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[bookmark: _Toc415125753]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 
[bookmark: _Toc415125754]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. [bookmark: T5_F144]
	Click the Navigator menu.


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


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






	Step
	Action

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






	Step
	Action

	1. [bookmark: T5_F58]
	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. 

	1. [bookmark: T5_F60]
	The next window under the Tool Bar is called the Header.

	1. [bookmark: T5_F62]
	This next line down is called the QBE (Query By Example) line.

	1. [bookmark: T5_F64]
	The last area on the screen is called the Grid.

	1. [bookmark: T5_F10]
	Click the Find button.






	Step
	Action

	1. [bookmark: T5_F153]
	Some grids require the end user to narrow their search by using fields in the header or on the Query by Example (QBE) line.

If you get "OPEN FIND ERROR", enter information for filtering.

Click the OK button.






	Step
	Action

	1. [bookmark: T5_F156]
	You can also narrow your search by using the Search Type field.

Click in the Search Type field.


	1. [bookmark: T5_F164]
	Enter the desired information into the Search Type field.

	1. [bookmark: T5_F166]
	After entering your search criteria click the Find button, to update the grid. 






	Step
	Action

	1. [bookmark: T5_F66]
	Since F was put in the search parameters the search found all FACILITY records.

	1. [bookmark: T5_F12]
	Though the search found all records, not all are displayed.  Clicking on the Next (arrow) button will bring up the next ten.






	Step
	Action

	1. [bookmark: T5_F70]
	The grid expanded to add the next set of records.

	1. [bookmark: T5_F14]
	All records will be displayed when the Go to end (second arrow) button is clicked.






	Step
	Action

	1. [bookmark: T5_F16]
	Since there were broad 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.






	Step
	Action

	1. [bookmark: T5_F18]
	Click the Records list.






	Step
	Action

	1. [bookmark: T5_F20]
	The records are displayed in increments.  The drop down allows you to select the range you would like to view.






	Step
	Action

	1. [bookmark: T5_F76]
	You can narrow down your search by entering a name or search type in the Header window.

	1. [bookmark: T5_F78]
	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.

	1. [bookmark: T5_F80]
	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."

	1. [bookmark: T5_F122]
	To select a record you need to check the corresponding check box.


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






	Step
	Action

	1. [bookmark: T5_F124]
	There is a number of tabs which will take you to different screens displaying additional information.

	1. [bookmark: T5_F137]
	Click the Cat Code 1 - 10 list item.






	Step
	Action

	1. [bookmark: T5_F126]
	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.  

	1. [bookmark: T5_F42]
	Enter the desired information into the Minority/Women/Disabled field. Enter "A".

	1. [bookmark: T5_F44]
	Press [Tab].





	Step
	Action

	1. [bookmark: T5_F128]
	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.

	1. [bookmark: T5_F46]
	Click in the Minority/Women/Disabled field.


	1. [bookmark: T5_F48]
	Click the Visual Assist button.






	Step
	Action

	1. [bookmark: T5_F50]
	Select the desired value.


	1. [bookmark: T5_F52]
	Click the Select button.






	Step
	Action

	1. [bookmark: T5_F130]
	The error message is gone because "D" is a recognized code.

	1. [bookmark: T5_F54]
	Click the Cancel button.






	Step
	Action

	1. [bookmark: T5_F56]
	Click the Close button.


	1. [bookmark: T5_F3]
	You have successfully completed the Working With Programs Windows course.
End of Procedure.


[bookmark: _Toc415125755]Personalization of Preferences
Procedure

This lesson is to show how to customize your personal preferences.


	Step
	Action

	1. [bookmark: T6_F4]
	Click the Personalization menu.






	Step
	Action

	1. [bookmark: T6_F6]
	Click the Preferences menu.






	Step
	Action

	1. [bookmark: T6_F8]
	The Preferences window has several areas that can either be disabled or enabled.  See below for the details for each option.

Show Related Information – Check this option to enable Composite Application Framework.  To disable this feature Uncheck this option.
Enable Hover Forms – When Checked you may hover over areas for additional information.  When Unchecked the Hover ability is removed. 
Enable Row / Form Exit Menus on right click – Check to enable, allows access to either Row or Form Menus without going through the header by right clicking in specific areas.  When Unchecked this feature is removed. 
Show Add Favorites Window – When Checked, the option for a Favorites pop-up window is enabled.  When Unchecked, this option is disabled. 
Auto Suggest Enabled – Check to enable the auto-suggest feature.  Uncheck to Disable.
Use Large Icons in Carousel – When Checked, the Carousel Icons will be large.  Uncheck to change these Icons, to the smaller size.
Show Menu Breadcrumbs – When Checked, you will have the ability to see and use the Breadcrumbs feature.  When Unchecked, this option is disabled. 

