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Overview

Siebel Basics

Overview

This booklet tells you some of the most important things you need to know to use
Siebel eBusiness Applications. It’s organized around the major parts of the
application’s interface—including such Windows-generic items as the menus and
the toolbar, as well as such Siebel-specific elements as the tab bar and the view bar.
While looking at each of these interface elements, you’ll come to understand several
major Siebel concepts and will learn how to navigate the application to get your job
done.

You’ll find this booklet useful to read before you get your Siebel application and
upon first opening and using the application. You can use the following page as a
quick and easy introduction to the key navigation concepts in the rest of the
booklet.

Version 6.0 Siebel Basics 1
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Menu Bar

Menu Bar

Version 6.0

Like most Windows applications, the Siebel user interface shows a menu bar at the
top. You use this menu bar to choose any of the application’s commands, as shown
in Figure 1.

To see the list of commands under a menu, click
the menu name. For example, the Reports menu
shows which reports you can run.

#. Siebel Call Center - All Accounts

File Edit “iew Screen: Go GQuery BEEsuel CTI  Action: Help

J BB~ | W 4 » » AocountServics Profie The list of commands that
: Account List appears depends on where
J History List <3 = J Thieads [Acc  Current Account Service Profil you are in the application; in
another context, you would

Smart Report Account Summary diff t list of t
Smart Report Account Service Detail see a difierent list of reports.

Figure 1. Using the Menu Bar

Siebel Basics 3
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Menu Bar

Using Submenus

In addition to commands, some menus contain submenus, as shown in Figure 2.

Drag over a menu item to see —

the submenu of commands.

He Edh Y
B B EF
History List <=

Go  Huery
Accounts
Activities
Adreements
Assets

Briefings
Calendar
Campaigns
Categom
Communications
Competitors
Contacts
Correspondence
DB

Decision lssues

Employess
Entitlements

Forecasts

Incentive Compenzation

Lizt Management
Literature
Opportunities

Oppartunity Product Analysis

Orders
Presentations
Pricing
Products
Projects
Propozals
Quality

Figure 2. Submenus
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Heportz

Perzonal Administration ¥

iy Expenze Reparts

My Team's Expenze Reports
Al Expenze Reports
Expenze Repaort Details

3
»
3
3
»
3
b
»
3
b
»
3
b
3
3
b
4
3
»
3
]
»
3
b
»
3
b
»
3
b

Choose a command from a
submenu just as you would
from a regular menu.
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Menu Bar

Other Ways to Perform Actions

Many of the commands in the menu bar are also available in other parts of the
application. The two most common alternatives are:

m Right-clicking, which brings up a shortcut menu of commands.

As with other Windows applications, the menu that appears depends on where
you right-click. For example, right-clicking inside a form applet brings up the
commands New Record, Copy Record, and Delete Record. On the other hand,
right-clicking inside a field on a form applet also brings up Copy, Paste, and
Select All because these commands make sense in that context.

Mew J Delete Copy | cancel | [%Hew Record
Account (pPatisserie Mouwells Site |San Francis Delete Recard
Copy Record
H _cli Add 234 Market Street A Lopy
_ When you right-click ress o Tl
inside a form applet, a e
shortcut menu appears. City [san Frandisco state [ca = Consulative Transfer
Mute Transfer
zi Count - =
il B e J Lonference Tranzfer e

Agzociate Call
Make Call

Figure 3. Right-Clicking

m Using shortcut bars.

These include the toolbar (described on page 6), the tab bar (on page 13), and
the view bar (on page 10).

Version 6.0 Siebel Basics 5
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Toolbar

Toolbar

As with other Windows applications, the toolbar gives you quick access to the most
commonly used commands: clicking a button on the toolbar is equivalent to
choosing a command from a menu in the menu bar.

Clicking a toolbar button, such as If your cursor stays over a button long
Copy, is a shortcut to choosing that enough without clicking, the name of
command from the menu bar. the button appears.

|[BEBEEX v rnp0pil|smRl “c®B HeDdB oo
|

Figure 4. Taking Shortcuts on the Toolbar

Working with Records

6 Siebel Basics

A group of related pieces of information is called a record. For example, all the
information about a contact—including the contact’s name, address, and phone
number—make up a Contact record.

When you use Siebel applications to add new information or retrieve existing
information, you’re working with records.

Don't worry about this button __ Click here to make an exact
(Insert Record) for now. copy of the active record.
Click here to add a Click here to delete
new record. the current record.

File| Edit “ew S
BEE X

Figure 5. Adding, Copying, or Deleting a Record

Version 6.0
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Toolbar

After you add a record, or copy an existing one, you can enter information in the
record’s fields, as shown in Figure 6.

To move to the next field, press TAB _
or click inside the new field.

