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Working With Program Windows

Working With Program Windows Overview
The system has many easy-to-use features to help you:

Navigate within a window
Control how data displays
Review any errors

Access program functions

Working With Program Windows Lesson
Procedure

For these exercises we will be using the Address Book. The concepts covered in this lesson apply
throughout the system.

ORACI—E- JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
EnterpriseOne Menu =0

Open Applications

You have na running applications The Enterprise0ne Menu contains several links to the applications:

Open New Window These links will always be at the left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work.

Welcome!

[ Favorites
[ State of Nebraska

I Roles

I Actions

[ Preferences

+ Trusted sites Gh v H00w -

Step Action
1. Click the State of Nebraska link.
[State of Nebraskal
2. Click the Address Book link.
3. Click the Address Book Inquiry link.
Address Book Inguiry
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Step Action

4, The tool bar is along the top of the screen. The tools available here will vary
depending on what screen you are on and what you have access to.

The next window under the Tool Bar is called the Header.

This next line down is called the QBE (Query By Example) line.

7. The last area on the screen is called the Grid.

ORACLE" 1o EDWARDS ENTERPRISEONE e EMS E;i}uﬂ‘]
Address Book Inquiry - Work With Addresses o
§el;r:t F%i Cjuxsa %év REH jgnéls
Alpha Name [Ipisplay Phone
Search Type
No records found. Customize Grid (&l @1
o P " bermen e e
< bd
Done [ + Trusted sites Sh v Hioowm <
Step Action
8. Click the Find button.
9. Since nothing was put in the search parameters the search found all records.
10. Though the search found all records, not all are displayed. Clicking on the Next
(arrow) button will bring up the next ten.
11. The grid expanded to add the next set of records.
12. All records will be displayed when the Go to end (second arrow) button is clicked.
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OR CI—E, HUNT, ETHAN [JFY300]
A JD EDWARDS ENTERPRISEONE © Sign Out
Address Book Inquiry - Work With Addresses - Fetching All Rows

Searching through record number 150
=1]
Downloading picture https:/fjde.ne.govig9zfidet,. [AESERERERRS | o Trusted sites dh v Hioowm <

Step Action

13. Since there were no parameters in place for the search there will be thousands of
records brought up. This can take a long time. The process can be ended by
clicking the Stop and view results button.

| Stop and view results |

Page 3




Training Guide {
Working With Program Windows Adeministativeser voes

RACLE JD EDWARDS ENTERPRISEONE e

© sign Out
Address Book Inquiry - Work With Addresses o
Select  Find Cose Row Report Tools
v @ X
Alpha Name [ [Ipisplay Phone
Search Type PR
Records [ 1611- 1650 v o 1650 customizecrd @ @
[ [
O v oo o bt T betmen = [
vp ri i jame ine
- Wwizos © 121va01as DURINE, LRI Suzi 1 a1 a
¥ 107235 X 128660108 WITTE, ANNETTE L 622 NORTON ST
¥ 107236 E 128702143 QUDUS, OMAR A 111 CONSENTINO
¥ 107237 E 120324803 HEASLIP, LAWRENCE D 412 BRIDGER RD
¥ 107238 E 130449493 FOLEY, MICHAEL D 8410 S 41ST STREE
¥ 107239 X 131420147 JOCHMANS, JOSEFH R 2300 FUB CT APT 4
¥ 107240 X 132423848 HCGOWAN, MARSHA 1682 CR57
¥ 107241 X 132580617 RANDALL, JEFFREY A 502 MAIN ST
¥ 107242 E 134600232 EADES, RICHARD T 731 53RD ST
¥ 107243 X 134740001 NEUKIRCH, MELISSA M 1700 N 18TH ST
¥ 107244 E 135502301 WINK JR, CHARLES 2307 N 74TH ST
¥ 107245 E 135605571 MARANG, WILLIAW J 6350 3 140TH CIR
¥ 107246 E 136383164 WEILER, ELMER G 2215 WOODSCRES
¥ 107247 E 136384051 CARTWRIGHT, ELIZABETH J 4125 FORT 8T
¥ 107248 X 136867334 RANIERE, THOMAS J 8615 WESTGATE BL
¥ 107249 X 137625606 RODIN, JENNIFER 1 343W4TH ST
¥ 107251 E 138461865 PRINCIPATO, JOANN D PO BOX732
¥ 107252 E 132484519 WHITE, LYN V 11206 BELAIRDR
< E
Done  Trusted sites dh v H00w v

