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Important Note for Students in
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contained here.
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Common Foundation Overview

J.D. Edwards offers a broad suite of business systems called the Common
Foundation. There is a general “look and feel” across all of these systems.

The Common Foundation Guide introduces you to J.D. Edwards systems as an
integrated environment. Use the Common Foundation Guide to become familiar
with the user interface, menus, forms, and the basics of J.D. Edwards systems.
Once you are familiar with this environment, you can easily move between all
the J.D. Edwards systems.

System Integration

J.D. Edwards refers to each group of its software products as a system. Each
system contains forms, data files, reports, and programs that are designed for a
specific business need.

For complex business situations you might use several systems to achieve a
comprehensive solution.

The following illustration shows four different systems you could use when
performing a company’s accounting tasks. Because the functions and features of
all the systems are similar and integrated, the user is not aware of moving from
one system to another.
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Emm _ 51X

Accounts
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System
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Accounting
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Reports
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The following list identifies J.D. Edwards systems in WorldSoftware:

System Number |System

GO0 Foundation Environment
G01 Address Book

GO02 Electronic Mail

GO03 Accounts Receivable
G03B New Accounts Receivable
G04 Accounts Payable
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System Number |System

GO05 Base HRM/Time Accounting
GO07 Payroll

GO08 Human Resources

G09 General Accounting

G10 Financial Reporting

G11 Multi-currency

G11C Cash Basis

G12 Fixed Assets

G13 Equipment/Plant Management
Gl14 Modeling, Planning, and Budgeting
G15 Property Management

G19 Utility CIS

G20 Energy Base

G22 Production

G23 Revenue Distribution

G25 Joint Interest Billing

G27 Investor Services

G30 Product Management

G31 Shop Floor Control

G32 Configuration Management
G34 DRP/MRP/MPS

G35 Enterprise Facility Planning
G36 Forecasting

G37 Quality Management

G38 Agreement Management
G39 Advanced Stock Valuation
G40 Inventory/OP Base

G41 Inventory Management
G41B Bulk Stock Management
G42 Sales Order Processing
G42E ECS Sales Order Processing
G43 Purchase Order Processing
G44 Contract Management
G44H Homebuilder Management
G45 Advanced Pricing

G46 Warehouse Management
G47 Electronic Data Interchange
G48 Work Order Processing
G49 ECS Load/Delivery Management
G51 Job Cost Accounting

G52 Job Cost Billing

G53 Change Management
G55-G59 reserved for Clients

Release A7.3 (October 1996)
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System Number |System

G60-G69 reserved for J.D. Edwards custom
G72 WorldVision

G73 M&D Complimentary Products
G74 EMEA Localizations

G75 ASEAN Localizations

G76 Latin American Localizations
G77 Canadian Payroll Master Menu
G81 DREAM Writer

G82 World Writer

G83 Management Reporting-FASTR
G85 custom programming

G87 J.D. Edwards internal

G88 cautious purge system

G89 conversion programs

GI1 Documentation Services

G92 Computer Assisted Design

G93 Computer Assisted Programming
G94 Security Officer

G96 Computer Operations

G97 Software Installation

G98 Technical Tools

G99 Technical Tools - internal

G99M Technical Tools - masters/update
G991 Electronic burst and bind

System Features

J.D. Edwards business application software (WorldSoftware) includes a
character-based format and a graphical user interface (GUI). The common
foundation features for either presentation include:

e Task-oriented menus

e Extensive online help that shows you how to complete a task

e Detail areas that present the records you are using in a logical sequence

e (Category codes that further define your database records

See Also

o Introduction to WorldSoftware for further information on interface
presentations.
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About the Common Foundation Guide

This guide is for release A7.3 of J.D. Edwards WorldSoftware. Forms shown are
from WorldVision and are only examples. If your company operates at a
different software level, you might find discrepancies between what is shown in
this guide and what you see at your computer.

This guide is separated into sections to guide you through the operations and
functions that are common to all systems.

User interface Become familiar with the keyboard and how you enter the
commands to complete the operations you want to
perform. This includes signing on and off the system.

Menus and forms Learn how to navigate among the forms and systems you
have available. Become familiar with the presentation and
features available on various forms and menus.

Online help Using both field level and program level help,
immediately access online help instructions.

Records Learn how to locate, add, and work with records. Tailor
your data to your needs by assigning valid values and user
defined categories.

Reports Using J.D. Edwards report formats, learn how to create
your own report version, work with version processing
options, and submit your version for print.

The purpose of this guide is to provide:

e A textbook for students in a training class

e A resource for students after training

e Reference material for users who do not attend class
This guide describes the “big picture” and how programs work together through
overviews, illustrations, procedures, examples, and exercises. It is intended
primarily for two audiences:

e Students in the classroom

e Users and those who support the product who have not attended
class
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Organization of the Guide

This guide is divided into sections for each major function. Sections contain
chapters for each task or group of related tasks. Within each chapter you will
find information you need to accomplish the tasks such as running programs or
printing reports. Generally, chapters include an overview, form or report
samples, and procedures.

Section

Chapter Task

Task

When it is appropriate, chapters also explain warnings or error situations. Some
chapters have classroom exercises. Some include voluntary tests for your use
outside the classroom.

This guide has a general table of contents at the front of the guide. It also
includes an index to help you locate information quickly.

Icons and Terms Used in this Guide

This book contains icons that provide visual clues to the content of a topic or
paragraph.

The note identifies text that is supplemental. It might be a hint, a suggestion, or
additional information.

The caution icon notifies you:
e When you might get unexpected results if you set up and run a
process in a given way

e That you might need to verify other information affecting the
outcome of a process

e When there might be serious implications for a given action, such as
irrecoverable loss of data

»q: Exercises

AP See the exercises for this chapter.

