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COPYRIGHT & TRADEMARKS 
Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved. 

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks 
of their respective owners. 

This software and related documentation are provided under a license agreement containing restrictions on 
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your 
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify, 
license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means. 
Reverse engineering, disassembly, or decompilation of this software, unless required by law for 
interoperability, is prohibited. 

The information contained herein is subject to change without notice and is not warranted to be error-free. 
If you find any errors, please report them to us in writing. 

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on 
behalf of the U.S. Government, the following notice is applicable: 

U.S. GOVERNMENT RIGHTS 
Programs, software, databases, and related documentation and technical data delivered to U.S. Government 
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable 
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use, 
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set 
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government 
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License 
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065. 

This software is developed for general use in a variety of information management applications. It is not 
developed or intended for use in any inherently dangerous applications, including applications which may 
create a risk of personal injury. If you use this software in dangerous applications, then you shall be 
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use 
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use 
of this software in dangerous applications. 

This software and documentation may provide access to or information on content, products and services 
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all 
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its 
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of 
third party content, products or services. 
 
SYSTEM POLICIES 
The tasks in this documentation provide end users with the tools to enter data and collect data in system. It 
is the responsibility of the agencies to comply with State Statutes, Federal Rules and Regulations, and State 
policies. For further information concerning State Statutes and policies, please refer to both internal agency 
resources and the Department of Administrative Services website. 
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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.   

 
 

Step Action 

1. Click the State of Nebraska link. 

 
2. Click the Address Book link. 

 
3. Click the Address Book Inquiry link. 
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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.  

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

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

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

 

 
 

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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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. 
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Step Action 

14. Click the Records list. 
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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." 
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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. 

 

 
 

Step Action 

24. Click the Select Tab list. 
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Step Action 

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

 
26. 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 
through them.   
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Step Action 

27. 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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Step Action 

33. Click the D option. 

 
34. Click the Select button. 

 
35. The error message is gone because "D" is a recognized code. 
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Step Action 

36. Click the Cancel button. 

 
 

 
 



Training Guide
 Working With Program Windows

 

 Page 11

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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