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               SETTING UP LOCAL CODES

                                   Chapter 7

1. Select OTA Responsibility.

2. Navigation List ( Setup ( Lookup Codes (  <Open>.
        The Quick Codes Window displays.

3. With your cursor in the Type data field, query for the code you need, i.e., TRAINING_CENTRE.

4. Place your cursor on a blank row or click New Record

Button. Type in the new code.  For Training Center, for  example, type in a new location such as Detroit, Michigan

Your Component will determine the convention such as all caps, upper lower case, etc. 
5. Complete the Description data field.

6. The effective From data autopopulates with today’s 

date.  Leave the To date blank or enter it when you no

longer need the entry (end date).  Codes may also be disabled by deselecting the “x” in the Enabled Checkbox.

7. Click Save on the Toolbar.  When you open the window again, the codes will be alphabetical or click the F8 key to refresh the window.

(NOTE:  Refer to Chapter 7 to learn about access levels

User, Extensible, and System.

You cannot “delete” local codes, you End Date them, by inserting a date in the “To” column when you no longer want them to appear on an LOV.

Step 2:
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