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[bookmark: _GoBack]Working with Records Lesson



	Step
	Action

	1. [bookmark: T5_F280]
	Decision: Please make a selection from the options listed below.
1. To Search for a Record
Go to step 2
1. To Add a Record
Go to step 28
1. To Change a Record
Go to step 60
1. To Delete a Record
Go to step 77

	1. [bookmark: T5_F130]
	Search for a Record

In this exercise we will learn how to search for a record in the Payroll & Financial Center.  We will do this from the Address Book Inquiry screen.  The methods taught here apply throughout the Payroll & Financial Center.

	1. [bookmark: T5_F258]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Address Book link.


	1. [bookmark: T5_F8]
	Click the Address Book Inquiry link.


	1. [bookmark: T5_F132]
	The fields:  Address Number, Sch Typ, Bankrupt, Tax ID, Alpha Name, etc. are the QBE (Query By Example) fields.

	1. [bookmark: T5_F10]
	Click in the Search Type field.


	1. [bookmark: T5_F12]
	Click the Search Type button.


	1. [bookmark: T5_F261]
	Select the Go to end button.

Note:  The First 10 Records will display.  For additional options select the Next (for the next ten records) or Go to End (for all available records.)  


	1. [bookmark: T5_F264]
	Use the Scroll bar to Navigate to the desired record. 

Click the Scroll bar slider.


	1. [bookmark: T5_F16]
	Select the code you desire by clicking the radio button next to it.


	1. [bookmark: T5_F18]
	Click the Select button.


	1. [bookmark: T5_F20]
	Click the Find button.


	1. [bookmark: T5_F22]
	Click in the Alpha Name field.


	1. [bookmark: T5_F24]
	Enter the desired information into the Alpha Name field. Enter a valid value e.g. "*HUSKER*".

	1. [bookmark: T5_F26]
	Click the Find button.


	1. [bookmark: T5_F28]
	Click in the Tax ID field.


	1. [bookmark: T5_F30]
	Enter the desired information into the Tax ID field. Enter a valid value e.g. ">830000000".

	1. [bookmark: T5_F32]
	Click the Find button.


	1. [bookmark: T5_F34]
	Click the Row:2 option.


	1. [bookmark: T5_F36]
	Click the Select button.


	1. [bookmark: T5_F134]
	This brings up the Address Book Revision screen.

	1. [bookmark: T5_F38]
	Click the Cancel button.


	1. [bookmark: T5_F40]
	Click the Close button.


	1. [bookmark: T5_F283]
	Decision: Please make a selection from the options listed below.
1. Complete Lesson
Go to step 27
1. Work with more Records
Go to step 1

	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure. Remaining steps apply to other paths.

	1. [bookmark: T5_F289]
	Add a Record

In this exercise we will learn how to add a record in the Payroll & Financial Center.  We will do this from the Standard Invoice Entry screen. The methods taught here apply throughout the Payroll & Financial Center.

	1. [bookmark: T5_F650]
	Click the Navigator menu.


	1. [bookmark: T5_F634]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T5_F620]
	Click the Accounts Receivable menu.


	1. [bookmark: T5_F609]
	Click the Accounts Receivable Processing menu.


	1. [bookmark: T5_F598]
	Click the Invoicing menu.


	1. [bookmark: T5_F587]
	Click the Enter & Print Invoice menu.


	1. [bookmark: T5_F576]
	Click the Standard Invoice Entry menu.


	1. [bookmark: T5_F565]
	Click the Add button.


	1. [bookmark: T5_F554]
	Click in the Customer field.


	1. [bookmark: T5_F541]
	Enter the desired information into the Customer field. Enter a valid value e.g. "966036".

	1. [bookmark: T5_F530]
	Click in the Fund field.


	1. [bookmark: T5_F517]
	Enter the desired information into the Fund field. Enter a valid value e.g. "20940".

	1. [bookmark: T5_F506]
	Click in the Invoice Date field.


	1. [bookmark: T5_F495]
	Click the Invoice Date button.


	1. [bookmark: T5_F484]
	Click the 4 link.


	1. [bookmark: T5_F473]
	Click the OK button.