Step Action

14. Click the Records list.

1611 - 1650

RACLE JD EDWARDS ENTERPRISEONE " e

© Sign Out
Address Book Inquiry - Work With Addresses o
Select  Find Copse Row Report Tooks
v @ X B B &
Alpha Name [ [pisplay Phone
Search Type =
Records | 1611- 1650 | of 1650 Customize Grid =]
1-70
71-140
141-210 jch Tax Bankrupt Agency Alpha Address
o 211-280 vp 0] Print Defined Name Line 1
o 281- 350 110D 150 BURINS, LARISTAY Sucr 191 a
| 351-420 128660108 WITTE, ANNETTE L 622 NORTON ST
421-430
[l 491-560 128702143 QUDUS, OMAR A 6111 CONSENTINO
O ggl 'ggg 120324893 HEASLIP, LAWRENCE D 4412 BRIDGER RD
[l 701-770 130448493 FOLEY, MICHAEL D 6410 S 41ST STREE
771-840
El 841-910 131420147 JOCHMANS, JOSEPH R 2800 PUB CT APT 1
Fl g;l 3320 132423848 MCGOWAN, MARSHA 1682 CR57
El 1051 - 1120 132580617 RANDALL, JEFFREY A 502 MAIN ST
O 11;1 ESE 134600232 EADES, RICHARD T 7315 53RD ST
El 1261 - 1330 134740001 NEUKIRGCH, MELISSA M 1700 N 18TH ST
1331- 1400
[l 1401 1470 135502301 WINK JR, CHARLES 2307 N 74TH ST
il 1;11 12‘1*3 135605571 WMARANG, WILLIAM J 6359 S 140TH CIR.
Fl 1511 - 1650 136383164 WEILER, ELMER G 2215 WOODSCRES
|l 107247 E 136384051 CARTWRIGHT, ELIZABETH J 4125 FORT ST
Fl 107248 X 136667334 RANIERE, THOMAS J 6615 WESTGATE BL
|l 107249 X 137625606 RODIN, JENNIFER W 343 W 4TH ST
Fl 107251 E 138461865 PRINCIPATO, JOANN D PO BOX 732
|l 107252 E 138484519 WHITE, LYN V 11206 BELAIRDR o
< 2
Dane o Trusted sites Sh v H0nm v
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Step Action

15. The records are displayed in increments. The drop down allows you to select the
range you would like to view.

16. You can narrow down your search by entering a name or search type in the Header
window.

17. When you search you can use the asterisks (*) as a wild card. This is helpful if you

don't know exactly how the name is entered in the system.

For example, let's say you are searching for a business and you know that the name
of the business has "husker" in it, but you don't know if it is "cornhusker" or
"huskers™ (plural), etc. In this situation you could type *husker™* in the Alpha Name
field and your search would bring up everything with "husker" in the name.

18. If you are searching for an individual by name you should put their last name first
followed by a comma and then their first name.

For example, a search for John Smith would appear as "Smith, John™ in the field.

You can also use the * when searching for an individual. This comes in handy if
you do not know how the name is entered. For example, "John Smith"” could be
"Johnny," "Jon," or "John." To make sure you covered all possibilities you could
enter the name using the wild card like this, "Smith, Jo*". This would bring up all
individuals with the last name Smith and a first name that starts with "Jo."

