B Working With Program Windows

Overview
NIS has many easy-to-use features to help you:
e Navigate within a window
e Control how data displays
e Review any errors

e Access program functions

This work instruction shows how:

To Display a Grid

To Use Tools in Program Windows
To Move from Field to Field and Tab to Tab

To Review Errors or Warnings

The Work With Addresses program is used as an example because:
e a broad range of users have access to it
e it has many options available

e it can search for vendors whose addresses and phone numbers are a
matter of public record, so confidentiality issues can be avoided

Steps

To Display a Grid

1. Start this instruction by navigating through the Address Book, then click
Address Book Inquiry to display the Work With Addresses program.

& The program is available through other paths. The menu text, in this case
Address Book, often does not match the name of the program, in this case
Work with Addresses.
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& You will see the following window, shown here with a listing of the

components of an NIS program window. This kind of program window is
called a search window.

Toolbar Drop-down menu Header Grid
PeopleSoft.
Address Epok Inquiry - Work \ffith Addresses e
Sekect Find  Close Fow Repoff Tooks
v & X gl &
P ¥
pra Nae e FSWW
Contact Management
Search Type S Display Atdress
AR

AP

Bank Account
No records fetched. SN
Attachments

Regional Info

Al m

& The grid shown above is unpopulated. That is what you see when you
open a program.

2. To populate the grid, click Find.

Pl

Address Book Inquiry - Work With Addresses o
Select  Find Clpse  Row Report Tooks ‘

"4

Alpha Mame [ [Cpisplay Phone

Search Type [ CIDisplay Address

Records 1-10

Address Agency Mailing

B/ |E3 | iumber Defined ’ Hame Address
) 1 TEST COMPANY (DO NOT DELETE} TEST COMPANY (DO NOT DELETE)

O 30 LEGISLATIVE COUNCIL LEGISLATIVE COUNCIL

| 50 SUPREME COURT SUPREME COURT

0 70 GOVERNOR GOVERNOR

O 80 LIEUTEMNANT GOVERMOR LIEUTENANT GOVERNOR

| a0 SECRETARY OF STATE SECRETARY OF STATE

0 100 STATE AUDITOR'S OFFICE STATE AUDITOR'S OFFICE

O 101 SYETEM ISSUES MODEL FUND

| 110 ATTORMEY GEMNERAL ATTORMEY GEMERAL

0 120 STATE TREASURER STATE TREASURER
< I >

To Use Tools in Program Windows

Toolbars

A typical program window toolbar looks like this:

Select Fird Addd Copy  Delete Cloge  Bow  Report Toolz

v & + B b X B H B

Tools available on the toolbar vary by program.
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To

Begin a search.

Fini
&

(Find)

Select records and
open forms.

Select
v

(Select)
Add a record.

Al
=+
(Add)

Copy or delete a
record.

Copy  Delete

B2 m

(Copy) (Delete)

Exit window without
accepting changes.

Cloze Cance|

X X

(Close) (Cancel)

Do This

1.
the
&

2.

4

L W

Type the search parameters at either the header or
QBE (query-by-example) line.

See the Working with Records work instruction.
Click Find.

If you click Find without filling in the parameters, as

you did in step 2 under To Display a Grid, you will fill
the grid with all entries in the database.

Choose one or more rows by clicking boxes in the
left-most column.

Work instructions will tell you to "Choose the desired
row" to prompt you to click the checkbox to the left.

Click Select to display a revision window, which
allows you to edit fields:

Click Add to display a blank revision window.
Enter the revised information.

Click OK to accept the revision.

Choose the desired row.
Click Copy or Delete.
If you click Delete, click OK on the dialog box.

Most users cannot delete records. Assuming you
are authorized to use the Delete function, you may
be able to also remove related information in certain
applications. For example, if you delete an Address
Book record, the system also deletes the phone
numbers for that record.

Click Close from a search window or Cancel from a
revision window.

Arrows

NIS grids may not be able to display all the records found in a search.

1. To view additional records, click the single right arrow (> ) above the grid.
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Address Book Inquiry - Werk With Addresses

PeopleSoft.