	1. [bookmark: T5_F462]
	Click in the G/L Date field.


	1. [bookmark: T5_F451]
	Click the G/L Date button.


	1. [bookmark: T5_F440]
	Click the 4 link.


	1. [bookmark: T5_F429]
	Click the OK button.


	1. [bookmark: T5_F418]
	Click in the Gross Amount field.


	1. [bookmark: T5_F405]
	Enter the desired information into the Gross Amount field. Enter a valid value e.g. "150.00".

	1. [bookmark: T5_F394]
	Click in the Remark field.


	1. [bookmark: T5_F381]
	Enter the desired information into the Remark field. Enter a valid value e.g. "General Business".

	1. [bookmark: T5_F370]
	Click the OK button.


	1. [bookmark: T5_F359]
	Click in the Account Number field.


	1. [bookmark: T5_F346]
	Enter the desired information into the Account Number field. Enter a valid value e.g. "22.474100".

	1. [bookmark: T5_F335]
	Click in the Amount field.


	1. [bookmark: T5_F322]
	Enter the desired information into the Amount field. Enter a valid value e.g. "-150.00".

	1. [bookmark: T5_F300]
	Click the OK button.


	1. [bookmark: T5_F311]
	Click the Cancel button.

Go to step 26

	1. [bookmark: T5_F667]
	Change a Record

In this exercise we will learn how to change a record in the Payroll & Financial Center.  We will do this from the Standard Invoice Entry screen.  The methods taught here apply throughout the Payroll & Financial Center.

	1. [bookmark: T5_F940]
	Click the Navigator menu.


	1. [bookmark: T5_F924]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T5_F910]
	Click the Accounts Receivable menu.


	1. [bookmark: T5_F899]
	Click the Accounts Receivable Processing menu.


	1. [bookmark: T5_F888]
	Click the Invoicing menu.


	1. [bookmark: T5_F866]
	Click the Enter & Print Invoice menu.


	1. [bookmark: T5_F877]
	Click the Standard Invoice Entry menu.


	1. [bookmark: T5_F770]
	Click the Find button.


	1. [bookmark: T5_F759]
	Click the 894176 option.


	1. [bookmark: T5_F748]
	Click the Select button.


	1. [bookmark: T5_F737]
	Click in the Gross Amount field.


	1. [bookmark: T5_F724]
	Enter the desired information into the Gross Amount field. Enter a valid value e.g. "160.00".

	1. [bookmark: T5_F713]
	Click the OK button.


	1. [bookmark: T5_F702]
	Click in the Amount field.


	1. [bookmark: T5_F678]
	Enter the desired information into the Amount field. Enter a valid value e.g. "-160.00".

	1. [bookmark: T5_F691]
	Click the OK button.

Go to step 26

	1. [bookmark: T5_F788]
	Delete a Record

In this exercise we will learn how to delete a record in the Payroll & Financial Center.  We will do this from the Standard Invoice entry screen.  The methods taught here apply throughout the Payroll & Financial Center.

	1. [bookmark: T5_F954]
	Click the Navigator menu.


	1. [bookmark: T5_F1026]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T5_F1012]
	Click the Accounts Receivable menu.


	1. [bookmark: T5_F1001]
	Click the Accounts Receivable Processing menu.


	1. [bookmark: T5_F990]
	Click the Invoicing menu.


	1. [bookmark: T5_F968]
	Click the Enter & Print Invoice menu.


	1. [bookmark: T5_F979]
	Click the Standard Invoice Entry menu.


	1. [bookmark: T5_F1042]
	The fields:  Customer Number, Parent, Batch Number, etc. are the QBE (Query By Example) fields.  For this example click the Batch Number field.


	1. [bookmark: T5_F1044]
	Enter the desired information into the Batch Number field. Enter a valid value e.g. "3779376".

	1. [bookmark: T5_F843]
	Click the Find button.


	1. [bookmark: T5_F832]
	Select the Row you would like to delete.  Click the 894176 option.


	1. [bookmark: T5_F821]
	Click the Delete button.


	1. [bookmark: T5_F799]
	Click the OK button.


	1. [bookmark: T5_F810]
	The record has been deleted.  Click the Close button.

Go to step 26
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