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Publication History

The contentslist on the next pageidentifiesthe publication date of each section
of your copy of thismanual. See“How to Verify That Your Manual IsCurrent”
below for instructions on how to make sure that you have the current version
of the manual.

How to Verify That Your Manual Is Current

Take the following stepsto ensure that all sections of your manual are current:

= To make sure you have the current version of this manual for your release
level, compare the date shown on thetitle pageto the publication date for the
Adobe Acrobat version of this manual on the Datatel Web site
(www.datatel .com/documentation).

= To make sure that your copy of the manual has been updated with all
previous revisions, check that the date at the bottom of each page matches
the corresponding date for that section in the contents list on the next page.

If you determine that one or more sectionsisoutdated, we recommend that you
download the entire manual from the Datatel Web site
(www.datatel.com/documentation).

Tracking the History of Revisions

The contents list shows only the date of the latest revision of each section; it
does not show ahistory of previousrevisionsor thereasonsfor revisions. Each
update to this manual includes a memo describing the reasons for the update.
If you want to track the history of revisions and the reasonsfor revisions, keep
the update memos with your copy of this manual.
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1. Ul Desktop and Ul Web






Logging In

In This Chapter

Step 1.

Step 2.

Step 3.

This chapter helps you learn how to access User Interface (Ul) Desktop and
Ul Web with Benefactor or Colleague. It includesinstructionsfor logging into
Ul Desktop and Ul Web.

Procedure for Logging Into Ul Desktop

Complete the following stepsto log into Ul Desktop.

To display the Login dialog box, do one of the following:

= Double-click the desktop icon 1
= From the Windows Start menu, select Programs|Datatel|[Datatel.

The Login dialog box is displayed, as shown in Figure 1-1.

Datatel Login

Enter a User ID, Paszword and Databaze: Pull down

r User 1D [ meh to display
5 |

accounts
Figure 1-1: User Interface Desktop Login Dialog Box

Pazzward: | i /
available
Database: | sdatkd7dev @ o~

Cancel

Enter your user ID, password, and database.

Click oK.

Guide to User Interfaces, May 24, 2006 1-1
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quesnel
Note
If you have a red icon, email infosys requesting upgrade to GUI 1.5.

quesnel
Note
Our accounts/databases are:
COLLIVE
COLTEST
BENLIVE
BENTEST


Ul Desktop and Ul Web: Logging In

A message box appears, informing you that Ul isloading the application files.
When the files are loaded, the Ul Desktop window is displayed, as shown in
Figure 1-4 on page 1-7.

Technical Tip:

After logging into a Ul session (Ul Desktop only), you may wish to
bring up a second session for the same database account. You can do
so quickly, and without having to log in again by selecting the New
Session|Current Account option from the File menu of any form.
You can also select the New Session|New Account option to log into
adifferent account.

1-2
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In This Chapter

Procedure for Logging Into Ul Web

Complete the following stepsto log into Ul Web:

Step 1. Accessthe Login dialog box.

The Login dialog box is displayed, as shown in Figure 1-2.

Pull down
to display
accounts

Username: rmeh

7z
\rd: ke sk ke ook ke ok ok ok
R '
| Database available
|

[ togin_|

Figure 1-2: Ul Web Login Dialog Box
Step 2. Enter your user name, password, and the database you want to access.

Note: The Database field is dependent on the User ID you enter. The
\\’ Database field is not enabled until you enter a User ID.

Step 3. Click Login.

You are prompted with a security dialog, which asks if you want to trust
IBM’s signed applet (see Figure 1-3).

Guide to User Interfaces, May 24, 2006
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quesnel
Note
Our accounts are:
BENLIVE
BENTEST
COLLIVE
COLTEST



Ul Desktop and Ul Web: Logging In

X

Warning - Security

Do youwant to trust the signed applet distributed by “IEM"?

Fuhblisher authenticity werified by; "“WeriSign, Inc."

The secutity cerificate was issued by a company that is trusted.

The security cerificate has expired or is not yet valid.
=

Caution; "IBM" asserts that this content is 2afe. You should only accept this

cantent ifyau trust*IBM" to make that assertion.
More Details

| Yas || Mo || Alweays |

Figure 1-3: Ul Web Security Warning Dialog

You can select one of the following:

= Always. Datatel recommends selecting this option, so you will not see the
security dialog again.

= No. Datatel recommends not selecting this option, as this is sometimes
difficult to reverse, and it may prevent you from being able to run the appl et
from your browser.

m Yes. Selecting Yes causes the security warning dialog to be issued each
time you open the link, (until you select Always or No).

The Ul Web window is displayed, as shown in Figure 1-9 on page 1-12.

1-4
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Navigation

In This Chapter

This chapter helps you learn how to use Ul with Benefactor or Colleague. It
includes instructions for accomplishing various tasks, such as accessing a
form, saving your work, and using online help.

Ul Desktop and Ul Web provide you with almost identical functionality.
However, the look, feel, and location of many menus and buttons are dlightly
different. See the sections, “ The Ul Desktop Window” on page 1-6 and “The
Ul Web Window” on page 1-11 for detailed information about the differences
between Ul Desktop and Ul Web. The remaining sections of this manual refer
to Ul Desktop and Ul Web collectively.

Features of Ul include:

= Tabbed multiple forms managed within the window.

= A Detail button next to every field that allows detail.

= A Windows Explorer-style tree structure for process menus.

= A “Favorites’ feature enabling quick access to commonly used processes.
= An address bar for launching specific processes.

= A drop-down box next to every field that has validation codes.

= A calendar button next to every date field.

= A calculator button next to every numeric field.

Guide to User Interfaces, May 24, 2006 1-5
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Ul Desktop and Ul Web: Navigation

The Ul Desktop Window

Step 1.

Step 2.

Step 3.

The Ul Desktop window, shown in Figure 1-4 on page 1-7, contains all the
processes you use while working with Benefactor or Colleague as shown
through the Ul Desktop interface. The following sections describe the
functional areas of the window. The window includes several components,
such asthetitle bar, menu bar, address bar, toolbar, and any Datatel forms that
are currently open.

Note: Ul Web provides you with the same functionality as Ul Desktop.
However, the look, feel and location of many menus and buttons are
slightly different. Refer to “The Ul Web Window” on page 1-11 for
information about the User Interface Web window.

If necessary, select the application with which you want to work from the
Apps menu at the top of thewindow. The |eft pane of the window displaysthe
folders and processes avail able for the selected application in an expandable
tree format.

Click the Plus sign [+ next to any folder icon in the left pane to expand the
folder. When afolder is expanded, you can click the Minus sign =] next to its
icon to collapse it.

Double-click afolder icon to expand the folder. Double-click aform icon to
open the form.

When aform isopen, it is displayed in the right pane. When no formis open,
the right pane displays the contents of the folder that is currently selected.

1-6
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The Ul Desktop Window

Menu Bar

Procedure for Navigating the Ul Desktop Window

Current

Account

Application

Icorl

=

Current
Application

& Datatel - sdcolldey - ST
File  Edit

Quick Access v | Bao

Apps

Favarites

Options  Help

H@ X &

7

Title Bar

Window Control
Buttons

==
AL

o

AR

)

-8R

m i
i VIR VR Vi ViR VR VR Vi Vi

» JOOdIO

@ DM
G- FA

A -

[EBES
Co-
CR-
Cu-
DA -

- Academic Records

R ecruitment /&dmizsions kgmt

- Accounts Receivable

Camrunications M anagament
Campus Organizations

Cash Receipts

Curriculum Management

Degree Audit

ACP - Academic Programs

dodadgggaad

m T
= ol
= m
— o

PROG - Academic Programs

APRS - Academic Program Requirements
REQU - Academic Requirements
FRAR - Program Addnl Restrictions
APRI - Additional Acad Program Info
APCH - dcademic Program Contacts
FIMS - Program Impact Summary
APCO - dcademic Program Copy
AROC - Academic Requirement Copy
FRST - Acad Program Status History
- Pam Evaluation/Customization

- Evaluate Student Program

Ex0% - Exceptions and Overides
SACP - Student Academic Program
F5SFR - Fropozed Student Program
STALC - Student Academic Credits
BEYL - Batch Academic Evaluation

- Person Demographics
- Financial &id

VR VIR VIR Vi VIR VIR VIR VR VR VIR ViR VIR VIR VAR VIR VIR VIR VIR VIR VIR VAR VIR V.

AC - Academic Records

Ak - Recitment/Admizsions kgmt
AR - Accounts Receivable

CC - Communications M anagement
CO - Campus Organizations

CR - Cash Receipts

CLU - Curriculum M anagement

D& - Degree Audit

Toolbar

DM - Perzon Demographics

Fé - Financial &id

FRP - Federal Reporting

SRS - State/Provincial Reporting
FO - Farms Processing

FI - Faculy Information

RG - Registration

RL - Residence Life

WE -WEE Admin Support

SDU - Student D atabaze Utilities
SMO - Suggested Menu Options
R25 - RESOURCEZS Interface
525 - SCHEDULE2S Interface
555 - Student System Setup

C¥ - Conversions of B13 Files

Treemenu pane

Contents of the folder
currently selected in the left
pane.

Figure 1-4: User Interface Desktop Window
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Ul Desktop and Ul Web: Navigation

Parts of the Ul Desktop Window

Application Menu

_| Application
ST

I_ ‘ Datatel - sdgail 7014 utst -

Title Bar

Thetitle bar, shown in Figure 1-5, tells you which Colleague or Benefactor
database you are accessing and which application you are currently running.
Thetitle bar is highlighted when the window is the active window.

Figure 1-5: Ul Desktop Title Bar

Application Icon

Click the application icon to access the application icon options: Restore,
Move, Size, Minimize, Maximize, or Close. Depending on the current state of
the window, some options may not be available. To close the window when no
forms are open, you can double-click the system menu box. If any forms are
open, amessage indicates that you cannot close the control box when you are
inaform.

Menu Bar

The menu bar, shown in Figure 1-6, enables you to do the following:
= Perform routine tasks, such as save your work or cut and paste items.

= Choose an application with which to work; for example, the Financial
System or the Human Resources System.

m Choose aform in which to work.
m Define your preferences for how forms are displayed.
= Access online help.

File Edit #Apps Fawvorites Oplions Help

Figure 1-6: Ul Desktop Menu Bar

1-8
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The Ul Desktop Window

Toolbar

Thetoolbar, shown in Figure 1-7, provides easy access to common functions,
such as saving your work, canceling changes, deleting records, and accessing
online help.

Cancel All
Field

Help
Save All Delete
Record

| |
Quick sccess |[JEHE v | EJGo dd XK 7 E @

| | |
Save Cancel Hide/Show
Menu Tree

Figure 1-7: Ul Desktop Toolbar

Quick Access

The Quick Accessfield enablesyou to access any form directly by entering its
mnemonic, or by using the drop-down menu button + to select a recently
used mnemonic. Press ENTER or click Go EJGn to display the selected
form.

Record Delete

The Record Delete button is used to delete an entire record, and works only
for forms that have been defined to allow this option. When you click this
button, you are prompted to confirm that you want to delete the entire record.

Save and Cancel

Thesave All and Cancel Al1l buttonsand the corresponding File drop-
down menu options, enable you to save or cancel al of your changes
simultaneously to every form that is currently open in this session. The Save
and Cancel buttons enable you to save or cancel changesto the current
form.

Guide to User Interfaces, May 24, 2006 1-9
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Hide/Show Menu Tree
While aform is open, you can allocate more viewing space to it by clicking
theHide/Show Treemenu button. The left treemenu pane closes, and the

form occupies the entire window. Click theHide/Show Treemenu button
again to toggle this option off and display the treemenu in the left pane.

Window Control Buttons

The Window Control buttons, shown in Figure 1-8, enable you to minimize,
maximize, or close the window.

Maximize

Minimize —B@_ Close

Figure 1-8: Ul Desktop Window Control Buttons

When the window is maximized, the Maximize button isreplaced by the
Restore button in the Window Control.

Q Note: You can also resize the window by dragging its outer frame.
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The Ul Web Window

Step 1.

Step 2.

Step 3.

The Ul Web window, shown in Figure 1-9 on page 1-12, contains all the
processes you use while working with Benefactor or Colleague, as shown
through the Ul Web interface. The following sections describe the functional
areas of the window. The window includes several components, such asthe
title bar, menu bar, address bar, toolbar, and any Datatel forms that are
currently open.

Procedure for Navigating the Ul Web Window

If necessary, select the application which you want to work from the Apps
menu at the top of the window. The window displays the folders and
processes available for the selected application in an expandabl e tree format.