DE@E

Select Fnd  padd

v & o+

Copy Delste Close Row Report Tooks

Alpha Name

Gearch Type

T

[ Display Phane
[Coisplay Address

Records 1-10

Address
Ll Humber

]
O
]
0 80
]
O
]
]
]

~

Agency
Defined

TEST COMPANY (DO NOT DELETE)
LEGISLATIVE COUNCIL

SUPREME COURT

GOVERMOR

LIEUTEMNANT GOVERNOR
SECRETARY OF STATE

STATE AUDITOR'S OFFICE
SYSTEM ISSUES

ATTORMNEY GENERAL

STATE TREASURER

Mailing
Hame

TEST COMPANY (DO NOT DELETE)
LEGISLATIVE COUNCIL
SUPREME COURT

GOVERNOR

LIEUTENANT GOVERNOR
SECRETARY OF STATE

STATE AUDITOR'S OFFICE

MODEL FUND

ATTORMEY GEMERAL

STATE TREASURER

| [>

2. Use the scroll bar on the right to see all the records displayed in the grid.

PeopleSoft,

Address Beok Inquiry - Werk With Addresses ]
Select Find  &dd  Copy Delete Close Eow Report Tnols
v @ + B 0 X B B & ‘
ARG ‘ [ Display Phons
Search Type P [ pisplay Address
eco 0 H E B =
[ [ |
3| Ao fg :
] 130 DEPARTMENT OF EDUCATION DEPARTMENT OF EDUCATION o
il 140 PUBLIC SERVICE COMMISSION PUBLIC SERVICE COMMISSION
O 150 BOARD OF PARDONS BOARD OF PARDONS
] 180 DEPARTMENT OF REVENUE DEPARTMENT OF REVENUE
il 170 DEPARTMENT OF AERONAUTICS DEFARTMENT OF AERONALITICS
O 180 DEPARTMENT OF AGRICULTURE DEPARTMENT OF AGRICULTURE
] 190 DEPARTMENT OF BANKING DEPARTMENT OF BANKING
0 200 HHS REG & LICENSURE HHS REG & LICENSURE
O 210 STATE FIRE MARSHAL STATE FIRE MARSHAL
] 220 DEPARTMENT OF INSURANCE DEPARTMENT OF INSURANCE e
| [ ] [

ﬁ Keep clicking the right arrow (IT) to display more records. When all recd{ds
are displayed in the grid, the down arrow will disappear.

& To display all records in the grid, click the right arrow end (11).

Exits

Exits are specialized functions accessed through the toolbar. See the Working

With Exits work

instruction.
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Visual Assist

The Visual Assist helps you search for specific items by providing lists of valid
values, such as address numbers and lists of codes that categorize your records.

The button with the magnifying glass Q icon is available in appropriate fields on
certain forms.

To practice the procedure to follow if you are unsure what data should be entered
in a field, follow the steps in this exercise:

1. From the Work with Addresses search window, click on the Search Type field
in the header.

o,

Address Book Inquiry - Work With Addresses i}
Select Find  Add Copy Delele Close Fow Reporl Tooks ‘

v & *

T
Alpha Name [ Display Phone

Search Type i Q [ Display Address

Recards 1-20

Address Agency Mailing

L] Humber Defined Name Address

P 130 DEPARTMENT OF EDUCATION DEPARTMENT OF EDUCATION 1",
O 140 FUBLIC SERVICE COMMISSION PUBLIC SERVICE COMMISSION

] 150 BOARD OF PARDONS BOARD OF PARDONS

¥ 160 DEPARTMENT OF REVEMNUE DEPARTMENT OF REVENUE

] 170 DEPARTMENT OF AERONAUTICS DEPARTMENT OF AERONALUTICS

D 180 DEPARTMEMT OF AGRICULTURE DEPARTMENT OF AGRICULTURE

|| 180 DEPARTMENT OF BANKING DEPARTMENT OF BANKING

¥ 200 HHS REG & LICENSURE HHS REG & LICENSURE 3
] 210 STATE FIRE MARSHAL STATE FIRE MARSHAL

O 220 DEPARTMENT OF INSURANCE DEPARTMENT OF INSURANCE ;’;
] I [2]

When its icon appears, click Visual Assist.