To modify a record, click a
field and start typing.

New J Delete | Cop | Cancel |
Account |Patisserie Nouve Site |San Franci: Synanyms h tain Phaone # B
Address 234 Market Street Account Type Commercial |- | Main Fax# |(415) 657-2346
J Account Team [HALACON =] Status |Active Bl
City |San Francisco State [CA Bl Tenitaries =] URL
Zip 94111 Country|USA =] IndL'J\stries Hatel Services =]

Figure 6. Modifying a Record
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Toolbar

Moving from Record to Record

When you’re looking at a list of records, the row pointer (>) shows which record
is active—the one you intend to act on. For example, when you choose the Copy

Record command, it’s the active record that will be copied.

__ The > and the
highlighting show which
record is active.

Accounts

‘ Account ‘ Site

Patizzerie Mouvelle, ¢ $an Frandsco

Performance Computs Menlo Park
Perini Construction SF

Peter's Coffe Cafe's  Oakland
Petersen Consulting  Atlanta
Petersen Consulting  Dallas

Petersen Consulting  HQ
Petsrsen Consulting  Los Angeles
Petersen Consulting  Mew York
Phillips Cortrals cA

Pirelli Systerns Davenport
Pointe Building, Inc Phoenix

y {Bolar Peripherals | Alaska
Portelli's Catering. Inc Chicago
Postbank Osterreich Vienna
Property Valuation S Miami

Providence Trucking  HQ
Providence Trucking
ueens Beasts Pets, |

Sales

Cambridge

Msin Phone Murnber
(415) 657-2300
(415) 329-6500
(415) 677-3800

(404) 581-4527
(214) 357-9345
(415) 285-3000
(310) 442-5444
(212) 357-9245

(325) 485-5438
(602) 258-1000
(877) 366-3700

(305) 857-7000
(408) 249-7700
(602) 243-7700

Main Fax Nurmber
(415) 657-234¢6
(415) 329-8511
(415) 677-3554

(404) 581-4539
(214) 357-9350
(415) 885-2200
(310) 442-5445
(212) 357-9950

(925) 640-6021
(602) 258-1087
(877) 366-9701

(305) 857-710%
(408) 249-7701
(602) 249-7713

KIS
ALz elofe] el ] x| ] ] m]n] o] ]| w]s| x| u] v]w]| ]| 2 | «]

Industries
adhesives & sealants...
adjustment & callection services.,

computer facilitiss msnagement.

computer integrated systerns de¢

computer facilities management,
computer related services..,
computer related services..,
computer peripheral equiprment.,
rnanufacturing industriss.,.
rmanufactured hardware (genersl
electrical industrial apparatus...
adjustment & collection services.,

computer peripheral equipment..

manufactured hardware (general,

genersl autemotive repair shops.

general government...
general industrial machinen...
general farms, primarily crop...

general warehousing & storage. .

URL |

www pirellicorn

www. deepfreeze.com

-

Figure 7. Active Record

To move to another record, simply click the desired record. (But don’t click the
hyperlink or you’ll go to another view.)

If you want to move to the next record in the list, you can also use the Next Record

button  »

8 Siebel Basics

on the toolbar or use the DOWN ARROW key on your keyboard.
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Toolbar

Searching for Information Using the Find Command

Version 6.0

Moving from record to record is easy; however, if you have hundreds of records,
looking at every single one can be a time-consuming way to find exactly what
you’re looking for. Doing that would be a little like going through a phone book page
by page to find the phone number of a person whose name you know.

A faster way to find information is through the Find command, as shown in
Figure 8.

___ Click the binoculars on
ﬁ the toolbar to bring up
the Find dialog box.

Click the type of record you
want to find.

Type your search
criteria and click Find.

Find Contact
Find what ?

Fitad |

Cancel |

First Mame: I

Account: I

Site: I

Figure 8. Finding Records Through the Find Command

NOTE: Your Find dialog box may have different items in the two columns, depending
on which application you’re using.

Using the Find command is fast because you can find records from anywhere in the
application. For example, with Find you don’t have to be looking at Contacts records
to find information about a contact. Also, the Find dialog box displays only the most
frequently used records and fields, so entering your search criteria is easy, as well.

If you want to query by records and fields that don’t appear in the Find dialog box,
use queries, described in the next section.

Siebel Basics 9
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Toolbar

Searching for Information Using Query by Example

Another way to find information is through queries, or query by example. In a query
by example (sometimes called QBE), you provide what you already know to find

out what you don’t. Performing a query by example is a two-step process:

1 Entering the query—starting the query and specifying your search criteria

2 Executing the query—telling the application to find all records that match your

search criteria

On the toolbar, click the left
magnifying glass to start a new query.