Once all changes are made select Save and Close to activate changes.  Select Cancel to ignore changes.  In this example we selected Cancel.

	1. [bookmark: T6_F3]
	You have completed this lesson.
End of Procedure.


[bookmark: _Toc415125756]Menu Breadcrumbs
Procedure

This lesson is to review the functionality of the Breadcrumbs feature.  


	Step
	Action

	1. [bookmark: T7_F35]
	Breadcrumbs allow the user to keep track of the menus they have used to navigate to their current location.  By selecting an area within the breadcrumbs, the user has the ability to go back to prior menus or establish a new menu path.  The area immediately below the main menus of "Home, Navigator, Open Application, Recent Reports and Favorites" is the breadcrumbs area. 





	Step
	Action

	1. [bookmark: T7_F4]
	Click the Address Book menu from the breadcrumbs area.






	Step
	Action

	1. [bookmark: T7_F29]
	This allows you to alter your path to another location within Address book without starting from the Home screen.

Note:  To cancel the breadcrumbs selection click in the current grid.

	1. [bookmark: T7_F6]
	Click the Enter Address Book Requests menu.






	Step
	Action

	1. [bookmark: T7_F31]
	By selecting Enter Address Book Requests you were directed directly to this Application.

	1. [bookmark: T7_F8]
	If you do not see your Breadcrumbs or you wish to disable them you may do so.

Click the Personalization Menu






	Step
	Action

	1. [bookmark: T7_F10]
	Click the Preferences link.






	Step
	Action

	1. [bookmark: T7_F12]
	A check in the Show Menu Breadcrumbs area enables breadcrumbs by un checking it you will disable breadcrumbs.

Uncheck the Show Menu Breadcrumbs option.






	Step
	Action

	1. [bookmark: T7_F14]
	Click the Save And Close button.


	1. [bookmark: T7_F38]
	The breadcrumbs are no longer visible.  To Re-enable click Preferences and Re-check the Show Menu Breadcrumbs box.

	1. [bookmark: T7_F18]
	You have completed this lesson.
End of Procedure.


[bookmark: _Toc415125757]Carousel
Procedure

The Carousel is a generalized container that holds objects which can be activated.  These objects are displayed on icons arranged from left to right, and can be re-arranged.  The Carousel provides quick access to the open applications, batch versions, and favorite JD Edwards EnterpriseOne applications and batch jobs.  In this lesson you will learn about the Carousel functions, as well as customizing options.


	Step
	Action

	1. [bookmark: T8_F193]
	To quickly access a open application or report select it from the Open Applications tab.

Click the Submitted Job Search button.






	Step
	Action

	1. [bookmark: T8_F302]
	The icon that represents the application or report that is currently open is notated by a dark background color.

	1. [bookmark: T8_F286]
	Click the Recent Reports tab.






	Step
	Action

	1. [bookmark: T8_F275]
	The Recent Reports tab displays all of the recently submitted reports.  To launch the Submitted Job Search window select the View Job Status Icon.  To open a recent report select the report icon from the list.

Note:  Hover over the report icons to view report, version, status, submitted date, and last modified.

Note:  The icons that represent the reports display visual cues to help you identify the status of the reports.  The status of the report is conveyed by the color of the upper right corner of the icon.  The Status values are listed below. 

Green  = Done (D)
Red     = Error (E)
Blue    = Submitted (S), Waiting (W), or Processing (P)
Yellow = Held (H)

	1. [bookmark: T8_F259]
	Click the Favorites tab.






	Step
	Action

	1. [bookmark: T8_F248]
	The Applications and Reports that are frequently used may be added as a Favorite.  The Favorites tab can contain three types of icons: task folder icons, user-defined folder icons, and task files.

For additional information on Favorites please view the Using Favorites Lesson located within the System Basics folder.

	1. [bookmark: T8_F232]
	Click the Open Applications tab.






	Step
	Action

	1. [bookmark: T8_F207]
	At any point you can return to your home screen, using the home button.  The home screen is the base or initial menu you see when you first log into JD Edwards EnterpriseOne.  

Note:  By using the Home button all open application and reports will remain open. 

	1. [bookmark: T8_F218]
	Click the Home button.






	Step
	Action

	1. [bookmark: T8_F135]
	The Carousel can be docked along any of the four sides of the browser window.

By Default, the Carousel is docked along the bottom of the browser page.

You can change the carousel position by dragging and dropping the carousel to a new position.  When docked along the top or bottom of the browser window the icons are displayed horizontally.  When docked along the right or left, the icons are displayed vertically.