Note: Ul Web displays the window in a single pane, as opposed to the
Ul Desktop double pane.

Click the Expand tree node §' next to any folder icon to expand the fol der.

When afolder is expanded, you can click the Collapsetreenode &= nextto
itsicon to collapseit.

Double-click aform icon to open the form.

Guide to User Interfaces, May 24, 2006 1-11
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Menu =
Bar ﬁi .
s i )

|— File Apps Options Help

how higher education does business.

Quick Access | |v| @ | Save| | Save all | | Cancel | | Cancel Al | | Delete | |Menu| | Help | | Exit |

Hic=

Tool
Bar

w
E

Lo AC - Acaderic Records

AM - Recruitment/Admissions Mamt
AR - Accounts Receivable

CC - Communications Management

C0 - Carmpus Organizations

CR - Cash Receipts

P99
R A A VIR VIR VI VIR ViR V'

_d CRC - CR Session/Batch Control

_d woC - web Credit Card

_a CGEL - CR GL Processing
‘-h CGLR - Cash Receipt GL Register
‘-i CGELP - Cash Receipt GL Posting
'-‘ SGLR - Receipt Seszion GL Register
‘-‘ SGLP - Receipt Session GL Posting

[5) CREM - Cash Receipt Entry

[5) BCRE - Batch Cash Receipt Entry

E] SPEM - Sponsor Payment Entry

EJ CRAF - Application Feas Entry

E] CRRE - Cash Receipt Reversal

l;_] PCRI - Person CR Inquiry

D CRIM - Cash Receipt Inguiry

D PaYT - Payment Inquiry

D ARSI - AR Surnmary Inguiry

l;_] ARTI - AR Termn Surmrnary Inguiry

D ARIG - AR Account Inquiry by AR Code

4]

Figure 1-9: Ul Web Window
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Parts of the Ul Web Window

Menu Bar

The menu bar, shown in Figure 1-10, enables you to do the following:
= Perform routine tasks, such as save your work or cut and paste items.

= Choose an application with which to work; for example, the Financial
System or the Human Resources System.

Choose aform in which to work.

Create alist of favorite forms.

Define your preferences for how forms are displayed.
= Access online help.

File Apps Options Favorites Help

Figure 1-10: Ul Web Menu Bar

Toolbar

Thetoolbar, shown in Figure 1-11, provides easy access to common
functions, such as saving your work, canceling changes, deleting records, and
accessing online help.

Quick Acee| — hE - | @ [ save | | save all | [ cancel | | cancel all | | Delete | [Menu| [ Help | | Exit |

Figure 1-11: Ul Web Toolbar

Quick Access

The Quick Accessfield enablesyou to access any form directly by entering its
mnemonic, or by using the drop-down menu button to select apreviously used
mnemonic. Press ENTER or click Go to display the selected form.

Guide to User Interfaces, May 24, 2006 1-13
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Save and Cancel

The save and Cancel buttons enable you to save or cancel changesto the
current form. The Ssave All and Cancel All buttonsand the
corresponding File drop-down menu options, enable you to save or cancel all
of your changes simultaneously to every form that is currently open in this
session.

Record Delete

TheDelete button is used to delete an entire record, and works only for

formsthat have been defined to allow this option. When you click this button,
you are prompted to confirm that you want to delete the entire record.

Menu

While aform is open, you can allocate more viewing space to it by clicking
Menu. The left treemenu pane closes, and the form occupies the entire
window. Click Menu again to toggle this option off and display the treemenu
in the left pane.

Help

Click Help to view online help.

Exit

Exit Ul.
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Envision Forms in Ul

Most of your work in Colleague and Benefactor is done through Envision
forms. In documentation for earlier interfaces, what we refer to here as a

“form” is often called a“screen.” They are the same thing; we have chosen to
use the term “form,” however, to keep our terminology consistent with
standard Windows usage.

When you select aform, it appears in the right pane of the window, as shown

in Figure 1-12, with its name and mnemonic displayed on atab. You can

choose to have the | eft pane of the window remain visible (default condition),
or to hide it in order to allocate more space to the form.

A Datatel - sdqa1 701 4utst - ST

File Edit Favorites Tools Help

__ Show TreeMenu Option Enabled

Mnemanic [BI0 v| Beo Hd@a X% 7 @ @

Form Tab

a o
=-i_d  AC - Academic Records
=4 STR - Student Records
_<  SAM - Student Remarks/Miscellaneous
SPRO - Studert Profile
A45PR - &ddnl Student Profile Info
STAL - Student Academic Level
SACP - Student Academic Program
PERC - Person Restiictions
STAD - Student Advizor Listing
CHSL - Counzelor Assignment
SCRS - Student Course Section
545K - Student Academic Summary
LOCH - Student Locator
SCHD - Studert Schedule Print
STLA - Student Labels
STID - Students D Cards
ADAS - Advizor Aszignment
ACDR - Aszign/Change/Delete Restrs
CHGA - Cohart Group Assighment
SFDR - Student/Faculty Directary
DMIS - Build DMI Regigtry Students
=% DMRS - Delete DMI Registy Student
=& APTS - Assign PINs to Students
~# ASTC - Assign Student Counselor
STH - Student Temns
GRD - Grading
A5D - Academic Standing
SGR - Graduation Process
ATR . Trarecri ints

Form
Icons

TN NN ATl akafajaiafafafaiaia)

(=]

-
NV VR VY

F

A

BIO-Biographic Infarmation )—

Saurce |

| w 1D | 007 4353

Origin/Dt

Prefix

Name LFM |Johnson

Sufiz

Pref Mame | Chiistopher P. Johnson |

il Name | Christapher P. Johneon |

Nickname |
Birth LFM | | ] | |
Dther LFM (1] T | 1 \
Birthplace | |
Statug v Birth D ate | 01 /061973
SSN | 42365913 Deceared Date
Mar Stat v Entry Date | 12/09/38
Citizen E] Last Changed | 02/10/57

Contraller Source

NoValues

Envision Form

Figure 1-12: Sample Form in Ul Desktop Window

Guide to User Interfaces, May 24, 2006
© 2006 Datatel, Inc.

1-15


quesnel
Highlight


Ul Desktop and Ul Web: Navigation

Types of Forms

Menus and submenus are represented by form icons, while forms are
represented by four different icons according to functionality. The folder
icons are described in Table 1-1.

Icon Name Description of Datatel Form Icons

) Maintenance Allows you to enter and change data that is permanently recorded in your
database; for example, a person’s name and address.

NOTE: If your system administrator has given you read-only access to a
maintenance form, you will be able to access it in inquiry mode only, even
though it displays the Maintenance icon in the treemenu.

B Processing Allows you to start a program that manipulates a record or group of records
behind the scenes; for example, posting a group of transactions to the general
ledger.

(o] Inquiry Allows you to view information without changing it; for example, the history of a

general ledger account. Strictly speaking, inquiry forms are forms that are
designed to display information without allowing changes to that information. In
contrast to an inquiry form designed as such, you may also access a
maintenance form in inquiry mode if your system administrator has given you
read-only access to it. Although the effect for you is the same, a maintenance
form viewed in inquiry mode is, nevertheless, different from a form designed
specifically as an inquiry form.

s

Reporting Allows you to generate a particular report according to your specifications. For
example, today you may wish to see a report on vouchers with a due date two
weeks from now, and tomorrow you may decide you want to see the same
report for vouchers with a due date four weeks from now.

See “Browsing Reports” beginning on page 1-52 for information about the
Report Browser.

Table 1-1: Description of Datatel Form Icons
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Accessing Forms

Double-click
form icon

You can access aform in severa ways.
= TreeMenu

= Quick Access

m List of Favorites

= Envision Run Dialog Box

Accessing Forms From the TreeMenu

The graphical, tree-structured menus enable you to navigate through an
application’s menus and submenus by pointing and clicking, while
maintaining a comprehensive view of the entire menu. When you select an
application, the window menu form is displayed. The left treemenu is the
main navigational menu.

Use the treemenu to navigate through the folders. When you have selected the
appropriate top-level folder, you can expand it to locate the desired form. To
select afolder or form in atreemenu, double-click it.

II_] SA5M - Student Academic Summary

| [ LOCR - Student Locatar
2] SCHD - Student Schedule Print

5] 5TLA - Studsnt Labels

Figure 1-13: Icons on the Treemenu

Accessing Forms From the Quick Access Field

Enter aform mnemonic in the Quick Accessfield, or use the drop-down list to
select apreviously used form mnemonic.

Press ENTER or click Go to display the form.

Quick Access v | Elco

Figure 1-14: Quick Access Field
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Accessing Forms From the List of Favorites

Use the Favorites menu to select aform that has been previously added to
your list of favorites, as shown in Figure 1-15. See “Defining Favorites’
beginning on page 1-71 for information about creating alist of favorites.

Click the File menu to display the mnemonics of the last ten forms you
accessed, and select aform from the list.

RECL=EN Opkions  Help
Add ko Favorites, .,
Organize Favorites. .

BIC - Biographic Information
MAE - Mame and Address Entry

Figure 1-15: List of Favorites

Accessing Forms From the Envision Run Dialog Box

Choose Run from the File menu. The Envision Run Dialog box appears, as
shown in Figure 1-16. Enter the mnemonic of the form you want, and click
OK.

# Envision Run Dialog E|

Enter a mnemanic | MAE]

[ ok | [Eancel]

Figure 1-16: Envision Run Dialog Box

bars are available as needed to view forms that do not fit in the

i Note: Depending on your font, resolution, and monitor size, scroll
window.

The details of the sample form are shown in Figure 1-17.
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Form
Mnemonic

Form Name

L

Header
Block

El0-Biographic [nfor

Source

Tnatioh

10 001

@]

Qrigin/Dt

[£%
|

Prefix

w

ID | 0014953

hd

i

Wame LFM

Johnzon

| Christop

her |

Suffix

w

Pref Mame

Chiigtopher P. Johnzon

Data

b ail Mame

| Chiistopher P. Johnzaon

Area Micknarne

Birth LFM

Other LFr

0]

Birthplace |

Statuz
55M
Mar Stat
Citizen

Controller Source

423-63-9313

)

Figure 1-17: Sample Form Detail

Birth Crake
Decessed Date
Entry Date

Lazt Changed

Mo Values

01/06/1579
i

12/09/36

0210437

Note: While a form is open, you can allocate more viewing space to it
by clicking Hide/Show Treemenu. The left treemenu pane closes,
and the form occupies the entire window. Click Hide/Show

Treemenu again to toggle this option off and display the treemenu in
the left pane.
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Parts of a Form

Form Tab

The form tab displays the form mnemonic and the form name. When more
than one form is open, the tab farthest to the right represents the active form.

Form Mnemonic and Name

A mnemonic provides you with a quick way to access aform.

Header Block

The header block displays data that identifies the record with which you are
working. For example, the header block in Figure 1-17 on page 1-19 displays
astudent’s name and ID.

Data Area

The contents of the data area differ depending on the form on which you are
working. In general, the data area consists of various types of fields.

Fields

A field is any place on the form where data is displayed or where you enter
data. In most cases, each field is accompanied by afield label indicating what
kind of databelongsin the field.

What you are allowed to enter in afield may be restricted by Benefactor or
Colleague. For example, you can enter any combination of lettersfor a
person’s name. On the other hand, in the Type field on the Core System'’s
Address Maintenance (ADR) form, you can only enter one of the values from

1-20
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thelist of valid address types, such as“Home,” “Business,” or “Local.” Fields
such as this, where your entries are restricted, are referred to as “validated
fields.”

Note: With fields that are code-driven, such as validated fields, you
will notice that the code’s description disappears when you are
entering data in the field. This is intentional. The code’s description
returns as soon as you leave the field. See “Drop-Down List Button”
beginning on page 1-27 for information about selecting codes for
validated fields.

Table

A tableisaset of related fields. Each field in atable can have multiple values.
Furthermore, there are usually severad fieldsin atable that are associated with
each other in some way; these are often referred to as associated multivalues.
Some sets of associated multivalues are presented as rows and some are
presented as columns; that is, some tables are row-oriented and some are
column-oriented. In either case, the intersection of acolumn and arow is
referred to as an element.