After you enter your search criteria, click the
right magnifying glass to execute the query.

Figure 9. New Query and Execute Query Buttons

This query by example looks for all
accounts that both start with P and
whose site is Los Angeles.

]

| Site Account Main Phone Mumber | Mai Use an aSt_eriSk (*) as
S Lep Aamos P a wildcard if you know
only part of the text.

Type the text you're
searching for into one
or more fields.

Figure 10. Entering Search Criteria

After you enter your search criteria, remember to click the Execute Query button
(shown in Figure 9) to see the query results. You can also execute your query by

simply pressing ENTER.

Once you’ve run a query, you can save it if you expect to use the same search
criteria later. The following section tells you more about reusing queries.

10 Siebel Basics Version 6.0
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Toolbar

Using Predefined Queries

Your application may come with a set of predefined queries. These are queries for
which someone has already entered search criteria to save you time. For example,
suppose that the person who configured your application knew that you would
frequently need to find all accounts located in California. Rather than having you
enter and execute this query each time, the configurator might have created a
predefined query called “CA Accounts” with these search criteria. Now, when you
want to execute the query, all you have to do is choose CA Accounts from the list
of predefined queries. You do not need to specify the query criteria because these
have already been specified once (and saved).

First, click this triangle to see _
the list of predefined queries.

|J Queries ,O Ca& Accounts ﬂ
52 Al Accounts
£ 2l detive Socounts Then click one of the items in
POAC: fccountd the list to execute the
S New Accounts predefined query.
,O OEM Accounts

Figure 11. Predefined Queries

You can also save your own queries so that they appear in this menu. After
executing your query, just choose Query — Save Query As, and then give your
query a name.

Predefining commonly used queries is just one way in which your application can
be configured for your needs. You or the person who configures the applications for
your entire organization can make many changes to your Siebel application—such
as setting which buttons appear in the toolbar and which view appears when you
first log on—that may make your particular application look somewhat different
from the one shown in this booklet.

Version 6.0 Siebel Basics 11
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Sorting Results

After you’ve run a query, you can sort its results so they appear in order with respect
to any of the fields. For example, you can sort alphabetically on a particular text
field or in chronological order on a particular date field. You can also see the items
sorted in either ascending or descending order.

You can sort items any time, not only after performing a query. For instructions on
sorting, see “Changing the Sort Order” on page 21.

Saving Your Changes

You may wonder whether the toolbar has a Save button. In fact, there is no Save
command anywhere in Siebel applications because each application saves your
changes as you go along. Each time you leave a record (by clicking anywhere
outside of it), your work is saved.

Correcting Mistakes

If you make a mistake as you work with records or queries, you can click the Undo
Change button.

Clicking the Undo Change button
reverses your most recent action.

| To redo the change, click
K7 ¢l ‘Ii the Redo Change button.

Figure 12. Undo Button and Redo Button

The Undo button is particularly useful if you accidentally press a key and don’t
know what you did.

If you want to undo all your changes to a record (rather than just the most recent),
choose the Undo Record command from the Edit menu. This command undoes any
changes you made since the last save—that is, since you last left a record.

12 Siebel Basics Version 6.0
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Tab Bar

Tab Bar

A Siebel application consists of screens, views, and applets—shown on page 2 and

explained later in this section. The tab bar, shown in Figure 13, contains the names
of the most commonly used screens.

The highlighting Click another name to
shows which screen make that screen
is currently active. active instead.

Opportunities  Service SmartScripts Orders Accounts Briefings Contacts Activiies Calendar Quo

Figure 13. Tab Bar

Version 6.0 Siebel Basics 13
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Tab Bar

Screens and Views

The terms screen and view have somewhat special meanings in Siebel applications.
These terms refer to specific parts or aspects of an application, and understanding
them is important for finding your way around an application.

This circled region is the

The tab bar shows the The Contacts screen Contact State Analysis view,
names of the most ~ contains all the available one of the views available
commonly used screens. information about contacts. from the Contacts screen.

Opportunitias Service Campaigns SmartSceipts Orders Accounts Briefings Activities Calendar Quotes Projects Compansat b

