B Using Help and Other Prompts

Overview

Three types of on-line support are available to the NIS end user on the State of
Nebraska's JAS server:

e Field-level Help, which provides context-specific information that is

dependent upon what object is beneath your cursor

Application Help, which is a conventional Help database like you would
see in most Microsoft Windows packages

Other Information, a catch-all for a suite of programs that add further
functionality

This work instruction shows how:

To Display Field-Level Help

To Display Application Help

To Display Other Information

This last task refers to, among others, the Calculator and Calendar prompts. We
provide exercises so that you can practice working with them, but these
exercises are optional. If you will be working with quantitative programs, it is
advisable to explore them but, otherwise, feel free to move on.

Steps

To Display Field-Level Help

Start this instruction by navigating through the Address Book, then clicking
Address Book Inquiry to display the Work with Addresses program window.

1. Click the arrow-and-question-mark icon (*2]) at the upper-right corner to
display a Help window for the NIS program you are using.

PeopleSoft.

Address Book Inquiry - Work With Addresses [Fl]
Select Find  Add  Copy Delete Close Row Report Tools

v & + B @ X B B

Alpha Name |

[ Display Phone
Search Type

O pisplay Address

Agency

Humber Defined
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2. Atthe dialog box, click OK.

P,

Address Book Inquiry - Work With Addresses ]
Selest Find  Add  Copy Delele Close Fow Report Iooks ‘

v & +

Alpha Mame ‘ [ bisplay Phone

Search Type 3 [ pisplay Address

Microsoft Internet Explorer ﬁ

Ttem Help is now enabled
! Click an any control to get help on that item.

Address Agency Click the Item Help button again o burn it off,

No records fetched.

BB yumber Defined Address

al i ] 2

& The help window will look exactly like the active window you were
working in. You will know that you have accessed Help when you see
that a question mark has been attached to your cursor.

3. Move your cursor to the window element that you want help with, click.
Pertinent information will appear in a pop-up window.

4. To remove the pop-up window, click .

5. To return to the active window, click | again.
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To Display Application Help

1. Click the question mark icon () at the upper-right to display the
Application Help window.

& The window will be divided into two panes:

e Subiject, at left, which offers a broad range of topics at a high level
e Topic, at right, which offers more specific instructions once a subject has
been selected
OneWorld Help &l Topics | Index | Form Topic | Close

Click subject to browse:

Accounts Payable

Accounts Receivable

Address Book

Advanced Pricing

Agreement Management

Application Design

Application Programming Interfaces
AutoPilat

Bulk Stock Management

Change Management

Comrman Foundation

Confiqurahle Metwark Computing
Implementation

Configuration Planning and Setup: Package
IManagement

Contract Billing

Custarner Serice Management

Data Interface for Electronic Data Interchange

Development Standards: Business Function
Programrming

Develapment Tools
Enterprise Asset Managernent

Enterprise Report Writer

Enterprise Workflow Management
Enterprise-Wide Profitability Solution
Equiprent Billing

Expense Managerent

Help topics for this form
= Address Boak
= Accounts Pawable
+ Global Solutions: Brazilian Poruguese
* Customer Service Management
+ OneMyorld Foundation
* Equipment Billing
+ Equipment/Plant bMaintenance

* Fixed Assets

+ Hurman Pesources

= Job Cost Accounting

+ Accounts Receivable Onedarld
* Enterprise Asset Management
= Bieal Estate Management

=l

2. Click the appropriate entry in the Subject pane, then select the topic you
want.

3. Click the hypertext in the Topic pane to display text.

4. To close Application Help, click the Close icon () in the upper-right corner
of the pop-up window.

To Display Other Information

NIS provides four other kinds of prompts that are designed to support the end-

user:

Visual Assist

About

Each field’s characteristics determine the assistance that is available for it. Field
searches are widely available, but the calculator is available only for a few
numeric fields and the calendar is available only for date fields.
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Visual Assist

In this example, navigate the Address Book, General Agency Use menus, then
click Address Book Inquiry to open the Work With Addresses program.

1.

Click in the Sch Typ field to display a Visual Assist icon (@) next to it.

T,

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

v & + B3 0 X B B &k

Alpha Name \

[ Display Phone

Search Type

[Clpisplay Address

No records fetched.

Alpha Mailing Long
Hame Hame

Industry
Address Class

Visual Assists are present in those fields for which NIS has defined codes
that are specific to the State of Nebraska. These codes, called valid values,
are the only entries those fields will accept. If the Visual Assist icon does not
display, the field is not a searchable field.

Click to display a Select User Defined Code window.

To select a valid value and return it to the field on the previous window,
choose the radio button to the left of the value and click Select.

In this example, we select V, the valid value representing Vendor. It is
necessary to click the single right arrow ) to scroll to the desired row.

T .

oIt User Define Code @

Select YFind  Close  Form  Tools ‘

v Jj@ X B B

Product Code @

Adldiress Book

User Defined Codes 5T Seatch Type

Records 1-30

r Description Description 2

el DependentiBeneficiary HR USE ONLY [~

QR Retirees RETIREMENT SYSTEMS USE OML

QO RF Refund

O 5 Send Imvoice To UISE Wi SEARCH TYPE 'C'OR '

O sc State Colleges Student STATE COLLEGES USE ONLY

O SR Security Roles MIS USE OMLY

Q TR Taxpaver Refunds DEPT OF REVENUE USE OMNLY

O unN University Wendors UNIWERSITY NEB USE ONLY

O us University Students UNIVERSITY NEB LISE ONLY

O ux University Refunds (Mo 1039's) UNIVERSITY NEB USE ONLY 3
‘ Vendor

il Paoliticial Subdivisions I3
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4. At the Work with Addresses window, click Find to display all records that
share the valid value in that field.