The Line Items group shown on the Relation Information (REL) formin
Figure 1-18 is arow-oriented group. You read each set of fields across a row.
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REL-Relation Infarmation
i Friend
Spouze D e Spouse Mame - Birth Last Mame Source
[ M) [pooooot | [Mr. Kenneth J. Slavin | [ | |
ChidlD e Child Hame --------- Gen  Birthday Source Class
Table w B &
) E
I e
Element .
ParentIDl e Parent Mame -------- --Relation-- Source Class
) s
Row Fl ) v
Otheril Other Relation M ame - --Relation-- Source Clazs
) ~
) =
) )
Figure 1-18: Example of a Row-Oriented Group
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Form Control Buttons

Ul offers several control buttonsthat assist you in viewing and editing data, as
shown in Figure 1-19.

COMT-Campus Organizations

Campus Organization: Sk

Description | =]
Wind Type [FUM  For Fun
n OV.V Purpoze IFle— Detail Button
Operation )~
Button Default Role | MGS  Member in Good Standing Date/
Organization 1D | 0016307 Ski Club E] Calendar
Locations MAIMN Main Campus = Button
Year Approved | 1996 @ I
Recharter Date | 01/01,00
M aw Members 30 [@
Members/dvisars |2 [IF] Calculator
Characteristics OPEN Open to all Students w = Button
Functions v A~
v |
Spongars Rossignol Ski Equipment E] ~ Drop-DOWH
Ski Chalst I« Table Button
Grouping R
Cormments E] =
Scroll Buttons
Figure 1-19: Form Control Buttons
Detail Button
Some forms give you only limited or summary information about a certain
item, but provide you with the capability of moving to another form. This
form, which is known as a detail form, provides more complete information
on that item.
For example, as shown in Figure 1-20, the Student Profile (SPRO) form
contains the Academic Program field. The Academic Program field provides
only a code that indicates the name of the program. To theright of thefield is
aDetail button ] , which allows you to detail to the Student Academic
Program (SACP) form for more information about the academic program.
Guide to User Interfaces, May 24, 2006 1-23
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SPRO-Student Prafile

1D: 0000:

Preferred Mailing Address
TE Handsville Road

Preferred Residence

76 Handzville Road

A
Restricti
Drirectory/Priv

Transcr

Academic Lyl | UG
Statuz/Dt/Opr
Location/Catalog
Admit Status
Dept/Div/School
Acad Standing/Dit

ad Program: UG.UMDEC

Home Local SPRO-Student Profile SACP-Student Academic Program |

Faitax | [22033 | Faifax 22033
Change Address EI!] Ant
Acadenic Cust Acad Status Cropl At
Frogram Fam Lewvel Status Date Date Status
[ uG.UNDEC [ (Mo | (UG | [Graduate | [04/09/38 ] | | | =
Student Types/Date | =
Start Mt Frrd Tt

UG.UNDEC

Clazz Lwl

.4

Acad Lvl Standing

[04/03/33] [wME

BLSTH Ballston Campus |

[ 1996 Catalog for 1995/97 |

GEML Driertation |

(]

Start/End Dt | 0272057 [@IF) [ 05/31/58 @

L
Ak Cropl Dt bk

Dearee |M Azzoc OF Arts

CCDs

Maijars GENL General Shudiss

tinors

Specializations
Program Additions E] Advisors E]
D& EwaldCust HE] Counzelors H[]

Printed Comments
Commerits

-

Figure 1-20: SPRO Form Detailed to SACP Form

Although the usual workflow isto access a detail form from another form,
some detail forms are also available from the treemenu. Others, even though
they are not listed on amenu, may still be accessed directly. Detail forms that
can be accessed only via another form are referred to as detail-only forms. If
you try to access a detail-only form directly, a message is displayed telling
you that you cannot do so.
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You will know adetail formisavailable from afield if thereisaDetail button
to the right of the field. Such fields are referred to as detail fields.

ensure that each record is completed properly, only one form can be
edited at a time. All forms below the current open form are inquiry only
and do not allow input. Data on these forms is grayed out while another
form is active.

i Note: The tab farthest to the right represents the active form. To

Window Operation Button

A Window Operation button enables you to insert or delete arow of
data. When you click the Window Operation button, the Select Window
Operation dialog box is displayed, as shown in Figure 1-21.

Select Window Operation to Perfarm

[ Inzert H Delete ][ Cancel ]

Figure 1-21: Select Window Operation Dialog Box

m Click Insert toinsert a new row above the current row.
m Click Delete to delete the current row.
= Click cancel to leave the row unchanged and return to editing.

Scroll Button

Scroll buttons enable you to view multiple values. There are two different
types of scroll buttons:

= Small buttons appear to the right of fields that display one value at a
time.

e

¥ Larger buttons appear to the right of fields that display two or more
values a atime.
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Date/Calendar Button

A Date/Calendar button & appears to the right of each date field. Click the
Date/Calendar button to display the calendar browser, as shown in

Figure 1-22.
cd < |
Sun Mon Tue Wed Thu
260 27 28 29 30
3 1 ] G 7
10 11 12 13 14
17 18 19 |20 21
24 25 26 27 28
J 1 2 3 1

> =3

Fri Sat

1 2
g 9
15 16
22 23
29 30
5 6

Figure 1-22: Calendar Browser

Click the single arrows to scroll the calendar backwards | <] or forwards |
by month, or the double arrows to scroll backwards < or forwards =5 by
year. Click the desired date in the body of the calendar to select it.

Calculator Button

A Calculator button appears to the right of each numeric field. Click the
Calculator button to display a calculator, as shown in Figure 1-23.

16.

|
c Jlee ][« |

2

o]

S

s e ]

N

]

+

Enter

Figure 1-23: Calculator Feature
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Drop-Down List Button

A Drop-Down Table button + appearsto theright of each field that has a
predetermined set of valid entries. Click the Drop-Down List button to display
alist of valid codes, as shown in Figure 1-24.

Characteniztics

Functions [ [DMLST Dean's List Participants
[Z WOMEM  Female Members Only
MEM  Male Members Only
Sponsors (1] RSRCH Research Organization
[Z]OPEN  Open to all Students

Figure 1-24: Validation Code Table

Click the appropriate code to select it.
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Finding a Record

Field Validated
Against Another File

LookUp Indicator

Most maintenance forms require you to select a specific record to view or
maintain. For example, to change a person’s address, you must first specify
which person you want to see.

You specify the record to work with by responding to the LookUp prompt that
is displayed after you access aform. LookUp prompts are |abeled according
to the type of LookUp you are performing.

LookUps that pertain to people or organizations are referred to as person- and
organization-related LookUps. Person LookUp, Student LookUp, Applicant
LookUp, and Vendor LookUp are afew of the person- and organization-
related LookUpsin Benefactor or Colleague.

Some fields within forms are validated against other files. LookUpisusedin
such fields to help you locate valid codes or items that you want to associate
with the main record on which you are working. When you are in afield that
isvalidated against another file, you will see a LookUp indicator in the lower
left corner of the form, as shown in Figure 1-25.

MAE-Mame and Address Entiy

Hancock, kr. Figam ID: 1103068 Age: 43

Home: 703 Birth: 07/12/1361

I

Prefis Persan 1D [ 1103088
Mame LFM BT S ¥ | Figaro | |
Suffix ¥
Address (1] 4375 Fair Lakes Ct ) =
CSZ/Crty | | | |
Res Crty/State | FAIRFAS Fairfas County WA Virginia |
Cauntry Source [I]l M =
Phome/Ext/Ty (1] 703 IF | | \E v =
Drigin/Date |AL  Alumni |»  |11/30/04)|
55N Address Change
Birth Date | 011241361 @I Source v
Ethnic/Gender || | Date E
Mail Codes EE By |MEH

E-Mail adr (U PRI [+ | |
Pref Name | Mr. Figaro Hancock |

tail Mame tr. Figara Hancock |
Other LFM [ || |

— Ethnic Group LooklJp

Figure 1-25: Example LookUp Indicator for a Field
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Using LookUp to Find Records

If you know the ID, or key, for the record you need, you can simply enter it at
the LookUp prompt. For example, Beth Hancock’s ID number is 0356. As
shown in Figure 1-26, if you enter 0356 at the Person LookUp prompt for the
Name and Address Maintenance (NAE) form, information about Ms.
Hancock is displayed.

Perzon LookUp
0356

[0k [ Cancel | | Detal | [ Finish | [ Hep |

Figure 1-26: Basic LookUp

When you do not know the record ID, LookUp provides a number of options
that help you find the record using the information you do have. For example,
if you do not know Ms. Hancock’s ID number, you can enter her last name at
the Person LookUp prompt. If you enter “hancock” at the Person LookUp
prompt for the Name and Address Maintenance form, a resolution form
displays alist of all the people in your database whose names begin with
“Hancock.”* You can then select Beth Hancock from this list. See “Findi ng
Multiple Records’ beginning on page 1-30 for more information about
finding multiple records.

1. A resolution form isaform that displaysalist of all records that match the search
criteriayou entered at the LookUp prompt.
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Finding Multiple Records

When you want to review or work with a set of records on agiven form, you
can select multiple records directly from aresolution form, as shown in

Figure 1-27.

MAE-Mame and Address Entry | HAE-Mame and Address Entry |

PERSON Lookup Screen

T using PEREON, VWiew: Combined
x
D Seg: HName Address SEN
I, Status (Reunion Class) Entry Date
Select All Records g
Source (Birth MName) Where Used Eirth Date
e
E: Johnson, Bruce N 245 Quail Dr 423-41-Z338
oolzo4de Merritt Island, FL 2ESLZ-4€78 1E/09796 T
Select STA 04710473
Desired — F 6: Johnzon, Christopher P 3408 Dinshawen Cir 475-69-9131
Records 0014353 Haughton, Li 7l037-3394 12709736
PEER 0ls06/732
7: Johnson, Cindy P 1 Main St 169-22-3333
0000754 Cherry Hill, MJ 08003 08/02/594
ATP,MAT
I:‘ 8: Johnson, Dan
O0E4z283 03711703
PER
Controller LookUp
. W
Resolution Box hd
Controller LookUp Besolution Page Z/11

Seq Number, (F)lagy, (Viiew, (S8)ort/Select, (4)dd: ||

Figure 1-27: Resolution Form

You can select agroup of recordsin any of the following ways:
= Click the box to the left of the Seq: Name heading, or enter FA (Flag All) in

the Controller LookUp Resolution box to select all recordsin the list.

= Click the box to the left of each desired record.

= Usethe keyboard to enter F(lag) in the Controller LookUp Resolution box,
followed by each sequence number of the record you want to select. Each

selected record is highlighted when you press ENTER.

BENEY
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When you have selected all the records you want, click the Save button at the
bottom of the resolution form. Ul displaysthe first of your selected records on

the form.

You can make changes, save, and exit. You can then display the next record or

jump to ancther record in the group. Ul Desktop shows which record is
currently displayed at the bottom of the form, as shown in Figure 1-28.

MNAE-Mame and Address Entry

I ame: LFi
Suiffis

Person ID | 1103068

!] | Figaro
v

CSZ/Crty

Country

Phore/Ext/Ty (1] 703

Origin/Date | AL Alumni

Ethitic/Gender

Address (1] 4375 Fai Lakes Ct I =
Fies Cnty/State | FAIRFA Fairfax County Wi Wirginia
Source |
|v 11,/30/04 E
S5N Addresz Change
Birth Drate | 011241361 Saurce
| Date | 11/30/04
[~ By | MEH

Iail Codes

E-Mailadr (1| PRI v |

Fref Name | kr. Figaro Hancock

M ail Name Fr. Figara Hancock

Other LFM

Figure 1-28: Displaying One Record of a Group

< ¢
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Toggling Through Multiple Records
To toggle through the records in a group, you must first save or cancel
changes to the currently displayed record.
Save a Record and Display Another Record

Perform the following steps to save the current record and display another
record in the selected group:

Step 1. Click save. Anaert box prompts you to update, cancel or return to editing,
as shown in Figure 1-29.

|Ipdate record, Cancel record or Return to editing

Figure 1-29: Alert Dialog Box: Update, Cancel, or Return

Step 2. Click update. An Alert box is displayed, as shown in Figure 1-30.

A lizt of records i active. Discard entire list, goto
previous record, go to nest record o jump to a record’?

| Discard | [ Frevious ] [ et ] [ Jump ]

Figure 1-30: Alert Dialog Box: Discard, Previous, Next, or Jump

Step 3. Choose one of the following actions:
m Click Previous to moveto the previousrecord in the list.
m Click Next to moveto the next record in thelist.
m Click Jump to select a specific record in the list.
m Click Discard to discard the entire list.
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Step 1.

Step 2.

Step 3.

Cancel Your Changes and Display Another Record

Perform the following steps to cancel your changes to the current record and

display another record in the selected group:

Click cancel. An alert box prompts you to cancel or return to editing, as
shown in Figure 1-31.