ORACI—E' JD EDWARDS ENTERPRISEONE

Address Book Inquiry - Work With Addresses ]
Select  Find Cose Row Report Iools
v @ X B O &
Alpha Name [Coisplay Phone
Search Type
Records[1-70  |v|or1650 customize crid (& @
allr ﬁddress sch Tax Bankrupt Agency Alpha Address
umber Tvp D Print Defined Hame Line 1
¥l 1 FD TEST COMPANY (DO NOT DELETE) A
Fl 2 FD TEST COMPANY (DO NOT DELETE)
¥l 3 FD TEST COMPANY (DO NOT DELETE)
Fl 4 FD TEST COMPANY (DO NOT DELETE)
¥l 30 AG LEGISLATIVE COUNGIL PO BOX 946504
Fl 50 AG SUPREME COURT P.0.BOX 98310
¥l 70 AG GOVERNOR P.0. BOX 94848
Fl 80 AG LIEUTENANT GOVERNOR P.0. BOX 94863
¥l 90 AG SECRETARY OF STATE P.0. BOX 94608
Fl 100 AG STATE AUDITOR'S OFFICE P.0.BOX 98917
¥l 101 FD SYSTEM ISSUES
Fl 110 AG ATTORNEY GENERAL P.0.BOX 98920
¥l 120 AG STATE TREASURER P.0. BOX 94788
Fl 130 AG DEPARTMENT OF EDUCATION P.0. BOX 94987
¥l 140 AG PUBLIC SERVICE COMMISSION P.0. BOX 94927
Fl 150 AG BOARD OF PARDONS P.0. BOX 94754
¥l 160 AG DEPARTMENT OF REVENUE P.0. BOX 94818
<r—\ 170 an NEPARTUMENT AF AFRANEI ITIFS pn Anyasner 2
Dane [ « Trusted sites Jh v Hioowm <
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Step Action

19. You can also narrow your search by using the Search Type field.

20. After entering your search criteria click the Find button.

21. To select a record you need to check the corresponding check box.

22. Click the Select button.

23. There is a drop down list which will take you to different screens displaying

additional information.

OR ACLE' HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE © sign Out
Address Book Inquiry - Address Book Revision o
Work With Addresses | Address Book Revision
Cance] Form Previous Mext Took
®x B &
Address Number 556163
Select Tab:| 1-Address Book  |w
Alpha Name # HAWN MARTINDALE]
Long Address Number
Tax D
Search Type * B BUYER
Business Unit 1 STATE OF NEBRASKA
Done [ + Trusted sites Sh v H0w -

Step Action

24. Click the Select Tab list.
| 1-Address Book V|
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HUNT, ETHAN [JF¥300]

© Sign Out

Address Book Inquiry - Address Book Revision o
Work With Addresses | Address Book Revision
Cance] Form Previous MNext Tools
®x B &
Address Number 556163
Select Tab:| 1-Address Book  |w
1-Address Book
2-Mailing
Alpha 3-Additional 1 ‘SHAWN MARTINDALE
Long 4 4-Additional 2 ]
5-Related Address
6-Cat Code 1-10
7-Cat Code 11-30
TaxID ‘
Search Type * B BUYER
Business Unit 1 STATE OF NEBRASKA
Done [ + Trusted sites Sh v H0w -

25.

Click the 6-Cat Code 1 - 10 list item.

[6-Cat Code 1-10

26.

through them.

Occasionally you may get an error within the Payroll & Financial Center. In this
next exercise we are going to get an error on purpose so you can see how to work
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ORACLE" 1o EDWARDS ENTERPRISEONE s
Address Book Inquiry - Address Book Revision o

Work With Addresses || Address Book Revision

Cance| Form Previous MNext Tooks

X B @ @& B

Address Number 556163

Minority/Women/Disable ,7 . County Code ’7
Category Code 02 ,7 . Category Code 07 ’7
Agency Code ,— C8-Region Code ’—
NEIS Facility Code ,— CSI-3M Code ’—
Csl-Customer Code ] Insurance Code ]

Done

[ + Trusted sites Sh v H00w v

Step

Action

217.

