D0D-CPMS Navigating Shortcuts
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Modern 10.7 Toolbar, Icons, Tips, and Shortcuts
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	Navigator – back to the menu
	Action – Navigate to
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	Additional Criteria – for NAF only
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	Save
	Action - Save
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	Save & Print
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	Print 
	Action-Print or

Ctrl+P
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	Clear Form
	Edit – Clear Record
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	Summary Detail – use to toggle in the Inbox  
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	Find
	Query - Find
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	New Record
	Edit – New Record
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	Delete Record
	Edit – Delete Record
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	Clear Record
	Edit – Clear Record

	[image: image15.bmp]
	Folder Tools Palette
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  Open Folder
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  Save in Folder
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   New Folder
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   Delete Folder
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   Widen column
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   Shrink column
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     Show Field
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   Delete column
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     Move Left
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     Move Right
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     Move Up
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     Move Down


	ICON
	ACTION
	TOOLBAR

	[image: image29.png]



[image: image30.bmp]
	Use on first three columns of a Folder to Show Order By – ascending or descending
	Folder – Show Order By

Move columns first, if needed
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	Attach a Document 
	Edit - Attachments
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	List of Values


	F9
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	Edit Field – displays remainder of field
	Edit – Edit Field
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	Datetrack
	Use when Building External Students
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	Export – ADE tool
	Action – Export  Use when downloading rosters from Enrollment Summary, etc.
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	Switch Responsibility
	Special – Switch Responsibility
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	Help
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     or
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	Exit the Window
	Action – Close Window or Close Form

	
	Refresh a window
	Action – Refresh or F8

Use after inputting data or running reports

	
	Populate data fields from previous record
	F3 (does not work in DDF)

	
	Copy and Paste
	Edit – Copy – Paste

	
	Populate a Window or Folder
	F8 (Query)

	
	
	Special:

Switch Responsibility

Change Password

Sign On Again

Expand

Collapse

Expand Branch

Expand All

Collapse All

Top Ten List

	Message Bar on Bottom of Window 
	
	Examples: [image: image40.bmp]
v – arrow down for more records
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TIPS AND SHORTCUTS

	What responsibility am I in?
	Window (Toolbar) – Navigator

	Query
	Cursor in data field – Click F7/F8

	Stop a Query
	Ctrl + C

	Long List of Records 
	Go (Toolbar) – Last Record

	How Many Records?
	Query (Toolbar) – Count Matching Records

	Previous Screen
	Go (Toolbar) – Previous Record

	Length of field
	Help (Toolbar) – Tools – Properties - Item

	Required field?
	Help (Toolbar) – Tools – Properties - Item

	Who did the action?
	Help (Toolbar) – About this Record

	Civilian Inbox
	Click F7/F8 to populate

	Past actions in Inbox
	Deselect Query Only Open Notifications checkbox

	Is the system working?
	If hourglass is not displayed:

1. Msg bar at bottom says “working” or

2. Cursor in blue bar on window will not open it or

3. Dotted line displays around edge of button pressed

	Trigger Error or System Locks
	Control-Alt-Delete (Task Manager).  Select Processes Tab, scroll to NTVDM.Exe and highlight.  Click <End Process> tab at bottom.  Warning msg displays – click Yes.

Close Task Manager.  Note:  You may need to shut down your system and start over if the problem continues.

	Entering Employee Name 
	If name is known: type last name, first name then hit Enter key

	Delete data field, i.e., dollars in DDF
	Hit Tab key to highlight entire field then Delete key to remove

	TAB KEY
	Always use tab key when entering $$ in DDF to move from one data field to another and when totaling $$.
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