Cancel record or Return to editing

Figure 1-31: Alert Dialog Box: Cancel or Return

Click cancel. Analert box is displayed (an example of the alert box is
shown in figure 1-30).

Choose one of the following actions:

Click previous to moveto the previous record in the list.
Click Next to move to the next record in the list.

Click Jump to select a specific record in the list.

m Click Discard to discard the entire list.
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LookUp Shortcuts

There are anumber of standard L ookUp options available to help you with
almost all types of LookUp.

In addition to these standard options, many types of LookUp aso provide
special shortcuts to help you find what you are looking for. See “Person- and
Organization-Related LookUp Shortcuts’ beginning on page 1-38 for more
information about special LookUps.

Standard LookUp Shortcuts
There are several LookUp shortcuts that work with most types of LookUp.

LookUp options that do not work for person- and organization-related
LookUps are noted in the “Hints” column in Table 1-2.

prompt

The last record you displayed An “at” sign (@) The “at” (@) sign allows you to

during this login session. retrieve the last form-appropriate
For example, both the Name and record you displayed in most, but not
Address Maintenance (NAE) form all, cases.

and the Address Maintenance
(ADR) form are people-related
forms. If you display Fred Smith’s
record on the NAE form, and then
you access the ADR form, you can
retrieve Mr. Smith’s record on the
ADR form by entering e.

A list of all records appropriate | An ellipsis (. . .) Due to the size of Person and
for this form. Organization LookUp, the ellipsis is
not supported for these files.

A list of fields in the file that A semicolon (;) You can use the field names to
contains the record you are construct a query statement to look
seeking. (=) for a record.

Table 1-2: Standard LookUp Shortcuts
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Finding a Record

prompt

All records in which a specific
field contains a value (that is,
the field is not blank).

; fieldname

For example, on the Approvals
Needed (APRN) form in the
Financial System’s Accounts
Payable module, to see a list of
approval records for individuals who
are limited in the purchase order
amount they may approve, enter the
following:

;japprv.po.max.amt

All records in which a specific
field’s value matches a
particular string.

;fieldname string

For example, on the Approvals
Needed (APRN) form in the
Financial System’s Accounts
Payable module, to see a list of
approval records for individuals who
can approve up to $10,000 on a
purchase order, enter the following:

;apprv.po.max.amt
10000

Text values, such as “Hall,” are often
case-sensitive.

With the exception of a person’s
name, multiword values must be
enclosed within double quotes.

You can also look for multiple values
at one time. For example, to see a
list of approval records for
individuals who can approve up to
$10,000 or up to $15,000 on a
purchase order, enter the following:

;apprv.po.max.amt
10000 15000

All records in which a specific
field’s value begins with a
particular string.

;field string...

For example, on the Job Skill
Definition (JSKL) form in the Human
Resources System’s Personnel
module, to see a list of all job skill
definitions whose descriptions begin
with the word “Typing” or “Type,”
enter the following:

;jsk.desc Typ...

Use this option when you are not
sure how the item you are looking
for is spelled or worded but you
know how it starts.

Remember that text values, such as
“Typ,” are often case-sensitive.

Table 1-2: Standard LookUp Shortcuts (cont’d)
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prompt

All records in which a specific
field’s value contains a
particular string.

;fieldname
...string...

For example, on the Job Skill
Definition (JSKL) form in the Human
Resources System’s Personnel
module, to see a list of all job skill
definitions whose descriptions have
the word “Typing” or “Type” in them,
enter the following:

;jsk.desc ...Typ...

Use this option when you are not
sure how the item you are looking
for is spelled or worded but you
know that it contains a certain word
or part of a word.

Remember that text values, such as
“Typ,” are often case-sensitive.

All records in which a specific
field’s value ends with a
particular string.

;fieldname
...string

For example, on the Job Skill
Definition (JSKL) form in the Human
Resources System'’s Personnel
module, to see a list of all job skill
definitions whose descriptions end
with the word “Wpm,” enter the
following:

;jsk.desc ...Wpm

Use this option when you are not
sure how the item you are looking
for is spelled or worded but you are
fairly certain about how it ends.

Remember that text values such as
“Wpm,” are often case-sensitive.

Table 1-2: Standard LookUp Shortcuts (cont’d)
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prompt

All records in which a specific
file's value contains several
strings.

; fieldname
...stringl...string2

or any combination of strings and
ellipses to achieve the desired
result.

For example, on the Job Skill
Definition (JSKL) form in the Human
Resources System’s Personnel
module, to see a list of all job skill
definitions whose descriptions
contained the word “Typing” followed
by the number “80,” enter the
following:

;jsk.desc
...Typing...80...

Use this option when you are not
sure how the item you are looking
for is spelled or worded but you
know that it contains certain words
or parts of words. You can use any
combination of ellipses and strings
to find what you are looking for.

Remember that text values, such as
“Typing,” are often case-sensitive.

All records in which a specific
field’s value is related in some
way to a particular string (for
example, is greater than or
less than something).

;fieldname operator
string

The following are valid operators:

= or EQ (equal)

<> Or NE (not equal)

> or GT (greater than)

>= Or GE (greater than or
equal to)

< or LT (less than)

<= or LE (less than or equal to)

UNLIKE (use this operator only
when you use an ellipsis in
specifying a data value)

For example, on the Approvals
Needed (APRN) form in the
Financial System’s Accounts
Payable module, to see a list of
approval records that were added on
or after January 1, 1999, enter the
following:

;approvals.add.date
ge 010199

Table 1-2: Standard LookUp Shortcuts (cont’d)
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Person- and Organization-Related LookUp Shortcuts

The information most commonly used to look for a person or organization is
the name of the person or organization. Table 1-3 presents the LookUp
shortcuts you can use with person- and organization-related L ookUps.
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prompt

Search using a person’s name.

lastname (at least the first two
letters)

lastname, firstname

lastname, firstname
middlename

lastname, firstname
middleinitial

firstname lastname

firstname middlename
lastname

firstname middleinitial
lastname

For example, to look for or add a
new person with the name of
Robert Taylor Smith, you could
enter any of the following:

sm

smi

smith

smith, robert

smith, robert taylor
smith, robert t

robert smith

robert taylor smith

robert t smith

You must enter an underscore (_)
between the parts of multiword
names. For example,

van dyke, jo anne

You can also enter only the
beginning of the first and last
names (at least the first two letters
of the last name). For example,

sm, ro
ro sm

LookUp finds any record with a
primary, birth, former, or other
name like the name entered.

If you choose to add a new record
after looking someone up by his or
her name in this manner, then
regardless of how you entered the
name, each word in the name is
transformed into lowercase and
then capitalized appropriately; for
example, if you enter van_dyke,
jo_anne, you would get “Jo Anne
Van Dyke.”

Table 1-3: Person- and Organization-Related LookUp Shortcuts
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prompt

Limit a name search.

Enter any of the following after the
name:

;C city

;st state/province

;z zipcode/postalcode
;£ country

;y class

;S source

;ps status

For example, to find the Robert
Smith whose preferred address is

in Boston, enter the following:

robert smith ;c boston

You can string together more than
one restriction for a search, as
long as you separate each
element of the search with a
semicolon.

For example, to find the Robert
Smith whose preferred address is
in Boston and who is associated
with the reunion class of 1954,
enter the following:

robert smith ;c boston
;y 1954

Search using a particular Social
Security or Social Insurance
number.

;88 SSN/SIN

For example, Mary Browning'’s
Social Security number is 264-99-
8765. If she gives you her Social
Security number instead of her ID
number, enter the following to look
her up:

;Ss 264998765

You may enter hyphens, but they
are not necessary.

Table 1-3: Person- and Organization-Related LookUp Shortcuts (cont’d)
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prompt

Search using an organization’s
name.

orgname

For example, to look for or add a
new organization with the name of
Universal Office Supplies, you
could enter any of the following:
universal

office

supplies

universal office

universal office supplies

If you choose to add a new record
after looking up an organization by
its name, then regardless of how
you entered the name, each word
in the name is transformed into
lowercase and then capitalized
appropriately; for example, if you
enter universal office
supplies, you get “Universal
Office Supplies.”

Limit a name search.

Enter any of the following after the
name:

;C city

;st state/province

;z zZipcode/postalcode

;£ country

For example, if you wanted to find
the Universal Office Supplies in
Dayton, you could enter the

following:

universal ;c dayton

Table 1-3: Person- and Organization-Related LookUp Shortcuts (cont’d)
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Adding Records from a LookUp

You can also use LookUps to add new records from certain forms.

When you want to...

Enter his at the LookUp

Preserve capitalization as entered
when adding a new person.

prompt

=name

For example, if you enter
=JoAnne T di Marco,then
the name displays exactly as you
entered it. If you enter only
joanne t di_marco, then
the name is capitalized as follows:
Joanne T. Di Marco.

Preserve capitalization as entered
when adding a new organization.

=orgname

For example, if you enter =e e
cummings Institute,then
the name will be displayed exactly
as you entered it. If you enter only
e e cummings Institute, then the
name is capitalized as follows:

E E Cummings Institute

If the name is not preceded by an
equal sign, then regardless of how
you entered the name, each word
in the name is transformed into
lowercase and then capitalized
appropriately.

Table 1-4: Adding Records from a LookUp Prompt

LookUp Strings

You can string together several LookUp criteria. For example, on the
Campaign Planning (CMP) form in the Alumni and Development System’s
Campaign Management module, if you wanted to find the campaigns that
start in March and that have a campaign goal of $10,000 or more, you would

enter the following:

;activity.donation.goal ge 10000 ;activity.start.mo
nth 3
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Viewing Online Help

O

Field Help

Function Help

Online help provides you with detailed information about Envision forms.
There are three categories of online help:

= Field Help. An explanation of each field on each form.
= Function Help. A list of frequently used keyboard shortcuts.
m Process Help. An overview of each form.

Note: The About command in the Help menu enables you to view
version and licensing information.

To access field help while working in aform, go to the field for which you
would like help, and do one of the following:

m Choose Field Help from the Help menu.
= Click the Field Help button g on thetoolbar.

Keyboard Shortcuts are keystroke combinations that can be used to perform
functions that are normally accessed by using the mouse in Windows.

To access alist of frequently used keyboard shortcuts from any location
within aform, choose Function Help from the Help menu. The HEL P and
FUNCTION KEY Information box is displayed, as shown in Figure 1-32.
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Process Help

HELP and FUNCTION KEY Information

COMMONLY USED KEYBOARD SHORTCUTS

[ alternative kevstroke combinations separated by | )

tove to the nest field Tab

tove to the previous field Shift+T ab

tove forward onhe row Do Arrow
tiove back one row p Asrrow

towve fonmard one screen FPage Up

tove backward one screen Fage Diown
towve to the beginning of the current field  Home

taove to the end of the current field End

tdovve to the firgt row of a window Chrl+Home

tove to the last row af a window Crl+E nd

Field insert Ctl+l | Inzert | F3
Figld delete Chrl+D | Alt+F, F [ Alt+E, D | F4
Open the File menu Alt+F

Cancel Alt+F, C | Shift+F8
Save [Update) Al+F, 5 |F10
Cloge [Finizh] Al+F, L |F9
Detail alf, O F2
Direct Access Alt+F, & | F8

LY

Figure 1-32: Help and Function Key Information Box

Process help provides you with an overall description of the purpose of the
selected form. It does not provide detail ed i nformation about specific fieldson
aform. To access process help from any location within aform, choose

Process Help from the Help menu.
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Performing Tasks

In This Chapter

O

This chapter helps you learn how to use Ul with Benefactor or Colleague. It
includes an overview for accomplishing various tasks, such as using Query
Builder, Importing and Exporting records, Batch Processing, and using the
Multiline text editor.

These utilities are wintegrate products. For detailed instructions for using
these utilities, please refer to wintegrate documentation or online help.

Note: Query Builder, Import File, and Export File are available only to
clients using UniData. Clients using SQL Server or Oracle can use the
utilities provided with those products.

Query Builder

O

Query Builder isa UniData utility that Datatel makes available with
Colleague and Benefactor. It provides afront end to the query language on
your host system.

Note: Because access to Query Builder is governed by Envision
security classes, you may need to consult your system administrator
to obtain the necessary permissions.