My Contacts Contacts

My Personal
e | new | Last Name First Name | Mrms | Job Title

| Accaunt | wark Phone

Al Contacts b # | Hanson Jim Mr Program Manager, Marketing  ficrne Western Divisior [415) 385-5786 (415) 1
Cantact -
#  Hanson Kim Ms. WP Engineering Ball Systems (404) 329-2134 (404) =
Activities * Harmon James M. CEQ BG Edwards & Sons, In (212) S67-4567 [212) €
Activity Plans * Harpreet wic Mr. Director, Customer Service A ¥, Parker Distributic [415) 452-1076 (4151 4
& #  Hamis Karen Ms. Manager MIS Campton Clothisrs (415) 873-6475 (415) €
greements
*  Hasrison Steve [ Staff IS Lead Eirst Bank of CA (550) 987-7856 (630) ¢
ETEs %  Hswken Chris Mr. Diractor, New Business Develop A k. Psrker Distributic [415) 452-1187 (415) 4
Attachments #*  Helers Eric Hr. Adrninstrative Support woodbine, Jones, and (455) 765-9821 (455) 7
. = %  Helens Kate Ms. Manager Peter's Coffe Cafe's
All the listed e *  Heller Ann Ms. CEQ Zenick (212) 233-3489 (212) 2
H nEEemen ¥ Henley Marsha s Technical Account Manager First Bank of CA (650) 987-2165 (650) 5=
views are o ==
i otes T .
different ways _| | e el m] e | ¢l o] w2 5|k L m w0l ala]s|T 0 v iw x|v] 2]+
of looking at Organization
Analysis
3dBar -
your - = gaj
Profile )
contacts. Contact State Analysis

Relationships

e Requests

nsumers

Consumer Activities

Consumer Assets

Consumer Service
Requests

TAS

Mumber of Contacts

Charts

State Analysis j

Figure 14. Screens and Views

As you can see from the tab bar, Contacts is just one of several screens available in
this application. Other screens in this sales application include information about
Accounts, Price Lists, Products, and other sales-related items. The list of views will
depend on which screen you’re on.

14 Siebel Basics Version 6.0
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Applets

My Contacts

My Personal
Contacts

All Contacts

Agreaments
Assessments
Attachments
Categories

Entitlements

Service Requests

All Consumers

Consumer Activities

Figure 15. Applets

Version 6.0

Tab Bar

A view consists of one or more applets. An applet is an area of an application’s
interface that displays records. A list of records is an applet. A single record that

looks like a form is also an applet.

For example, the Contact Opportunities view shown in Figure 15 contains two
applets: the Contact form applet and the Opportunities list applet. The Contact
applet displays one contact record at a time, while the Opportunities applet lists all

the records that represent opportunities associated with the contact.

Opportunities Service Campaigns SmartScripts Orders Accounts Briefings [IIRCIAt] Activities Calendar Quotes Projects Compensati

Last Hame [alder

First Hame [Kevin

Job Title [Director of MIS

Mrf s [Mr. ﬂ

Work # [(415) 491-2380 %=

Horne #

Fax # [(415) 491-2200

Cellular #

Assistant

Asst, #

Account [AMCO Ripe & Line, €~ |

Site |Sar\ Rafazl

Address[2200 Pell Road

City[san Rsfaal

State |CA

z

p[o435s

Country |USA

Email [k alder@amee.com

Opportunities

‘ Close Date
02/25/1993

| oppartunity

2 Inctalled Baze

rpaign - Kevin Alder

1072671598
11/04/1998

Telesales Lan at AMEO

3 Installed Base Upgrade Campaign - Kevin Alder (1

01/08/1939
01/12/1999

£D-ROM Promotion - Kevin Alder

Pentium I California Campaign - Kevin Alder

02/08/1993

Desktop Sumrmer Discount - Kewin Alder

3 02/23/2000

£D-ROM Promotion - Kewin Alder (1-2MJ0)

07/30/2000

AMCO Accounting file servers

Revenue | Account

4250,000.00 AMCO Pips & Lins, Co.
$50,000.00 AMCO Pipe & Line, Co.
$250,000.00 AMCO Pipe ® Line, Co.

$500.00 AMCO Pipe & Line, Co.

$55,000.00 AMCO Pipe 2 Line. Co.
$10,000.00 AMCO Pips & Lins, Co.

$0.00 AMCO Pipe & Line, Co

$60,000.00 AMCO Pipe & Line, Co.

Site
San Rafael
San Rafael
San Rafael
San Rafael
San Rafael
San Rafazel
San Rafael
San Rafael

This form applet
shows a single
contact record.

This list applet
shows several
records—all
opportunities
associated with
the displayed
contact.

Siebel Basics 15
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View Bar

View Bar

Now that you understand screens, views, and applets, and know how to use the tab
bar to move from one screen to another, take a look at how to move from view to
view and applet to applet.

Switching Between Views

Since only one view appears on-screen at any one time, the Siebel interface gives
you a fast way to switch from one view to another—the view bar.

The name of the active screen appears
as the highlighted tab in the tab bar.

Opportunities Service Campaigns SmartScripts  Orders m Brig]

My Account=__L— The highlighted

All Accounts item is the active

Account D&B view.
Reports

Activities
Activity Plans
Agreements

Assessments

Aot Click another name to
This is part of the - RS switch to a different view

view bar for the f on the same screen.
Accounts screen.

