scroll bar. This is helpful when you want to enter data into a selected number of columns in an editable grid. Also, this helps you to view and compare the data in different columns.

Note:  The Freeze functionality is available only in the grids that have a horizontal scroll bar.

	1. [bookmark: T6_F143]
	Right-click at the top of the column you would like to freeze.  


	1. [bookmark: T6_F145]
	Click the Freeze menu.


	1. [bookmark: T6_F362]
	A Blue Line will be to the right of the Gross Amount Column.  This Column is now frozen, all columns to the left will remain, and the columns on the right will scroll. 

Note:  If you press the TAB key when the focus is in the last cell in the frozen column, the focus is set to the first editable cell of the next row (instead of setting the focus to the next editable cell in the unfrozen column.)

	1. [bookmark: T6_F153]
	When done scrolling release the mouse button.

	1. [bookmark: T6_F155]
	To un-freeze the column Right- Click anywhere in the header..

Right- Click-click the Column Area object.

	1. [bookmark: T6_F157]
	Click the Unfreeze menu.


	1. [bookmark: T6_F159]
	Note:  When you Unfreeze the column the grid will be displayed with the area based on where the non-frozen cells where located.

Click the scrollbar to return to the start of the grid. 


	1. [bookmark: T6_F367]
	FORM/ROW EXIT ACCESS USING A RIGHT MOUSE CLICK

To instantly access the Form Exit options right click within the Grid header area.

Note:  The Form and Row Icon's in the ribbon will operate in the same manner.

	1. [bookmark: T6_F161]
	Right- Click-click in the Header area.


	1. [bookmark: T6_F369]
	CREATING FAVORITES FOR FORM/ROW

The Form exit options are now displayed.  Form exit options that are frequently used  can be drug into the Favorites area.

Note:  Other applications will have different Form options.

	1. [bookmark: T6_F177]
	Press the left mouse button on the Form exit you would like to move to the Favorites area. 

	1. [bookmark: T6_F183]
	Right- Click-click in the Header area.


	1. [bookmark: T6_F371]
	Pay When Paid is now located in the Form Favorites area.

Note:  Favorites function the same for form and Row options.

	1. [bookmark: T6_F185]
	To close the Form/row exit window click outside of the pop up window to close it.

	1. [bookmark: T6_F376]
	Row Exit options can be accessed for a selected line within the grid.


	1. [bookmark: T6_F191]
	Right- Click-click within the selected row to view the Row exit options.

	1. [bookmark: T6_F193]
	You will now see the available Row exits.  For this lesson we will not change access or change the Row options.

	1. [bookmark: T6_F460]
	HYPERLINKS WITHIN THE GRID

Some applications have Hyperlinks.  Hyperlinks allow users to view the additional information.  Hyperlinks are indicated by a blue color on the screen. 

	1. [bookmark: T6_F195]
	To access a hyperlink left-click on the blue area.  


	1. [bookmark: T6_F236]
	After selecting the hyperlink the system takes you to additional information.

Note:  Hyperlinks in other applications may direct you do different location.

Click the Cancel button.


	1. [bookmark: T6_F390]
	MAXIMIZE AND RESTORE A GRID

To view a larger portion of the detail lines of an application, minimize the header by selecting the Maximize Grid Icon.  This is located at on the far right side of the Column header area.

	1. [bookmark: T6_F238]
	Click the Maximize Grid Icon


	1. [bookmark: T6_F240]
	If you would like to restore the Header of the grid select the Restore Icon.

Click the Restore Grid icon, this is located in the same area as the Maximize Grid icon


	1. [bookmark: T6_F463]
	SAVE CUSTOMIZED GRID

After a grid is updated the user will have the option of saving the customized grid.  The Save Icon, located in in the upper right of the column header is visible after a grid change.

	1. [bookmark: T6_F393]
	To save the changes to the grid select the Save Grid Format  Icon.


	1. [bookmark: T6_F395]
	Enter the desired information into the Text field to name your custom grid. 

	1. [bookmark: T6_F397]
	Click the OK button after the customized grid has been named.


	1. [bookmark: T6_F436]
	You will now see your Custom grid name.  To quickly change to the default grid select Show All Columns form the drop down.

	1. [bookmark: T6_F428]
	Click the button to the right of the Customize Grid field.


	1. [bookmark: T6_F430]
	Click the Show All Columns list item.


	1. [bookmark: T6_F432]
	The original grid is now displayed.  


	1. [bookmark: T6_F399]
	Click the Customize Grid link located on the upper right of the column header.


	1. [bookmark: T6_F425]
	Create:  Functions as a Save As where different versions of your custom grid may be saved.

Modify:  Allows you to further personalize your gird.

Delete:  Used to delete the selected custom Grid.

	1. [bookmark: T6_F421]
	To make this Customized grid the default select the Default Format for Mobile Device option.  When selected the gird will open with the customized options.

Note:  You may only set one Customized grid per application to be the default, and  you do not have to set one to a default

	1. [bookmark: T6_F401]
	Click the Modify button for additional customization options.


	1. [bookmark: T6_F419]
	Creating a new format allows you to personalize the format of a grid.  You can change:

     Column sequence
     Column text properties
     Column background color
     How the rows are sorted

For additional information view the Customizing a Grid Lesson.

	1. [bookmark: T6_F466]
	EXPORT GRID DATA

The Export Grid Data icon is located at the top right of the column header area.

Note:  The Hidden columns of Discount Available and Discount Taken were not exported.  To include hidden columns unhide and re-export.

	1. [bookmark: T6_F274]
	Click the Export Grid Data button.


	1. [bookmark: T6_F276]
	For additional information on Export assistance view the Export Grid Lesson. 

Click the Continue button.


	1. [bookmark: T6_F278]
	Here is the exported information.  The exported document can either be saved, closed, or modified.  For this example we will close out of the document.

Click the Close button.


	1. [bookmark: T6_F280]
	Click the Don't Save button.


	1. [bookmark: T6_F268]
	You have completed the Basic Grid Functions lesson.
End of Procedure.
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