To access Query Builder, choose Query Builder from the Options menu. The
Query Builder dialog box is displayed, as shown in Figure 1-33.
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Query Builder
[ Open... ] [ Save... ] [ (] l [ Cancel
Werb: | b |
File: | | [T]
Items: | | Items...
Sort: | | Sart...
Output: | | Cutput...
Heading: | | Heading...
Footing: | | Footing...
Grand Total | | Grand tatal...
Cutput T Suppress:
(%) Screen [ Detail lines
() Report Viewer [Jitem ID
i 1P iy
() PC/Process [ Col. heading
sooe. | | )
After: | |

— &

Figure 1-33: Query Builder Dialog Box
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Importing and Exporting Files

O

Import File and Export File are UniData utilities that Datatel makes available
with Colleague and Benefactor. Import File and Export File allow you to
transfer data to and from your host PC.

Note: Because access to Import File and Export File is governed by

Envision security classes, you may need to consult your system

administrator to obtain the necessary permissions.

To import or export files from the host PC, choose Import File or Export
File from the Options menu. The Import File From Host dialog box is shown
in Figure 1-34, and the Export File to Host dialog box is shown in

Figure 1-35.

Import File from Host

Host file:
Iterms:

Fields:

Local file:

Fath:

Format;

Orveenrite;

Transzlate:

[ Open... H Save... ] [ (1] 8

Cancel

| Accaunt:

=

S

CADocumentz and Settingzi\meh DATATELMA. . uwlntegrate

Mode
ASCII

{*) Mormal [] Suppress ID
Mo ¥ | () Caphure [ Field descriptions
ASCI w | () Reformat [ Infarm when done

Timeout: |5 Retries: |3

Files...
Items...

Figlds. ..

Browse...

Clear

Help

Advanced...

U [

Figure 1-34: Import File From Host Dialog Box
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Export File to Host

X
[ Open... ] [ Save... ] [ (] l [ Cancel ]
Local file: || | [ Browsze... ]
Fath: C:ADocumentz and Settingshmeh. DATATEL MMy Documen... b
Huoszt file: | Account; | [ Files... ]
[tems: * |[ [tems... ]
Fields: | | Fields.. |
Format: | ASCI Y| | CIMulie disks
Ovenarite: | Mo w | [ Infarm when done
Tranzlate: | ASCI b | Timeout

Figure 1-35: Export File to Host Dialog Box
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Batch and Report Processes

When you run batch and report processes, the Progress Bar Graph displaysthe
progress of each process.

As each process completes, Envision displays a Finish prompt. Click Finish
to start the next process and view its progress. Continue clicking Finish as
each prompt appears.

To view all of the processes consecutively (without having to click Finish for
each process), select the Close automatically when complete check box.

There are four types of progress bar graphs.

Message Bar Graph

Thistype of graph displays the messages of a process, without the progress
bar.

- Operator, Security Report

[ ]
[ ]

Close automatically when complete

Scanning Modules ... ~
Scanning Processes for 5T ..

Scanning Processes for CORE ...

Scanning Processes for UT ..

Scanning Operators ..

Frinting Operator AJ8 ..

Figure 1-36: Message Bar Graph
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Single-Process Bar Graph

Thistype of graph displays asingle processin a bar graph.

7 Updating file: APPLICATIONS.CC (1 of 6)

Started 16:36:20 Sep 01 2004
Current 16:36:36
Total Elapsed 00:00:16
Eszt. Completion 16:40:46 Sep 01 2004
Ended

Processed 130 of 2163
EEem )

( ]

Cloze automatically when complete

Figure 1-37: Single-Process Bar Graph

Multiple-Process Bar Graph

Thistype of graph displays more than one processin multiple bar graphs.

'f Final Grade Report - Yerify Students

Started 08:56:36 Sep 02 2004
Current 025716

Total Elapsed 00:00:40
Ezt. Completion 08:57:34 Sep 02 2004
Ended 08:57:16 Sep 02 2004

Processed 3503 of 3503

Cloze automatically when complate

J503 recaords zelected tolist 0.

3803 key(z) saved to 1 record(z).
3803 records retieved to list 0.

Figure 1-38: Multiple-Process Bar Graph
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Terminal Window Bar Graph

Thistype of graph displays the Process Generator (GEN) and Screen Painter
(Painter) processes. Your system administrator can optionally choose to
display all of your bar graphsin a Terminal Window. The administrator can
also choose to display specific processes in the terminal window bar graph.

lUpdating file: APPLICATIO of 6} ”~

H 14:21:42 Sep 14 2004 r 188z
M 14:21:49 952
B 6000687 ro98z
(f 14:26:44 Sep 14 2004 852
r 88z
752
782
652
r 682
952
98z
o 45%
r 4Bz
352
r3ez
r25%
28z
152
18z

Processed@iliGEEMOF 2163 itens

Ready Lm 21, Col &7

Figure 1-39: Terminal Window Bar Graph
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Browsing Reports

The Report Browser allows you to view reports easily in a Windows
environment. During viewing, the browser imports the document one page at
atime as requested, to avoid lengthy download times.

one page at a time, there is a momentary delay between clicking a

i Note: Because the Report Browser delivers the report to the client
page selection button and seeing the page appear on the form.

Procedure for Browsing a Report

To use the Report Browser, perform the following steps:
Step 1. Select the desired report from the treemenu.

Step 2. Enter the desired report parameters, and update from the form.

Figure 1-40 shows an example of the report parameters.

BDEP-Bank Deposit Report

Start Date | NMEES
End Dale | 02/04/04

Bankz
01 General Checking
09  Swizs Royal Bank

Additional Selection Criteria | Mo

Figure 1-40: Bank Deposit Report (BDEP) Form
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Step 3. Onthe Periphera Defaultsform, select H Hold/Browse File Outputin

the Output Device field, as shown in Figure 1-41.

BDEP-Bank Deposii Repol

2|
r[l

Output Device J P Printer Spoaler

Pritter
Form Mame
Banrer
Copies
Drefer Time
Other Options
MOEJECT

A Prinker

Electronic M ail Deliver
vz File Dutput

MPC Printer Jutput

Frinter 5pooler

Sernial Line Output

Tape Urit Output

S alet

5 Styleshest Printing

= s m I

=0T

|

2 | MFMT

3

L]

Page Width
Page Length
Top Margin
Bottom Margin

132

Figure 1-41: Output Device Field: Peripheral Defaults Form

Step 4. Continue to complete the forms until a bar graph displays. (See “Batch and
Report Processes’ on page 1-49.)

Note: Depending on the type of report, Envision displays various
forms that you continue to update. For example, many processes
generate an error report in addition to the output report. Envision
opens a Peripheral Defaults form for each report. Also, Envision often
opens the Process Handler form that allows you to set processing

parameters.
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Step 5. When all records are processed, you are prompted to browse the HOLD files.
The Report Browser is displayed. Figure 1-42 shows atypical report pagein
the Report Browser.

Title Bar Tool Bar

f_’ Report Browsen

Rroon|oos

Scroll Bars

Figure 1-42: Report Browser

gep 02 2004 EANK DEPOSIT REPORT Page 1
08:37

Deposit Banlk gessionis) Deposit
Date Humber Banlk Account Humber Payment Method Tozal Amount
02710797 1 General Checking 101234EE789 AMX Rmerican Express 10937.00 10,537.00
L, CASH 43ESE. 77 43,E98.77
CC-1 Credic Card - no limic 10E. 00 10E. 00
CK Check 2zE.00 2zE.00
CK-1 Check-no limit 3400.00 3,400.00
MC MasterCard 2zE.00 2zE.00

VEA VISA Charge 1E050. 00

Deposit Total:
02710797 2 gwiss Royal Bank I01234EETES CASH 310.00 310.00
CC Credit Card 3787.4E 3,787.45
CK Check 10319.25 10,315.29
CK-1 Check-no limit El€.E3 El€.E3
Deposit Total: 15,533.27
Day Total: §5,074.04

1-54

Guide to User Interfaces, May 24, 2006

© 2006 Datatel, Inc.



Browsing Reports

Using the Report Browser Toolbar

Use the toolbar buttons, shown in Figure 1-43, to navigate through the report,
print the report, or save a copy.

Current Page/
Total Pages/
Change Page

Import Next Page Last Page
| 1 |
Exit " : : :
. : At | Print Remote
Browser 13. = @ r;_? 113 | @ QD & &
I .
First Page Previous Page L PrintLocal
Figure 1-43: Report Browser Toolbar Detail
The Report Browser Toolbar buttons are described in Table 1-5.
Button Name Description
Ed Exit Browser Close the Report Browser and return to the application workspace.
A Import Save a copy of the report to your network or local hard drive. You are
prompted to specify a name and path for the saved report.
2 First Page Jump to the first page of the report.
) Previous Page Move to the previous page of the report.
E/1E Current Page/Total Shows the number of the currently displayed page and the total
~ | Pages/Change Page number of pages in the report. You can also jump directly to any page
by typing the page number in this field and then pressing Enter.
(5 Y Next Page Move to the next page of the report.
[ Last Page Jump to the last page of the report.

Table 1-5: Report Browser Toolbar Buttons
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Button Name Description

Print Local Print the report to a local printer (such as a printer that is accessible
from Windows). This option downloads the report to your PC and
uses Windows to print the report. When you select Print Local, a
Printer Setup dialog box is displayed.

%

For best results with the Print Local option, you must choose an
appropriate font size and page orientation. If the font is too large, the
report may not page properly or may be truncated short of the right
margin.

For reports that are up to 80 characters wide, click the Use Font
check box on the printer setup dialog and choose Courier New, 10.
Click the radio button for Portrait orientation.

For reports that are from 81 to 132 characters wide, click the Use Font
check box on the printer setup dialog and choose Courier New, 8.
Click the radio button for Landscape orientation.

In all cases, make sure that the Use character mapping check box is
checked.

2y Print Remote Print the report to a printer that is accessible from the host. This
option uses the operating system on the host to print the report,
without downloading it to your PC.

Table 1-5: Report Browser Toolbar Buttons (cont’d)

Setting Report Browser Preferences

You can resize the browser window to fit any selected report. If the entire
report does not fit on the form, vertical and horizontal scroll bars enable you
to view any part of it, as shown in Figure 1-42 on page 1-54. To customize the
font, background color, and text color, choose Font or Change Colorsfrom the
Options menu. See “ The Multi-Line Text Editor” beginning on page 1-58 for
information on setting report browser colors and fonts.
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Adding a Database

Step 1.

Step 2.

Step 3.

hen you initially install Ul on your PC, you have accessto only one
database. Before you can access additional databases, you or your
administrator must add them. Adding a database connects you to the
Colleague and Benefactor accounts that you need to access.

Use this procedure if you are adding a database from the Options menu in UL.
System Administrators can also add a database from the Datatel User Setup

program. For instructions for doing so, refer to User Interface Installation and
Administration.

Procedure for Adding a Database

From the Options menu in UI, select Add/Remove Databases.

The Add/Remove Databases window displays.

Click to # ndd/Remove Databases
add a
database Inztalled D atabases Available Databazes
C5_17clean ~ CorpTrain ~
CS_17cta ¢ CS_T1ETrainClean
CS5_17ins : CS_1ETrainlnstall
CS_17TrainClean CS_17ctn
C5_17Trainlnstal CS_17ctr
C5_1807 wing C5_bcdgl
C5_BenCleanMews C5_BenCleanMews!
C5_benconysl - C5_BenCorlnstSl
CS_Benlnst51 CS_BenConvlnatS1y
mos ->> CS_Benctab0471
1l 7be b CS_BenctrB0471 %
[ ar ] [ Cancel ]

Select the available databases (listed in the Avail able Databases window) that
you want to be able to access through Ul Desktop. Move each of those
databases to the Installed Databases window by selecting the database and
then clicking the single left arrow button.

Click ok to add the databases.

1. If the“Add/Remove Databases’ option does not appear on the Options menu, it may have been disabled for
you. Contact your system administrator.
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The Multi-Line Text Editor

O

Ul gives you the option to use either asingle-line text editor or the multi-line
text editor on the many Envision formsthat let you edit text. This multi-line

text editor automatically “wraps’ the text when you cometo the end of aline.
Thisfunction lets you enter text without having to use a“ hard carriage return”
when you get to the end of line, similar to most desktop publishing software.

The multi-line text editor lets you select multiple lines of text or al lines of
text and perform a*“copy and paste.” See “Copy and Paste Text” on
page 1-63.

Note: There are some limitations that you and your system
administrator need to consider before implementing the multi-line text
editor. For a discussion on these limitations, see User Interface
Desktop or Web Installation and Administration.

Single-Line Text Editor vs. Multi-Line Text Editor

The fundamental difference between a single-line text editor and a multi-line
text editor isthe automatic “text wrapping” capability. With asingle-line text
editor, you must manually start another line when entering text. This can be
cumbersome when you have alarge amount of text to enter. An example of a
single-line text editor form is shown in Figure 1-44 on page 1-59.