Categories
Contacts

Entitements

Explorer

Notes

Opportu

Figure 16. View Bar with Tab Bar

NOTE: Different users have access to different views, depending on their responsibility in
the organization. For example, salespeople and call center representatives have access to
different views than do system administrators or executives in the same organization.

16 Siebel Basics Version 6.0
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View Bar

The list of views on the view bar is exactly the same as the list of views under each
submenu in the Screens menu. However, clicking a view on the view bar keeps you
in the same context (for example, the third record in a list of the four accounts
starting with L), whereas using the Screens menu starts you over (with the first
record in the complete list).

Types of Views

Version 6.0

While there are dozens of different views available in a Siebel application, most of
them are one of two basic types: a list-form type or a master-detail type.

List-Form View Type

One of the two most common types of view is a list-form view (sometimes called
simply a list view). A list-form view shows a list applet at the top of the screen and
a form applet below.

An example of this type of view is My Accounts.

Accounts

£ K Parker Inc,

HQ-Carporste

(415) 329-6500

‘ ‘ Account Site Main Phone Nurmber
> § " A K Parker Distribution HQ-Distribution (415) 329-6500
A K Parker Distrbution us (415) 329-6500

%  AMCO Pipe & Line, Co. an Rafael (415) 491-2300

AW Miinchen
Acme Inc HQ (510) 245-3000
% Andercott Consulting palo Alto (415) 389-5400
* Andronico's Berkeley (510) Seg-1200
P #  fpex Graphics Inc SL-W alnutport-035635296 (610) 555-0000
T_hls list applet shows # PG Edwards & Sons, Ing HQ (212) 489-1500
mu|t|p|e rows Of I’e(_‘,OI’dSY - * BG Edwards & Sons, Inc Las Angeles (213) 486-8900
%  BGEdwards & Sons, Inc Pala Alts (415) 326-5010
one row per account. % PG Edwards & Sons, Inc San Francisco (415) 742-4500
% pall Systemns Downtown (404) 232-2198
% Bancroft Industries Lawrence (415) 340-6500

Barrs HQ (510 S67-1200

Beltwsy Dataprocessing Services, Inc.  Germany

(510) 524-1000
(510) 234-1780

Berkelsy Ascet Management Berkelay
%  Berkelsy Procass Contral. Inc. CA

KIS
ale clolefrls s la ]| L]m]ne|e|al n s 7|u]v]w|x v|z|~]

Hew Delete Copy Cancel

This form app|et shows Account [+ K Parker Distril Site ’m Synonyms [Farker Dist - HQ =] Main Phon
most of the fields from the Addrass [F000 Industrial Way J Account Type [Commarcial =] Main Fa
active record—in this Account Team [CCONWAY, - stz

City |Menlo Park State [CA d Territories J Current Wolu

case, the active account.

Total Poter

Zip |34025 Country |Usa =] Industries |manufacturing indu |

Figure 17. List-Form View Type
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Master-Detail View Type

Another common type of view shows a form applet at the top and a related list
applet below. The two are related in that the records of the list applet are “children”
of the “parent” record in the form.

An example of this parent-child, or master-detail, relationship is the Account
Contacts view (the Contacts view in the Accounts screen).

The form applet gives Acourt [ K, Parker Dis Site [Hg-Diztibu Synonyms [Farker Dist- AQ = Main Phene
information about a Address [1000 Tndustrial way Aczaunt Type [Commerdial - Main Fax
single account (In this | J Account Team [CCONWAY -] Staty
case a company), City |Man\u Park State‘CA - Territories - UF
Zip |94025 Cnur\tw‘uSA =] Industries [mandfacturing indu = |
[ Last Hame | First Hame [ a1 | et | wark Phone
. > Graner Stan A M, (415) 323-6711
The list applet shows all the Grant Susan A Me, (415) 379-5555
contacts associated with ons fred J . (415 325-1000
h h I Kim Henry M M, (415) 321-0235
that account, such as all Mavas Javier R Mr. (415) 329-6589
the company’s employees Betersen Nancy R M. (415) 329-1005
who are prospects. Smith Alan M. (415) 322-2223
Srith Brian Mr. (415) 329-6500
Threlfall Mike M, (415) 323-6500
Trin Trary Ms. (415) 323-6675
Woldson Bruce Mr. (415) 329-6541

Any new record you add to this list
applet will automatically be
associated with the above account.

Figure 18. Master-Detail View Type

Only contacts associated with the account are listed in this view. The underlying
database can contain many more contacts, such as those associated with other
accounts. But you would not be able to see them all at once unless you looked in
another view, such as My Contacts (which shows the contacts for all your
accounts).
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Switching Between Applets in a View

When you’re looking at a particular view, you sometimes want to switch from one
applet in the view to another. For example, when you want to create a new record
in the bottom applet, it’s important that the bottom applet be active before you
create the new record. (Otherwise, if the top applet is active, the record will be

Version 6.0

created in the top applet.)