At the Select User Defined Codes window, choose the row with the code B.

%9’!\’

In some cases a drop-down menu, rather than a new window, will provide the
valid values for that field.

Click Select.

At the Work with Addresses window, click Find to populate the grid with rows
that have the code B listed in the Sch Typ field.

ﬁ The Using Help and Other Prompts work instruction also covers Visual
Assist.

To Move From Field to Field and Tab to Tab
1. Choose a row displayed in step 5 under Visual Assist.
2. Click Select.
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3. At the Address Book Revision window, click in the Alpha Name field.

Address Book Inquiry - Address Book Revision
T T

TN

[N R

Cance| Eorm Previous Next  Inols

Address Number [1a0-

Alpha Name |DEPARTMENT OF EDUCATION]

Long Address Nurnber

Tax D [

Search Type e Agency

Business Unit | 1 STATE OF NEBRASKA

v

4. Press Tab to advance your cursor to the Long Address Number field.

5. Press Tab to advance your cursor to the Search Type field.
6. Press Shift+Tab to back up to the Long Address Number field.

7. Click the Cat Code 1 — 10 tab.

To Review Errors or Warnings

In step 1 of this exercise, we will deliberately cause an error.

Start this exercise from the Cat Code 1 — 10- tab of the Address Book Revision
window, as you were following step 7 of To Move from Field to Field and Tab to

Tab.

1. Type A in the Minority/Women/Dis... field.

ﬁ If you use the Visual Assist, you see that A is not a valid value.

2. Click the Tab key on the keyboard.
3. Notice the error indicators that display:
e The field is shaded red.

e The red Error @ icon appears on the tab and/or in the top right hand

corner of the window.

e An Error text box appears below the toolbar with information on the error.
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PeopleSoft.

Address Book Inquiry - Address Book Revision

Cance| Form Previous Next  Iools

X B @ @B ®»

% not found in User Defined Code &

Issues (click each lakel for more information):
»  notfound in User Defined Code Go to errar. Anotfound in User Defined Code 01 01
Please |ook for the highlighted fields, correctthe emtries, and resubmit your
reguest
Address NUmber (E— Summary | _Validate 1[
Address Book | Mailing | Additianal | Related Address | * cat code 1- 10 [ cat Cade 11- 30
MinarityAsarenDis Q Categary Code 06 |
Category Code 02 Category Code 07
Agency Code (013 DEPTOF EDUCATION  CalegoryCode 08 |
Category Code 04 Category Cade 09 |
Category Cads 05 Category Code 10 |
v
€] bone & Trtermet

4. Click the red arrow next to the error description or the blue link in the box
under the toolbar for more information on the error.

5. Read the error message.

6. Click Go to error... A popup box appears with information about the error.
7. Click in the Minority/Women/Dis... field again to display the Visual Assist.
8. Click the Visual Assist.

9. Atthe Select User Defined Code window, choose the row with the code D.
10. Click Select.

11. Click Validate in the Error popup box. If the information entered in the field
is correct, the popup box will read "Validation Successful."

ool

Address Beook Inquiry - Address Book Revision [l [
Address Book Revision

Cancel Form Previous Next [ools
£

1= not found in User Defined Code

Walidation Successful

Address Mumber ﬁ
4 CatCode 11-30
| Summary | _Validate
MinorityWomen/Dis.. [ | Oisabled CategoryCode 08 [ E
Category Code 02 [ | . Category Code 07 [
Agency Code e DEFTOF EDUCATION  CategoryCode0d [
Category Code 04 ,7 Categary Code 09 ,7
Category Code 05 l— Category Code 10 l—

ﬁ If there is more than one error on the page, click the right arrow button on the
popup box to go to the next error.

12. Click Cancel to return to the Address Book Inquiry - Work with Addresses
window.

13. Click Close to return to the Menu window.
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