The multi-line text editor form lets you enter free-form text without entering
hard returns. The text wraps automatically as you type. An example of the
multi-line text editor is shown in Figure 1-45 on page 1-59.
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CRSE-Courses | UTEC-Courze Description
Comments
eqinning level course in vq?itten composition. The emphasiz is on |E]
grammar, sentence structure, paragraph structure a |E]
expogitony eszay. Three papers are required. |E]
) ]
®
(E] )
[
8
(N )
]
£
]
)
.
[

Figure 1-44: Example of a Single-Line Text Editor Form

CRSE-Courses | UTEC-Course Description

Comments

emphasis is onh grammar, sentence structure,
paragraph structure and the expository essay.
Three papers are regquired.

Figure 1-45: Example of the Multi-Line Text Editor Form

beginning lewel course in written composition. The E]
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When using the multi-line text editor, loading alarge amount of text may take
more time than a single-line editor. With a single-line text editor, the form
“loads’ the text one form, or fifteen lines, at atime. With the multi-line text
editor, the entire block of text isloaded at once.

Using the Multi-Line Text Editor

When you want to use the multi-line text editor to enter ablock of text, detail
on afield that has UTEDIT capability, such as a Commentsfield or
Description fiel d?. If there s existing text in the field from which you are
detailing, and that text exceeds the text limits of the multi-line text editor, you
will receive an aert message indicating the condition as shown in

Figure 1-46.

E izting text exceeds maximum line lenagth. Beformat? [v/MH]

Figure 1-46: Text Exceeding Maximum Line Length Alert Message

If you select Y on the Alert dial og box, the text will wrap on the multi-line text
editor form. You can then edit the text as needed. (If you decide not to keep
the modified text and want the original text, select Cancel.)

If you select N on the Alert dial og box, the text will wrap on the multi-line text
editor form, but you cannot edit the text. (The editor form displaysin inquiry-
only mode when you select N on the Alert dialog box.)

Figure 1-47 shows an example of text that exceeds the maximum line length.
In this particular field, you can scroll through the field to read the text. When
you detail from the field, you'll receive the Alert dialog box.

2. Not al fieldswith UTEDIT capability will have the multi-line text editor feature.
Some forms and fields are not coded to use the editor feature, but most are coded to
take advantage of the multi-line text editor.
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LNl M odert American Histon
Long Title Maodern American History (1900 - Present)

Drescription American History, The emphasis for this class is = =
Status Status Dt Appr Agency Appr Persan
[ = I e 1
T NN M odern Amenican History
Lang Title todem American History [1900 - Present) =
R 1 Description on American history from 1300 to the present. |E] =
ow Status Statuz Dt ApprAgency Appr Perzon
Vﬂ |r|?.-" S5 A fiv Rl im Biz=n
L IMNIEN fodermn Amernican History
Laong Title Modem american History (1900 - Present) =
Row 2 Description Thiee papers are required, |!] =
Status Status Dt Appr Agency Appr Perzon
v IE] [07/23/98 ]| [State Uriversi | [im Rizza |

Row 3

Figure 1-47: Example of Text Exceeding Maximum Line Length

If you use the multi-line text editor and want to keep text asit is, select N from
the Alert dialog box. Although the text will display wrapped on the text editor
(ininquiry-only mode) as shown in Figure 1-48, the actua format will not be
altered.

CRSE-Courses | UTEC-Courze Description

Comments

beginning lewel course in written composition. The E]
emphasis i= on

grammar, sentence sStructure, paragraph structure
and the

expository essay. Three papers are regquired.

Figure 1-48: Multi-Line Text Editor in Inquiry-Only Mode
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CRSE-Courses | UTEC-Courze Description

Comments

Although the text displaysin inquiry mode in the multi-line text editor, you
can still use aline editor (if you have access) to modify the text. (Thetext is
inquiry-only on the multi-line text editor.) To use aline editor, detail from the
multi-line text editor to access your line editor of choice. An exampleis
shown in Figure 1-49.

Detail to access a

beginning lewvel course
emphasis i= on

and the

line editor

in written composition. The E]

grammar, sentence structure, paragraph structure

expository essay. Three papers are regquired.

|Editing COMMENT . UARL

Choose an editor: ¢AYE, (ED, ¢Ciodewright, ECLXE, <UD, {(Wrord Perfect: E

/£ Datatel - sdgad 7014utst - ST
diting COFMEHT.URR1

3 lines long.

CBX

>335 p
HA01: Beginning level course in written composition. The emphasis is on
HABZ: grammar, sentence structure, paragraph structure and the Z
HA03: expository essay. Three papers are reguired. -
Bottom at line 3. Ln 2, Col 73
PSS |
v

Ready Ln9, Col&

Figure 1-49: Detailing from the Multi-Line Text Editor in Inquiry-Only Mode
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However, if you select Y on the Alert dialog box, the text reformatsin the text
editor. You can make changes, but if you save the information (without
cancelling), the text retains the new format. An example of the multi-line text
editor in edit mode is shown in Figure 1-45.

Note: When the text is wrapped, each line of the text is placed in its
own line within the record. In the example above, the one, long line of
text is wrapped, so the one sentence is split into four separate lines
within the record after reformatting.

Copy and Paste Text

The multi-line text editor letsyou copy text from a source document and paste
the text into the multi-line text editor. For example, you may have text from
an e-mail or other document that you want to copy into a Commentsfield or a
Description field. You can use standard copy and paste procedures between a
source document and the multi-line text editor.

Note: The multi-line text editor does not support graphics, so you
cannot cut and paste any graphic images into the editor. However, you
can copy text from the multi-line text editor when in inquiry-only mode.
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CRSE-Courses | UTEC-Courze Description |

Loading Existing Records

If you want to load an existing record into the multi-line text editor, you can
detail from the multi-line text editor (in edit mode or in inquiry-only mode) to
aline editor, then perform that editor’s standard load command. An example

is shown in Figure 1-50.

Comments

beginning lewel course in written composition. The

emphasis i= on

grammar, sentence structure, paragraph structure

and the
expository essay. Three papers are regquired.

Detail to access

a line editor

|Editing COMMENT . UAR1 -
Choose an editor: ¢AYE, (ED, ¢Ciodewright, ECLXE, <UD, {(Wrord Perfect: E
Datate dga 014
Editing COMMENT.UARL -
4 lines long.
>335 p
HAG1: Beginning level course in written composition. The
HEAZ: emphasis 1s on grammar, sentence structure,
HAB3: paragraph structure and the expository essay. g
HAB4: Three papers are required. —
Bottom at line 4. Lnz, Cal 73
»>»>>: LOAD_HOLD_REPORT.TEXT
Starting linesfield number - 1
Ending line/field number - 32
E
Ready Ln 12, Col 31
Figure 1-50: Detailing from the Multi-Line Text Editor to a Line Editor
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If the text you load exceeds the length of the maximum line length, the Alert

message displays (as shown in Figure 1-46 on page 1-60). Select Y to
reformat the loaded text, or select N to ignore any changes.

Date and Time Stamp

With the single-line text editor, you can use the pound key symbol (#) to date
and time stamp your text. You can use the Date/Time/L ogin option from the

Edit menu as shown in Figure 1-51.

File: Favaorikes  Tools Help
M Cuk

Copy
= Paste

Wide Edit
Field Delste
Date|Time/Lagin Stamp

Figure 1-51: Example of the Date/Time/Login Option

Note: You can use the Date/Time/Login option on many fields, not just
Comment fields and Description fields.
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Customization

In This Chapter

This chapter helps you learn how to customize the look and feel of Ul with
Benefactor or Colleague. It includes instructions for defining user preferences
and field customization.

Defining Your Preferences

Ul provides you with away to personalize the look and feel of how the forms
appear on your PC. You can define your preferences for the following:

= Font
= Colors
= Favorites

Ul supports multiple user settings on one PC. If aPC is shared by more than
one user, Ul maintains individual color settings, font sizes, and favorites
menus for each user ID.
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Defining Fonts

You can use the Fonts dialog box to change the text fonts that are used in
forms, reports, resolution forms, and the multi-line text editor.

Windows display to use small fonts. With lower resolutions, such as
800x600, some forms and resolution forms may not display correctly
using large fonts.

i Note: For best results, we recommend that you configure your

Procedure for Defining Font Preference

Follow these steps to define your font preferences:

Step 1. From the Options menu, choose Font. The Font dialog box is displayed, as
shown in Figure 1-52.

ff Font

Formz Font; Size:

] " a "

Formz Text

Report Faont; Size:
Courier Mew w g w
Beport Text

Rezolution Screen Font: Size:
Courier Mew w a w

Pe=zolution Screen Text

Figure 1-52: Font Dialog Box
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Step 2. Usethe drop-down lists to set the font styles and sizes individually for forms,
reports, and resolution forms. Click OK to save the settings. The new settings
will take effect the next time you start Ul.

included in a drop-down list, type the font name into the edit field. If the
font is available, the sample text below the edit field adjusts to the new
setting. If the sample text does not change, the font is not valid.

i Note: If you want to use a font that is available on your PC but not

Ul supports proportional fonts; however, resolution forms and the
Report Browser require the use of fixed fonts because of the precise
formatting of their output. For these fonts, you are restricted to the
values supplied in the drop-down list.

Note: The fontyou set for the resolution form is the same font that will
© be used by the multi-line text editor. For information about the multi-
line text editor, see “The Multi-Line Text Editor” on page 1-58.

Defining Colors

You can use the Color options to change the colors of avariety of form
attributes. Follow these steps to define your color preferences:

Step 1. From the Options menu, choose Change Colors. The Visual Attributesdialog
box displays, as shown in Figure 1-53.

ff Visual Attributes X
Mormal Evnample Text I Farit Calor l [ Background ] oK
Header: Erample Text ’ Font Calar l ’ Background ] [m]
| nguiry: Enample Text [ Font Colar l [ Background ]

Detail: Enample Text [ Font Colar l [ Background ]
Ihg/Det: Evample Text [ Fant Calor ] [ Eackground ]
Report: Erample Text ’ Font Color l ’ B ackground ]
Required: Erample Text ’ Font Calar l ’ Background ]

Figure 1-53: Visual Attributes Dialog Box
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Step 2. The Visua Attributes dialog box allows you to change any foreground or
background color setting. Click Font Color or Background to theright
of the Example Text for the color you want to change. A color palette
displays, as shown in Figure 1-54.

B azic colors:

M NN
Hf TEEENN
HEENNEENEN
HENEEEEEN
AN EEEEEN

L 4 8 0 Il I

Custom colors:;

EEEEEEN
EENEEN |

[ Defirie Cuztomn Colors >3 ]I

[ OF. H Cancel ]

Figure 1-54: Color Palette

Step 3. Select the color you want, and click OK to save the setting and return to the
Visual Attributes dialog box.

Step 4. When all color selections are complete, click oK in the Visual Attributes
dialog box to save the settings.
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Defining Favorites

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.

You can use the Favorites drop-down menu to store and organize alist of
shortcuts to forms and functions that you frequently use.

Procedure for Adding Favorites

Perform the following steps to add a form shortcut to your Favorites list:

Select the form that you want to add to your list of favorites.

Select Add to Favorites from the Favorites menu.

Click the Add to Favorites pop-up. The Add Favorite dialog box displays, as
shown in Figure 1-55.

A nrdd Favorite

Enter a mnemaonic to add to favorites;

Create in >>] [ Cancel ]

Figure 1-55: Enter a Mnemonic Dialog Box

Enter the mnemonic of the favorite form.

If you use folders to organize your Favorites, you can click Create in to
select an existing folder or create anew folder for the shortcut, as shownin
Figure 1-56.
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A nrdd Favorite

Enter a mnemaonic to add to favorites;
SACP | [ Create i << ] [ Cancel ]
Create in:

= [d Favortes

Mew Falder . Programs

Organizations

-
. Biling
=

Demographics

Figure 1-56: Selecting a Folder for a Favorite

Note: See “Organizing Favorites” beginning on page 1-73 for more
\\’ information on organizing Favorites in folders.

Step 6. Click oK to add the form to your customized Favoriteslist.

The shortcut is added to your Favorites drop-down menu, as shown in
Figure 1-57.

COptions  Help

&dd to Favarites. .,
Organize Favoarites. ..