View Bar

Account |4, K. Parker Distrit Site [HG-Distribul Synonyms |Parker Dist - HQ Msin Phone # (41

The dark-blue tab ‘ | = =

A Address [1000 Industrial Way Account Type [Commercial = Main Fax # ’m

and outline show that —| Account Team [CTONWAY, Status [act

this applet is active. ity [irania Park smtefon o Temtores [ =] URL [y
- zip ‘94n25 Country |usA = Industries [manufacturing indu |

Last Hame | First Hame | wax | taremas | wark Phane | work

Graner Stan A Mr. (415) 323-6711 (415

To add a new Contact Grant Suzan A s, (415) 323-5555 (415

. Jones Frad N Mr. (415) 323-1000 (415

record, first make the Kirn Hanry M . (415) 321-0235 (415

COntaCtS app|et aCtiVe ] Mavas Javier R Mr. (415) 329-658% (415

. Petersen Mancy R Ms. (415) 323-1005 (415

by clicking anywhere sonsth Alan (425) az2-2223 (11

in th|s app|et Smith Brian Mr, (415) 229-6500 (415

Threlfall Mike Mr. (415) 323-6500 (415

Trin Tracy Ms. (415) 323-6875 (415

Woldson Bruce Mr. (415) 323-6541 (415

Figure 19. Switching Between Applets

Pressing CTRL + TAB also switches to another applet.

NOTE: Don’t worry if you mistakenly add a new record to the wrong applet. Just
choose Undo Record from the Edit menu to start over.
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Working with List Applets

A list applet, as you’ve seen, is a group of records presented as a list of rows. A list
applet is useful for seeing multiple records at one time. For example, when you
perform a query that yields 10 matching records, a list applet enables you to see all
10 records at once.

Besides viewing information, you can use a list applet to perform queries and to
update fields—just as with a form applet.

Changing Column Order and Appearance

To make the records in a list applet easier for you to work with, you can change the
order of the columns, resize the columns to see more or less of a particular field,
and change the records’ sort order.

To move a column ahead of another, drag the To resize a column,
column header to the left until you see a red drag the right edge of
line, then drop the column. the column header.
[ I
T s [t [ sitel s phone vomber By (I e o varnber | Ui 5
» A, K. Parker Distribution HQ-Distribution {1415) 329-6500 i (415) 329-6511 www. parker.cor,
A K, Parker Distribution us (415) 329-5500 (415 229-6511
A K Parker Inc, HQ-Carporate (415) 329-6500 (415) 329-6511
%  AMCO Pipe & Line, Co. San Rafael (415) 491-2300 (415) 491-2310
AN Munchen
Acme Inc. HG (510 245-3000 (5100 245-6000
* Andercott Consulting Palo Alto (415) 389-5400 (415) 383-5467
¥ Andronica's Barkalay (510) S68-1200 (510) 568-1220
* Apex Graphics Inc SL-walnutport-03563%295  (610) 555-0000
%  BG Edwards & Sons, Inc HQ (212) 489-1500 (212) 489-1568 www. agedwards
%  BG Edwards & Sons, Inc Los Angeles (213) 486-8900 (213) 486-8989 www boedwards
%  BG Edwards & Sons, Inc Palo Alto (415) 326-5010 (415) 326-5011
%  BGEdwards & Sons, Inc San Frandisco (415) 742-4500 (415) 742-4550
%  pall Susterns Dawntoun (404) 232-2198 (404) 232-4390

Figure 20. Changing the Appearance of Lists

NOTE: If you want to rearrange several columns, or if the columns you want to
rearrange are far apart, you may find it easier to use the Columns Displayed dialog
box. To bring up this dialog box, right-click inside the list applet and choose
Columns Displayed from the shortcut menu that appears.
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Changing the Sort Order

You can sort the records in a list by any column. For example, you can sort a list of
contacts so they appear alphabetically by name (the Name column) or
chronologically by date (the Date column).