Click in the Minority/Women/Disabled field.

28.

Enter the desired information into the Minority/Women/Disabled field. Enter "A".

29.

Press [Tab].

30.

The field with the error turns red and a red window appears stating what the error is.
In this case "A™ is not a user Defined Code.

If you get a Red Error like this one, the system will not let you continue until you
correct it.

Now we will correct the error.

31.

Click in the Minority/Women/Disabled field.

32.

Click the Visual Assist button.
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© Sign Out

Select User Define Code ]
Select Find  Close Tools
"4
Product Code 01 ADDRESS BOOK
User Defined Codes 01 Minority/Women/Disabled Bus.
Records 1-8§ Customize Grid ]
Code Description
0]
O|D DISABLED
O|Dw DISABLED & WOWMEN
oM MINORITY OWNED
O MD MINORITY & DISABLED
O MDW MINORITY,DISABLED WOMENOWNED
O mw MINORITY & WOMEN
ow WOMEN
Done o/ Trusted sites dh v H00w -

33.

Click the D option.

O]

34.

Click the Select button.

35.

The error message is gone because "D" is a recognized code.
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RACI—E JD EDWARDS ENTERPRISEONE

Address Book Inquiry - Address Book Revision
‘Work With Addresses

Cance| Form Previous MNext Tooks

X B @ @& B

Address Book Revision

Address Number

556163

MinorityWWomen/Disable E] @, DISABLED

Select Tab:

Category Code 02

Agency Code

MNEIS Facility Code

Csl-Customer Code

County Code

Category Code 07

CSI-Region Code

C3I-3M Code

Insurance Code

|

Adminiatrati

HUNT, ETHAN [JFY300]
© Sign Out
m

Done

[ + Trusted sites

Step

Action

36.

Click the Cancel button.

%]

RACI—G JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JPY300]

ViCEs

© Sign Out
Address Book Inquiry - Work With Addresses ]
Select  Find Close Row Report Tooks
v @ X B B &
Alpha Name [ [Ipisplay Phone
Search Type ’57 BUYER
Records 1-50 Customize Grig =]
[ [ \ [
0O .:ddreu sch Tax Bankrupt Agency Alpha Address
umber Typ D Print Defined Name Line 1

O 556162 B DCS - CSI SALESPERSON A 300 PIONEERS BLV

556163 B SHAWN MARTINDALE 800 PIONEERS BLV

O 556164 B ROGER SPAHR 800 PIONEERS BLV

[ 556165 B DENNIS WAGNER 800 PIONEERS BLV

O 556166 B JAN VERBEEK 800 PIONEERS BLV

[ 556167 B HOUSE ACCOUNT 800 PIONEERS BLV

O 556168 B DCS C8I SALES MANAGER KATE SEVERIN 800 PIONEERS BLV —

[ 556169 B DCS CSI SALES ORDER FRAN THOMPSON 800 PIONEERS BLV

O 556170 B PRINT SHOP CSl-MITCH SALOM

[ 556171 B CSI-PRINT SHOP CSl-SHOP SUPER'

O 556172 B BRAILLE ORDER CSl-DOMINIC INZO

[ 556175 B DCS - CSITC SUPER JEREMY ELDER 800 PIONEERS BLV

O 556176 B DCS - CSITC14A NCCW SEWING 800 PIONEERS BLV

[ 556177 B DCS - CSITC16A OCC SEWING 800 PIONEERS BLV

O 556178 B DCS - CSITC20A NSP WOOD 800 PIONEERS BLV

[ 556179 B DCS - CSITC23ALCC PRINT 800 PIONEERS BLV

O 556180 B DCS - CSITC24A NSP SOAP 800 PIONEERS BLV

(r—\ s5R1R1 A NCS - 08I TEIRA C8IWARFHOLUSE 200 PIDNFFRS m’v!
Done  Trusted sites dh v H00w v
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Step Action

37. Click the Close button.
38. You have successfully completed the Working With Programs Windows course.

End of Procedure.
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