Programs

3
Demaoagraphics 3 SACP - Student Academic Programm
Billing 3

Organizations 3
BIC - Biographic Infarmation

MAE - Mame and Address Entry

Figure 1-57: Favorites Drop-Down Menu
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O

Note: To display the Enter a Mnemonic dialog box and add a shortcut
to Favorites without first selecting the form from the treemenu, choose
Add to Favorites from the Favorites menu and enter the mnemonic of
the desired form.

If you have a form open and want to add it to your Favorites list,
choose Add Current Screen to Favorites from the Edit menu. The
Enter a Mnemonic dialog box is displayed with the current form
mnemonic filled in, as shown in Figure 1-55 on page 1-71.

Organizing Favorites

Choose Organize Favorites from the Favorites menu to manage your list of
shortcuts. You can create new folders, rename folders, delete unwanted
folders, remove forms from Favorites, and move items from one folder to
another.

Note: A form cannot be renamed. However, you can create a folder
with a descriptive name that will help you remember the form’s
function, and then store the form shortcut in the folder. Folders can be
used to classify forms by function, workflow, or any other property.
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Procedurefor Creating a New Folder

Perform the following steps to create a new folder:

Step 1. Choose Organize Favorites from the Favorites menu. The Organize
Favorites window is displayed, as shown in Figure 1-58.

ff Organize Favorites

Tomake a new = = Favotes

folder, click Create

Falder. Tao move an — Frograms

itern to a folder, _  Organizations

rename a folder, or -

delete an item, < Billing

zelect the item then .

click the appropriate @-&8 Demagraphics

button. [ SACP - Student Academic Program

E] B0 - Biographic Information
Create Folder E] MAE - Mame and Address Entiy
b ove to Folder
Delete

Figure 1-58: Organize Favorites Window

Step 2. Click Create Folder to display the Create Folder dialog box, as shownin
Figure 1-59.

[ Ok [ Cancel ]

Figure 1-59: Create Folder Dialog Box
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Step 3. Enter aname for the new folder, such as “Reports,” and click oK. The new
folder appearsin the Organize Favorites window, as shown in Figure 1-60.

rf Organize Favorites

To make a new & 4 Favoites

folder, click Create

Folder. Tomove an = Programs

itern to a folder, [ Organizations

rename a folder, or -

delete an item, i Billing

zelect the item then .

click the appropriate & "J Demographics

button. SACP - Student Academic Program

(- Reparts
Create Folder E—l BID - Biographic Infarmation
Move to Folder [5)  MAE - Mame and Address Entry
Dielate

Figure 1-60: New Folder
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Procedurefor Moving a Shortcut to a Folder

Perform the following steps to move a shortcut to afolder:

Step 1. Inthe Organize Favorites window, select the shortcut you want to move by
clicking oniit.

Step 2. Click Move to Folder. The Folder Selection window is displayed.

Step 3. Click on the desired folder to select it, as shown in Figure 1-61.

# Browse for, Folder, rg|

= [J Favortes
Proagramsz
Organizations

Billing

Demographics

Feports by

(VIRRVR VR VY

[ ok | [Eancel]

Figure 1-61: Folder Selection Window

Step 4. Click ok. The shortcut is moved to the folder.

Note: In addition to moving shortcuts, you can move folders into other
folders to create a hierarchical structure.
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Procedure for Renaming a Folder

Perform the following steps to rename a folder:

Step 1. Inthe Organize Favorites window, select the folder you want to rename by
clicking on it. Click Rename. The folder name is now editable.

Step 2. Enter the new folder name and click Close to close the Organize Favorites
window and save the change.

Guide to User Interfaces, May 24, 2006 1-77

© 2006 Datatel, Inc.



Ul Desktop and Ul Web: Customization

Procedurefor Deleting a Shortcut or a Folder

Perform the following steps to delete a shortcut or afolder:

Step 1. Inthe Organize Favorites window, select the shortcut or folder you want to
delete from Favorites by clicking on it.

Note: You cannot delete a folder unless it is empty. To delete a folder,
first move or delete all of its contents.

Step 2. Click Delete. The shortcut or folder isremoved from the Organize
Favorites window and from the Favorites drop-down menu.

Note: When you delete the shortcut to a form from Favorites, the form

Q is still accessible through the menus, the address bar, and the Run
dialog box. You have deleted only the shortcut in the Favorites drop-
down menu.
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Field Customization

O

The behavior for each field on each form is originally defined by Datatel. The
System administrator at your institution can use the Envision Tool Kit to
further define field behavior. A third level of field customization allows you,
the end-user, to modify certain field behaviors for the forms that you access.

Note: Before you can customize fields for a form, your system
administrator must first enable field customization for you and set up
your field customization preferences.

You can specify field behavior for aform from within the form itself.
Selecting Customize Field Properties from the Tools menu of the form you
want to customize allows you to specify field sequence and field access for
that form.

= Field Sequence. Specify which field the cursor appearsin when auser first
accesses the form, and the path followed through the form each time a user
presses the TAB key.

Field Access. Indicate which fields on the form are required. You can also
indicate whether afield is Inquiry Only or No Access.

Limitations

You cannot take away behavior that either Datatel or your system
administrator has already defined in the Tool Kit. For example, if afield isset
in the Tool Kit as Required, it is always required.

See Figure 1-62 for an example of the Customize Field Properties dialog. The
example shows customization of the NAE form, but any Envision form can be
customized.
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MAE-Mame and &ddress Entry

Prefis [10] 1 v Person D |44 03068
Mame LFM [T1] 2 SREH N E B
Suffix |14 5| w
Address [ 1 J[15] & fair Lakes Ct |[] <
csz/Cnty [16] 7 HHIEE | =[] |
. Fies Chty/State (20011 i Fairfax County 2111 2hinia
Customizat C-)n Country [22]13 Source |4D|3‘|| v =
already applied  phone/ewry (LZ3[] [4E] B ED - =
Origin/Date [26]17 Blurmii |v |2?|18M
I CCohl ‘)8 ‘IS .
Bith Date [28[20}/1961 @ i —
Ethric/Gender [30]21 )
W ail Cades =2 Frocess Field
E-Mai adr (1)[33[24] v [34]25] Fisld Sequence
Pref Mame |35 26)aro Hancock, Mext Figld Overide
Pr ocess b ail M ame 36| 27)aro Hancock
fidld number Other LFM (3] [37[25
Field Access
[JNoéceess
Help | | Clear Field| | Clear &l 0K Cancel
Tab
sequence
Figure 1-62: Customize Field Properties Dialog
Technical Tip: When you access the Customize Field Properties
T dialog from a form, you can view existing customizations for that form.
A series of tool tips indicates the process number of each field, as well
as the tab sequence of each field. Tool tips are the numbered boxes
that display when this option is enabled.
A tool tip field that is red indicates that customization is already
applied to that field.
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Customizing Field Sequence

@ou can use field customization to determine the tab sequence of fieldson a
form. Customizing your field sequence can help you move through aform
more quickly than you would if you had to tab through each field on the form.
You can specify the field you want to start in first and the order in which to
visit each subsequent field. Each time you press the TAB key, you moveto the
next field in the specified tab sequence (skipping any fields not in the tab
sequence). If you specify alast field, the form updates when you tab from the
last field in your customized tab sequence.

If tab sequencing is not specified, the default sequenceis used.

Customizing Field Access

You can usethe Field Access feature to select a security control for fieldson a
form. If field accessis not specified, the default User Interface form behavior
occurs.

You can select one of the following options:

= Required. A field on aform is required. Users cannot finish from the form
without entering data into the required fields.

= Inquiry Only. Users may only view the data; they cannot update or delete
data.

= No Access. Users cannot view, add, change, or delete data. If afield is
already specified as Denied Access through security classes as defined on
the Field Security Definition (SCDF) form, it is always Denied Access
(Denied Access performs the same functionality as No Access).

Field Customization Restrictions

The behavior for each field on each form is originally defined by Datatel.
System administrators can use the Envision Tool Kit to further define field
behavior for an institution. You cannot take away behavior that is defined in
the Tool Kit. The following rules apply to Customize Field Propertiesfields:

Precedence

= Tab sequence precedenceis exclusive. If one user creates atab sequence
and appliesit to al users, subsequent users may still create a tab sequence
for themselves, and that tab sequence will apply only to their own sessions.
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m Field accessprecedenceisinclusive. If one user restrictsfield accessfroma
field for all users, and a second user restricts field access from a second
field for himsalf, the second user will not be able to access either field. If
the same field has access restrictions for both all users and a specific user,
the most restrictive accessis always used.

First Field

= A form can have only one First Field. Once aFirst Field is designated, you
cannot make any other field the First Field unless you remove the existing
designation.

Last Field

= Fieldsthat contain aNext Field Override cannot be designated astheform'’s
last field.

Next Field Override
= Fieldsthat are specified as Last fields cannot have a Next Field Override.

m Other fields that cannot have a Next Field Override include: fields
contained in the header block and window fields that are not window
controllers (unless the current Process Field is amember of the same
window).

Field Access

m Fields appearing in the form’s header block can only have No Access
restrictions applied to them.

= When you apply afield accessrestriction (required, inquiry only, no access)
to afield, you cannot apply any other field access restrictions.

= If afield is specified as required by Envision, you cannot modify any of the
access options.

= If afield is specified as no access by Envision security, you cannot modify
any of the access options.

= If afield is specified asinquiry-only by Envision, you only have the option
to make the field no access.
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Step 1.

Step 2.

s

P

Procedure for Customizing Fields on a Form

You might not have accessto all of the options provided in this procedure.
The options that you are presented with correspond with the level of access
granted to you by your system administrator. This procedure describes the
process asif you have accessto all of the customization options.

Access the form you wish to customize.

From the Tools menu, select Customize Field Propertiesto display the
Customize Field Properties dialog.

||

Modify &l Users []

Field |11 w
raEesE e FModify Other User [

Field Sequence

[

First Field Mext Field Ovemnde |12 -
Field Access
Help | (Clear Field) [ Clear &l |

Step 3.

Step 4.

Figure 1-63: Customize Field Properties Dialog

Indicate if you want to modify the field properties for all users or a specific

user:

m SelectingModify All Users appliesthe customization to all usersin
the database.

m SelectingModify Specific Users providesyou with adialogto
enter the login 1D of a specific user you would like to apply the
customization to.

= Do nothing if you want to modify the field properties only for yourself.

In the Process Field drop-down list, select the number of the field you want to
modify.

Guide to User Interfaces,
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Step 5.

Step 6.

Step 7.

Step 8.

Indicate the field sequence you want to apply to the field.

m Select First Field if youwant to indicate that the selected field isthe
first field in the tab sequence.

m Select Last Field if you want to indicate that the selected field is the
last field in the tab sequence.

m Select the next field in the tab sequence from the Next Field Override list.

Indicate the level of field access you want to apply to the selected field.

m Selecting Required prevents users from finishing from the form without
populating it.

m Selecting Inquiry Only alowsusersto only view the data; they cannot
update or delete data.

m Selecting No Access prevents users from viewing, adding, changing or
deleting data.

Repeat steps 3-6 for each field you wish to customize.

Note: You do not need to click ok after customizing each field. You
can click ok after making customizations to all of the fields on a form
to apply all of the customizations.

Clicking Clear Field removes customizations for the currently
selected Process Field. All other customizations are left unchanged.

Clicking clear A1l removes all customizations for the current form,
for the user you are editing.

Click oK.
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Procedure for Disabling Field Sequence

After you set up custom field sequencing, you can indicate whether you want
to activate the customizations by using the Enable/Disable Field
Customization feature.

Step 1. Access the form you customized.

Step 2. From the Tools menu, do one of the following:

m Select Disable Custom Field Sequence to disable the custom field
sequencing. A check displays next to this option when field sequencing is
disabled.

m De-select Disable Custom Field Sequence to enable the custom field
sequencing.

for the current session. When you log out of the form and return, field

i Note: When you disable custom field sequencing, it is disabled only
sequencing will be enabled again.

Procedure for Showing Field Sequence

You can optionally display the current field sequence of aform. If you
customized afield sequence, your customization displays. If you did not
customize afield sequence, the default field sequence displays.

Step 1. Access the form you customized.

Step 2. From the Tools menu, do one of the following:
= Select Show Field Sequenceto view the field sequence.

m De-select Show Field Sequenceto view the form without displaying the
field sequence.
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2. Character Interface






About the Character Interface

In This Chapter

]

Technical Tip: The Character interface is not available for Colleague
R18 and later.

This chapter provides a brief introduction to some of the terms and concepts
you will encounter in using Envision-based modulesin Colleague and
Benefactor. This chapter is divided into the following sections:

= Function Keys— where we provide alist and description of each of the
function keys available with Envision-based modules.