Click anywhere in the _
column you want to sort

by. For example, to sort Then click one of the Sort
by account name, click buttons to sort from A to Z or
the Account column. from Z to A.
4 PI‘Dﬁ%i‘l|§ggnm‘§@§‘|ﬂ «DMP o ols Hnuanespmm:mums -
J Threads | Account

Opportunities Service Campaigns SmartScripts Orders [LTITa] Briefings Contacts Activies Calendar Quotes Projects Compensati M

| Mew | Account | Main Phone Humber Site Main Fax Nurnber URL -l
> B, K. Parker D stributior| (415) 329-6500 HQ-Distribution (415) 328-6511 i, parker cor
#  Universal Printing Inc (610) 555-0000 HQ-Easton-035639413
%  Garman Printing Co Inc (415) 555-0000 HQ-5an Francisco-804800%
Coastal Distributars LA
% Bancroft Indushies (415) 340-6500 Laurence (415) 340-6555
% PG Edwards & Sons, Inc (213) 486-8900 Los Angeles (213) 486-8989 www,bgedwards
%  perkeles Drocess Control, Inc (714) 345-3045 Los Angeles (714) 345-4355
AN Minchen
#  Mach Susterns (415) 727-2000 Northern California (415) 727-9999 [ ]
#  Andercott Conculting (415) 389-5400 Palo Alt (415) 385-5467
%  BGEdwards & Sons, Inc (415) 326-5010 Palo Alta (415) 326-5011
% National Express Financisl Advisors, In (415) 883-0800 Palo Alto (415) 883-0817 wiww, smericane
*  Peverages and More (415) 368-7700 SF (415) 368-7723

Figure 21. Changing the Sort Order

When you click a column to select it, be sure to click outside the hyperlink. Clicking
the hyperlink takes you to another view, as explained in the next section.

NOTE: If you want to specify more than one column on which to sort (for example,
Name and Site), use the Sort Order dialog box, just as you would in Microsoft Excel.
To bring up this dialog box, right-click inside the list applet and choose Sort Order
from the shortcut menu that appears.
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Drilling Down for More Details

In some list applets, the fields in one or more columns appear as hyperlinks
(underlined and in color). You can click a hyperlink to go to another view that has
more detailed information about the item.

_ Click the hyperlink to drill down to
more information about this contact.

Synonyms [Parker Dist - HQ Main Phone # [(415) 329-6500

ccount:

&, K. Parker Distrit

Site |HQ'D\sthui

Commerdial

Main Fax #

(415) 329-6511

ddress [1000 Industrial way Account Type j
Account Tesrm [VSILVER J Status [Active j
City [Menla Park Statech = Territorias B URL [www.parker. com
Zip |24025 Country |U5A j Industries [manufacturing indu J
‘ Lqst Name | First Mame ‘ M1 MrfMs ‘ Work Phane | wiork Fax :l
Glaner Stan A M. [415) 329-6711 [415) 329-6700
Glant Susan A Ms, (415) 32%-5555 [415) 325-1100
adn. Fred M Mr. (415) 329-1000 [415) 329-1001
Klr?{i Henry L Mr. (4157 321-0235 (4157 321-6700 ]
The view that appears contains more
information about this contact—including
the activities associated with the contact.
Last Namne Danes First Namne [Fred MI [ Account[a. K Parker Distribut » | Site ‘HQ-Dlstnbutmn
Job Title [Vice President Me/Mz My, ﬂ Address |1000 Industrial YWay J
Work # ((415) 323-1000 Home # City |[Menlo Park State ‘CA j
Fax # [(415) 329-1001 cellular # Zip|?4025 Country ‘USA j
Assistant Asst, # Ema\ll
‘ Mew ‘ Ackivity Type ‘ Description | Due ‘ Assigned To Start Tirne | A\armii
* Meeting Have mesting to refocus expectations 05/30/1299 PLEWIS 12:30 PM
* Dernonstration Demonsztration of possible solution 05/03/1399 SREILLY
* Call Call aur awn 1T dept for advice 05/02/19%% CCOHEN

Figure 22. Drilling Down on a Hyperlink
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Working with Form Applets

As you’ve seen, you can do many things using a list applet: perform queries, view
information, and update information. But sometimes it’s easier to do these things
when the data is arranged in a form-like layout. This is why the form-list view type
is so common in Siebel applications. Having the two types of applet in one view
enables you to go easily back and forth between the two representations of the data,
depending on what’s more convenient for you at the moment.

Entering Data

Form applets are particularly handy for entering data (though you can also enter
data in a list applet). Because the whole applet area is available for just a single
record, a form applet can display more of a record’s fields without requiring you to
scroll—and can often show more text in a long field than a list applet can.

A field that appears gray when you click it (and _
does not have a button next to it) is read-only.
You cannot change data in this field.

__ To enter data in a field
To enter data, just click inside __ with a button next to it,
a field and start typing. click the button.

New | Delete | Cop | Cancel

Account |Gottieb Mar = | Site Mid-west  Opporunity|Four For One Revenue [$1250000 =| Prob% (0% =]
Address 386 Morth York Foad Description _j Close Date |3/19/99 j Created |2/1 9,-"96|

J Sales Team [CCOMWAY k3 Committed [ Lead Quality Bl

City |[Elmhurst State [IL Bl Teritary 1| SalesStage 01 - Prospecting Bl

Zip 60126 Country US4 =] Reason ol Source |April 37 Desktop Mailing |

Figure 23. Entering Data

NOTE: Like editable fields, read-only fields can appear in list applets, as well.