P,

Address Book Inquiry - Work With Addresses i)

Select Fnd  Add  Copy Delete Close Row Report Tools
v & *

Alpha Name | [ Display Phone

Search Type [* [ pisplay Address

Recards 1-10

Address Agency Mailing
L] @ Humber Defined HName
(m} 00000 ZEP MFG CO ZEP MFG CO APS1
(m} 500001 WESTHODEOM LUMBER CO WEET HODSOM LUMBER GO APS3
(m} 500002 TRI STATE ENVELOPE CORP TRI STATE ENVELOPE CORP APSB
D 500003 ROCAL INC ROCAL INC APS14
O 500004 TENSAR POLYTECHNOLOGIES INC TEMSAR APS103
(m} 00005 PACER PUMPS PACER PUMPS APS108
O 00006 AUBURN LABEL & TAG CO AUBURN LABEL & TAG CO APS109
(m} 500008 CORNHUSKER PRINTING CO CORNHUSKER PRINTING CO APS1000
(m} 00010 TOOL HOUSE OF HEMKEL & JOYCE TOOL HOUSE OF HENKEL & JOYCE APS1003
(m} 500012 DIAMOMD YOGEL PAINT, LINGOLN DIAMOND YOGEL PAINT CENTER APS1005
& | >

& Visual Assist is also covered in the Working With Program Windows work
instruction.

Calculator (

To practice using the calculator, follow the steps shown below. The menu path
to this optional exercise takes you away from the Address Book tree and into a
more quantitative direction.

& The Calculator exercise is hot mandatory. As time permits, you can explore
it by navigating through the NIS State of Nebraska, Accounting — Agencies,
Inquiries & Reports, Accounting Inquiries, and Account Ledger Inquiries
menus, then clicking Account Ledger Inquiry to display the Work With
Account Ledger program. Use the LT 1 Amount field.

1. Click a numerical field to display a calculator icon () next to it.
2. Click .
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Account Ledger Inquiry - Work With Account Ledger

PeopleSoft.

[Fi]
Gelect Fnd Close Form  Row Report Tooks
v @ X
Account ‘
Ledger Type 1 " General Ledger From Date
Thru Date *
TypelSubledyer ‘_ |*
O Posted O Unposted @4l | v Cumulative T

Mo records fetched.

Do | Doc Doc | GL
Ll Tv

Explanation

Humber | Fd Date

< M |

B

3. Click the calculator buttons or use your keyboard's number keys to perform

your calculation.

Account Ledger Inquiry - Werk With Account Ledger

PeopleSoft.

Select Find Clpse Form  Row  Report Tooks

v @ X B #B

ommE

Account [
Ledger Type 1 m
TynelSubledger ‘_ [+
O Postad O Unposted DA

Geneval Ledger

From Date

Thru Date *

Cumulative

Mo records fetched.

Explanation

<l

o

& if you use your keyboard's 10-key numerical keypad, make sure that

your Num Lock key is on.

4. Click the check mark icon () to return the calculated value to the field on

the previous window.

Calendar (

To practice using the calculator, follow the steps shown below. The menu path
to this optional exercise takes you away from the Address Book tree and into a

more quantitative direction.

ﬁ The Calendar exercise is not mandatory. As time permits, you can explore it
by navigating through the NIS State of Nebraska, Accounting — Agencies,
Inquiries & Reports, and Accounting Inquiries menus, then clicking Account
Ledger Inquiry to display the Work with Account Ledger program. Use the

G/L Date field.

1. Click a date field to display a calendar icon () next to it.
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2. Click .

PeopleSoft.

Account Ledger Inquiry - Work With Account Ledger i}
Select Find Close Form Row Report Tools

v @ X B B B k ‘

Account [

Ledger Type 1 lan,

General Ledger From Date

Thru Date *
TypelSubledger ] [

\ O Posted O Unposted [OF1]

YTD Curmulative

Mo records fetched.

-

Do | Doc Do |wo «planation
Ll Ty |Mumber (Fd Date ‘

< m ]

3. Select a month, a year, and a date on the calendar.

PeopleSoft.

Account Ledger Inquiry - Work With Account Ledger i)
Select Find  Close Eorm  Row Report Iools

v @ X B B B & ‘

Account I

Ledger Type 1 | General Ledger From Date [ |
Thru Date *

Type/subledger ] F ]

\ O Posted O Unposted [OF] YTD Cumulative

No records fetched.

Calendar v X
Doc
Humber

November 2005

&l il

& The single arrows move you one month backward or forward. The
double arrows ( ) move you one year backward or forward.

4. Click the check mark icon (i) to return the date to the field on the previous
window.

About (1)

In this example, navigate the Address Book, General Agency Use menus, then
click Address Book Inquiry to open the Work With Addresses program.

1. Click the About icon (|I|) in the upper-right corner of the active window to
display the About pop-up window, which contains system information.
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Peop’a‘fmp:ﬁni;m‘.eh 2.nis.stone. stat

Address Be Aboyt
e
i p: Application Information
v @ pp
Application PO1012 —
Alpha Na varsion: NEA9001 [ Display Phane

Search Y| P——— Ll Display address

Farm: 010128

Help Identifier. 101202

Product Code: 01

Farm Process Type: BR

Made ! Mailing Long
Generated by. JASTS1 g 5
Generated In JDVE1D tame e
Date: Sun Moy 27 20:04:43 CST 2005

EnterpriseOne Release Enterprizedne 8.95.81
User Name. MISLMILLER
Environment Jove10

Display list of all hotkeys

&] Done & Internet

2. To close About, click the Close icon (,) in the pop-up window.
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