Note:  The Carousel options (of Open Applications, Recent Reports, and Favorites) function the same as the main menu options  (named Open Applications, Recent Reports, and Favorites) located at the top of the screen in the main menu.

	1. [bookmark: T8_F4]
	Press and hold the left mouse button and drag the carousel to the desired location.

	1. [bookmark: T8_F14]
	For this lesson we will return the carousel to the bottom of the screen.

Press and hold the left mouse button and drag the mouse to the desired location.

	1. [bookmark: T8_F146]
	Note:  JD Edwards EnterpriseOne saves the carousel position.  Next time you log into the JD Edwards EnterpriseOne application, the carousel appears at the position/setting from your last session.  This includes if you choose to hide a tab or minimize any areas.

	1. [bookmark: T8_F26]
	Select the << button to minimize your task bar.






	Step
	Action

	1. [bookmark: T8_F28]
	Select the >> button to maximize your task bar.






	Step
	Action

	1. [bookmark: T8_F30]
	Click the Arrow button to minimize the carousel.





	Step
	Action

	1. [bookmark: T8_F32]
	Click the Arrow button to maximize the carousel.

	1. [bookmark: T8_F157]
	You may want to hide the Open Applications, Recent Reports, or Favorites default tabs if you never use them, use them infrequently, or just want more space on the screen.

	1. [bookmark: T8_F34]
	Right-click in the Carousel Tab area.






	Step
	Action

	1. [bookmark: T8_F36]
	Click the tab to hide.

Click the Favorites menu.






	Step
	Action

	1. [bookmark: T8_F38]
	Favorites is not longer a visible tab.

Right-click in the Carousel Tab area.






	Step
	Action

	1. [bookmark: T8_F40]
	To hide additional tabs select them from the hide drop down list.

Click the Recent Reports menu.






	Step
	Action

	1. [bookmark: T8_F42]
	The Recent Reports tab is no longer visible.

Right-click the Open Applications tab.






	Step
	Action

	1. [bookmark: T8_F160]
	You can only hide two of the default tabs or selections.  You must have at least one tab or selection visible at all times.  To show hidden tabs select them from the show drop down.

	1. [bookmark: T8_F44]
	Click the Favorites menu.






	Step
	Action

	1. [bookmark: T8_F46]
	Right-click in the Carousel Tab area.






	Step
	Action

	1. [bookmark: T8_F48]
	Click the Recent Reports menu.


	1. [bookmark: T8_F314]
	To move a task folder or task icon, click  and hold over the icon you would like to move until a red border appears, then drag the icon to the new desired location.

Note:  The task bar icons (Open Applications and Favorites) can also be rearranged in the same way, however you cannot rearrange any recent reports you have run.  They will display in the order in which they are run.





	Step
	Action

	1. [bookmark: T8_F50]
	Click and hold the left must button over the Work With Pay Stub... button.






	Step
	Action

	1. [bookmark: T8_F52]
	Once the folder is in the desired location release the mouse button.

Each carousel icon contains text describing the application or UBE with which it is associated.  For example, an application icon lists the application name, form name and application title.

To cycle through the text options select at the bottom of the application or UBE.

Click the Work With Pay Stub ... object.






	Step
	Action

	1. [bookmark: T8_F54]
	Click the Work Wit... object.


	1. [bookmark: T8_F56]
	Click the P07186 object.


	1. [bookmark: T8_F58]
	Click the W07186C object.


	1. [bookmark: T8_F163]
	You can change the carousel icon size by accessing the Preferences Dialog box from the Personalization drop-down menu.

	1. [bookmark: T8_F60]
	Click the Personalization menu.






	Step
	Action

	1. [bookmark: T8_F62]
	Click the Preferences link.






	Step
	Action

	1. [bookmark: T8_F165]
	This is the Preferences Dialog box.   For additional information regarding preferences please view the Personalization of Preferences lesson  located in the System Basics study guides.

	1. [bookmark: T8_F167]
	The Use Large Icons in Carousel option controls the size of the Carousel Icons.  Select this option to change the size of the carousel icon to large.  De-select this option to change the size of the carousel icon to small. 

	1. [bookmark: T8_F64]
	Click the Use Large Icons in Carousel option.






	Step
	Action

	1. [bookmark: T8_F66]
	Click the Save And Close button.






	Step
	Action

	1. [bookmark: T8_F68]
	The Carousel icon sizes are now large.  For this lesson we will return the Icons to the small size.

Click the Personalization object.


	1. [bookmark: T8_F172]
	You have successfully completed the Carousel lesson.
End of Procedure.
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