The following two sections describe the two special types of fields that can be edited
only by clicking the button next to them.
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Using Picklists

Some fields have a small triangle button next to them. Clicking this button displays
a list of possible values for this field.

Click the triangle to see —
a picklist of values.

Account [, K, parker Distril | Site ’m Syrenyms W Main Phane # [(415) 329-6500
Addrass [1000 Industrial way Account Type [Commerdial <] Main Fax # [(415) 329-6511
J Account Tearm |SADMIN J Status |Prospect J
city [Menlo Park State ’ﬁ Teritorias =] UR [Actiee
zip[aa0zs | coumw[usa - Industries [manufacturing indu -] Contrac Pending

From the list that appears, click the
value you want to choose.

Figure 24. Using Picklists

Picklists make it faster for you to enter information and ensure that the values you
enter are valid.

Picklists can appear in list applets, as well, but you won’t see a triangle until you
click inside the field you want to change.
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Using Multi-Value Groups and Seeing More Information

Sometimes, a single field can contain multiple values at once. For example, an
account often has more than one address. Similarly, the Account Team field
contains the usernames of all the team members. A field that contains more than

one value is called a multi-value group, or MVG.

A field in a form can display only one value at a time; therefore, to see the other
values in a multi-value group, you must bring up the MVG applet, which you do by

clicking the ellipsis button (...).

1 Click the ellipsis button to —
see all the members of this
account’s team.

Account |BG Edwards & Son. Site ‘LDS Angeles Synonyms j Main Phone # |(213) 486-2900
Address [1987 Bonaventure Account Type [Cammercial j Main Fax # [(213) 436-3983
Account Tearn [WSILVER 3 Status (Active 3]
_| ~= URL [www. bgeduards. com
€. Siebel Call Center [x] ﬁ
Account Team Members
2 In the MVG applet | erimary | Login Name | Last Nama | First nama | pasition |
CCOHEN coh carl < ltant - W - -
that appears, you can i o Ay Chema ks (s L
PLEWIS Lewis Philip Consulting Mans
scroll or use buttons SMILLER Willer sue Diractar of Field :
H H - CMOORE Maare Cindy Practice Manager
ust as you would in
J y . SREILLY Reilly Steve SW Service Sped
any applet or Windows TEMITH Smith T Tlesales Repre]
H | v i WSILVER Silver victor VP gales -
dialog box. 2 .
New Delste Close

Figure 25. Using the Ellipsis Button to Bring Up an MVG

MVGs, like picklists, can appear in list applets as well as in form applets.

NOTE: An ellipsis button does not always mean that the information not displayed
is part of an MVG. Sometimes, clicking the ellipsis button simply brings up a long

text field.
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Message Bar and Status Bar

At the very bottom of the application window are two bars that display information,
as shown in Figure 26.

Use this arrow to fast-forward __

through the scrolling messages.
The message bar shows a scrolling The most important part of the status
sequence of messages from your bar is this counter, which shows how
company. To pause the scrolling, drag many records are displayed and
your pointer over the bar. which record you're currently viewing.
j at 2i00 porn, Web Calls in Queue 15 Data network outage currently affecting all dial-in users 401k enrollment forms dug j 3 af 4

|1 or more street addresses for the primary accourt [Item 1o 20+ [

The status bar often shows a brief
description of the current field.

Figure 26. Message Bar and Status Bar
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Setting Optional Preferences

As you learned earlier, many aspects of your application can be customized. You
can set many preferences yourself by using the Options dialog box, shown in

Figure 27.
__ Click the Appearance
tab to set options that
control how your
application looks.
Options [ x|
Forecast I Siebel Remote I Corespondence I Siebel Search
Meszage Bjoadcasting I Communications I ‘wieb Browser
CTI | S ipt I Field Service I Guerny I E=pense Reports

Screenl List I Dpportunitiesl Ealendarl Guote

New HName D
ACME Industries

New Delate Copy Cancel

Name [ACME [ndus

Deseription

Sales Team |ESTEVENS

Scheme:

I Siebel Default j Save bz Delete
Options:

V 3D controls ™ Use Systern colors

Iterm: Calar:

[List Tite | |

Other tabs enable you to
set options for the
behavior of other parts of
the application.

You can choose different
colors for such items as

o]

Cancel |

Figure 27. Options Dialog Box

titles, buttons, hyperlinks,
and row selections.

To bring up the Options dialog box, choose Options from the View menu.
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