= Form Types— where we present an example of each of the four types of
Envision forms.

= L ookUp — wherewe describe the L ookUp feature and provide an example
of itsuse.

= Groups— where we provide an illustration of the components of a group.
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Function Keys

O

Table 2-1 provides alist of Benefactor and Colleague function keys.

Throughout the Colleague and Benefactor documentation you will find that
we refer to these keys by their functions rather than by specific key names.

Thisis because their key assignments may vary from keyboard to keyboard.
We have provided ablank column in this table where you may make a note of
the keys on your keyboard that correspond to these functions.

Note: Once you determine which key corresponds to Function Key
Help (Funct HELP), then you can press Funct HELP to find out what

the rest of the key assignments are.

Keyboard Function Function Description
General
CANCEL Cancels changes made to current
record.
DETAIL Displays detail form (cursor must be

positioned on a field marked with an
asterisk).

DIRECT ACCESS

Invokes another process from current
process form without returning to
menu. If current process form has a
LookUp prompt, respond to prompt
before pressing this key.

Next, press Enter to continue, then
enter mnemonic of next process.

EXIT

Exits from current form and returns to
menu from which it was accessed. If
you used DIRECT ACCESS to display
this form, you are returned to the menu
from which the first process form was
accessed.

Table 2-1: List of Function Keys Available with Envision-Based Modules

2-2
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Keyboard Function Description

FINISH

Exits from current form and returns to
menu from which it was accessed. If
you used DIRECT ACCESS to display
this form, you are returned to the form
you were on when you pressed
DIRECT ACCESS.

Press Enter to save your work or
CANCEL if you do not want to save
your work.

Field HELP

Displays a one-line message.

Press Enter to view a longer help
message or Field HELP to view a list of
field values.

Funct HELP

Provides a list of function keys and the
keys to which they correspond on your
keyboard.

Process HELP

Displays general overview of process.

Record DELETE

Deletes current record (available only
on certain forms).

REFRESH Redisplays current form, erasing
extraneous data or system messages.

UPDATE Exits from current record, redisplays
current form, and prompts for a new
record ID.
Press Enter to save your work or
CANCEL if you do not want to save
your work.

Field Movement

Field BACK Moves cursor back to previous field.

Field FWD Moves cursor forward to next field.

Field JUMP Jumps to a specified field.

Table 2-1: List of Function Keys Available with Envision-Based Modules

(cont'd)
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Keyboard

Window Movement

Function

Function Description

Element BACK

Moves cursor to previous window
element.

Element FWD

Moves cursor to next window element.

Window BACK

Moves cursor to previous window
group.

Window BOTTOM

Moves cursor to last window group.

Window FWD

Moves cursor to next window group.

Window INSERT

Inserts window group just before
current group.

Window JUMP Jumps to a specified window group.
Window Page Moves cursor to next page.

DOWN

Window Page Jumps to a specified window page.
JUMP

Window Page UP

Moves cursor to previous page of
window.

Window TOP Moves cursor to first window group.
Form Movement?

Form FWD Moves to next the form.

Form BACK Moves to the previous form.

Form JUMP Jumps to a specified form.

Table 2-1: List of Function Keys Available with Envision-Based Modules
(cont'd)
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Keyboard Function Function Description
Editing
Right-arrow Moves cursor right.
Left-arrow Moves cursor left.
BACKSPACE Moves cursor left and erases

characters as you go.

Char DELETE

With in-line editing on, deletes current
character.

Char INSERT With in-line editing on, inserts
characters at the current cursor
location.

DEL Clears current field.

End of Line With in-line editing on, clears field from

CLEAR cursor position to end of field.

Insert/Overwrite Switches in-line editing on (insert
mode) and off (overwrite mode).

An asterisk is displayed in the lower
right-hand corner of the form when in-
line editing is off.

TAB Moves cursor eight spaces to right.

Table 2-1: List of Function Keys Available with Envision-Based Modules

(cont’d)

a. Supports movement among chained forms. Chained forms are a group of Envision
forms that support a particular workflow. Chained forms are not delivered by Datatel
but can be customized at your site.
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Form Types

Menu
A menu, as shown in Figure 2-1, is an organized list of Benefactor or
Colleague functions.
B4/82/98 15:38 Person Demographics Core System
Datatel, Inc.
TDB Colleague 14.1
Mnemonic 1 HAE Hame and Address Entry 11 EMER Emergency Information
2 BI0O Biographic Information 12 DADD pAdditional Demographics
3 ADSU  Address Summary 13 FINF Foreign Person Information
4 ADR Person RAddresses 14 FHi Formatted Hames
5 PPIN Personal ID Numbers 15 EMAL E-Mail Information
& EMPL Employment Information 16 PSL  Person Saved List
7 SPO Spouse Information 17 5ASU System Access Setup
8 REL Relation Information 18 APIN pAssign PINs to Individuals
9 IASU Institutions Attended Summary 19 BURE Build User Registry Entries
18 ORCS Organization Contact Summary
Enter Mnemonic or Selection Mumber. or press FINISH: HRE_
Figure 2-1: Menu Form
2-6 Guide to User Interfaces, May 24, 2006
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Process Form

A process form, as shown in Figure 2-2, is aform you use to perform a
Benefactor or Colleague function.

Mnemonic

\

\
Header B4/83/98 10:24 NAME AND ADDRESS ENTRY NAE
Block

1 Prefix.........: Person ID:

3 Suffix.........:

4 = fiddress .....: 1:

5 Cty/St/2p/Cnty. :

6 Res Cnty/State.:

7 Country........: 18 Source: 1:
8 Phone/Ext/Type.: 1:

9 Origin/Date....:

18 SSH....ovvvvuut Address Change
11 Birth Date.....: 19 Source:

12 Ethnic/Gender..: Date..:

13 Mail Codes.: 1: By....:

14 E-Mail Adr.: 1:

15 Pref Nanme..:

16 Mail Mame..: 1:

17 Other LFH 1

Data Area

LookUp/Short
Help Area

Person LookUp:

Figure 2-2: Process Form

Some process forms contain detail fields. A detail field is preceded by an
asterisk (*), which indicates that you can access another form — adetail form
— from the detail field.

Some process forms also contain groups, as shown in Figure 2-3. A group isa
field that may contain multiple values for a given dataitem. Note that groups
may also contain detail fields.
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83730798 89:41 RELATION INFORMATION REL
Deta" F|e|d -1 = Spouse ID --—-——--— Spouse Hame ------—-—-—- Birth Last Hame Source
Table ——— 15 «¢hild 1D  ——-————- child Hame —-—-—--—- Gen Birthday Source  Class
1:
2:
3:
3 = Parent ID --—-—————- Parent Hame ----———- —- Relation-- Source Class
1:
2:
4 = Other ID  ————- Other Relation Hame --- -- Relation--  Source Class
1:
2:
3:

Person LookUp: _

Figure 2-3: Process Form Containing a Table
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Inquiry Form

Inquiry forms, as shown in Figure 2-4, are much like process forms except
that you cannot enter or change data.

B3/38/798 89:43 BIDGRAPHIC INQUIRY BIDI
Preferred..: 2 Reunion Classes
Maiden Hame: 1:

1 Other Hames: 1: 3 Sources
Spouse Hame: 1:

4 Phones...: 1: Sex.....: Research....

2: Ethnic..: Anonynous. . . :

SSH........: Birthday: Entry Date..

Status.....: Deceased: Last Changed:

ADRI Address COMI Connunication

RELI Relations EMPI Employment
S S S LS LS L e ettt et sttt sttt sttt sttt sttt sttt sttt sttt sttt sttt sttt sttt sttt sttt sy
S e S WSS

Person LookUp: _

Figure 2-4: Inquiry Form
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On-Line Help Form

Help forms, as shown in Figure 2-5, provide process, field, and function key
help messages.

83/38/98 B9:58 RELATION IHFORMATIOHN REL

Use the Relation Information {REL} screen to view and enter

data about spouses, children, parents, contacts, and friends. Each
relation you enter is assigned a system ID. This screen provides

a "snapshot” view of all relationship information entered for the
person whose data is displayed in the header block.

Process Help
The relationships established using this screen and the corresponding
Additional Relation Info (RELE} screen are reciprocal. That is,

the related person’s record is updated to show a relationship to the
person whose information appears in the header block. For example, if
you modify Greg Smith's record by entering a daughter, Katie, in the
Child ID window on the REL screen, and save the record, when

—— % you access Katie's record using REL, her record shows Greg as her

HELP information for the process DMSUB4

|% Press CANCEL to return to screen, RETURN to continue: ¥ SSSSSGRLEGGMKELEGES

Figure 2-5: Help Form

m Press Process HELP for an overview of what the current form does.

m PressField HELP for an explanation of the current field. Press Field HELP
twice for alist of valid field values, where applicable.

m Press Funct HELP to display alist and description of all function keys.

2-10
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LookUp

Before you can work with something, such as a donor record or a budget, you
must identify the particular something, such as the exact donor record or exact
budget, to Benefactor or Colleague. To assist you in finding the record you
need, both Benefactor and Colleague provide the LookUp feature.

Basic LookUp

Enter the key, or ID, of the record you want at the LookUp prompt, as shown
in Figure 2-6. The information associated with that record is then displayed
for you. For example, Joe Smith’s ID number is 1035806. Enter 1035806 at
the Person LookUp prompt on the Spouse Information (SPO) form to display
Joe's spouse information record.
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83/38/98 18:21

SPOUSE INFORMATION SPO

Source...: 1:
Prefix...:
Hame LFH.:
Suffix...:
Pref Hame:
Mail Hame: 1:
Birth LFH:
Other LFH: 1:
fAddress..: _
18 Mail Codes...:
11 Joint Mail...:
12 Joint Solicit:

E=R-- R = L B - L R

13 Salut:
14 Label: 1:
1035806 15 Marriage Date:

16 Marital Stat.:
17 Divorce Date.:

1:

e e o o o o o o o o o

Person LookUp: 1835886

Spouse ID....:
Reunion Class:

--Person Preferred Residence--

--Spouse Preferred Residence--

83/38/798 18:22
Smith, Hr. Joe

SPOUSE IHFORMATION SPO
ID:

Source...: 1:

Suffix...:
Mail Hame: 1:

Other LFH: 1:
fAddress..:

18 Mail Codes...:
11 Joint Mail...:
12 Joint Solicit:
13 Salut:

14 Label: 1:

15 Marriage Date:
16 Marital Stat.:
17 Divorce Date.:

E=R-- R = L B - L R

;] Alunni

Prefix...: Hrs.
Mame LFM.: Smith

Pref Name: Mrs. Mary A. Smith

Mary A. Smith

Birth LFM: Jones

Sanders

1:

M HMarried

e e o o o o o o o o o

Press FIELD JUMP to make changes, RETURN to confirm or CANCEL to abort:

Hary Anne

Spouse ID....: 8888828
Reunion Class:
Anne

Anne

--Person Preferred Residence--

--Spouse Preferred Residence--

Figure 2-6: Example of Basic LookUp

More About LookUp

Thereal power behind LookUp comes into play when you do not know the
record key. LookUp provides options that help you find the record you need
with the information you do have.

For example, the key to adonor record isthe donor’s ID number. If you don't
know the ID for the donor record you need, you can enter the donor’s name

(full or partial) instead.

2-12
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See the online help for aLookUp field for specific information about the
LookUp options available.
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Tables

Tables, as shown in Figure 2-7, are special fields that et you store more than
one value for agiven dataitem. They are, therefore, sometimes referred to as
multivalued fields.
The following are the components of atable:
= Row. Each numbered item in atableisarow.
= Controller. Thefirst dataitem in atable.
= Element. Any dataitemin atable.
The statusline, located at the bottom of the form, displaysinformation to help
you use table.

84/082/98 15:42 RELATION INFORMATION REL

Smith, Hr. Joe ID: 1835886

Element
1 = Spouse ID -—-—————- Spoyse Hame --——---—- Birth Last Hame Source
Controller M eeaeez0 Mrs. Hary f.|Smith Jones Alunni
2 * Child ID  --——————- Child Hame --------- Gen Birthday Source Class
Row 1: 1055695 pillon J. Smith M

2: 1855696 Wynona Smith F
3:

3 = Parent ID -—-—-—--—- Parent Hame -------- -- Relation-- Source Class
1:
2:

4 % Dther ID  -————- Other Relation Hame --- —- Relation—- Source Class
1:
2:
3:

Status Line Controller Child Info Value 1/2 REGGRGEGS
Figure 2-7: Example of a Table
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