1-6 Release A7.3 (October 1996)



Common Foundation Overview

The exercise icon indicates an exercise or activity to do during the training class.
If you are using this guide without taking the class, you might not have the
database necessary to do the exercises in this guide. In this case, you can use
the Test Yourself topics to verify your understanding of a topic.

The following terms have specific meanings when used in this guide.

Selection A numbered menu item

Option An action you can take by using the O (Option) field on a
form. You use options to:

e Access another form or window
e Perform another function

Type To key or type information in a field

Complete or Enter To type information and then press the Enter key or click
on the appropriate button

Click To place the pointer over a selection or icon and press the
left mouse button

Double-click To place the pointer over a selection or icon and quickly
press the left mouse button twice in succession

Choose To select from a group by either clicking an item or
entering a selection or an option in a field

Training Class Case Study

This guide uses the Address Book system to illustrate the various Common
Foundation concepts. Most of the tasks you perform use Address Book
examples.

Address Book is used globally throughout the J.D. Edwards systems. The
Address Book system is an online version of a traditional card file. It is a
database of names, addresses, and phone numbers that:

e Provides easy access to all addresses for searching and reporting
purposes
e Reduces the need for duplication of records

e Provides security through Business Unit assignment or Search Type
authorization
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1-8

e Interfaces with other J.D. Edwards systems

Address Book interfaces with almost all J. D. Edwards systems including, but not
limited to, the following:

General
Ledger

Distribution \ \

Manufacturing v\

Job Cost

<+— Customers

Address . <«——— Suppliers
Payroll/ Book l <«—— Employees
Human ——
Resources l <+——— Jobs
l <+—— Tenants
Property / )
Management
/ |
Accounts Accounts
Payable Receivable
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Objectives

e To become familiar with using the keyboard or mouse to interface with
the system

e To learn how to enter and exit the system with assigned passwords

e To understand how the system uses time-outs for security and operation
purposes

About WorldSoftware

All J.D. Edwards WorldSoftware is available in two different presentations:

e Character-based, also called “green screen”

e Graphical user interface (GUI), or WorldVision

The presentation you see depends on which one your company has chosen to
install. The system processes all the applications in the same way regardless of
the presentation. The character-based presentation requires you to enter
information or use key functions for all tasks. With the GUI presentation, you
can either use the key functions or a2 mouse to choose icons or items to
complete a task.

WorldVision presents all the forms in a graphical format for a Microsoft Windows
environment on a PC workstation. To provide this form presentation,
WorldVision reads the 5250 data stream from the AS/400 and formats the
information for the PC form. Essentially, WorldVision is an emulator that maps
the “look and feel” of a Windows environment. WorldVision operates solely on
the client workstation and retains the functions of the applications, data integrity,
and security on the AS/400 server.

Although WorldSoftware includes both the character-based interface and the

GUI, for the purposes of this guide, the term WorldSoftware will refer only to the
character-based presentation.
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The following differences are the most apparent:

WorldVision

WorldSoftware

Click button icons to locate, add, change,
or delete information.

Enter an I, A, C, or D in the Action Code
field to locate, add, change, or delete in-
formation.

Choose options from either a pull-down
menu or by entering the option number in
the O (Option) field.

Enter the option number in the O (Op-
tion) field.

Choose functions from either a pull-down
menu or by pressing a function key (F
key).

Press a function key (F key) to access
additional forms or functions.

Use mouse actions on icons to scroll
through lists of records.

Press keys to scroll through lists of re-
cords.

Use F keys or mouse actions on icons to
return to previous forms or menus.

Use F keys to return to previous forms or
menus.

To become familiar with both presentations, complete the following tasks:

[l Understand the system interface
[] Sign On and Sign Off the system

(] Understand time outs
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Understand the System Interface

About the System Interface

This chapter introduces you to the keys used in WorldSoftware and provides
examples of the functions available in WorldVision.

Use the various keys to provide commands to your computer. Many keys
consistently perform the same action regardless of the form or menu you are
using. These are called standard function keys. PC keyboards are different than
AS/400 keyboards, but can be emulated to perform the same interface with
different key strokes.

If your company uses the WorldVision presentation, you can use any of the PC
key functions or click the icon or list item with your mouse.
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About the PC Keyboard

The illustration below depicts a typical PC keyboard, which can be emulated as
a regular AS/400 terminal keyboard. The main portions of the keyboard are:

e TFunction keys (F1-F12)

e Typewriter keyboard

e Numeric keypad

e Cursor movement keys (grey in color)

e Other IBM control keys (grey in color)

1

HELH

] F10 Fi1 Fiz ‘

&

Num Caps Serall
Lock Lot Lock
= = =

‘ F1 F2 F3 F4 ‘ ‘ F5 F8 F7 F8

) ELL:
ol -l
0 3 = 3
SN o |2 ]
m 20
J
About the AS/400 Keyboard
The illustration below depicts the layout of the standard AS/400 keyboard. This
keyboard contains 122 keys.
(" ™

vvvvvvvvvvv
12 2N
/i i a8

Y
7
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Important Keys

The following table identifies which key on the PC keyboard or the AS/400
keyboard to use to perform various functions. You will find it helpful to be
familiar with both keyboards if you must move from one type of equipment to

another.

You can map your keyboard to suit your personal needs. However, in
WorldVision, the keyboard is always mapped to the standard settings for a
windows environment.

122-Key
Keyboard

«—! Enter

*
<+
v

Roll

Roll

Release A7.3 (October 1996)

Description

Moves the cursor forward to the
position of the next input field.

Field
Advance
Key

Moves the cursor back (left) to the
) first position of either the current
Field input field or the previous input field.

Backspace

Moves the cursor to the next line —
first position of the first available
input field.

The four cursor movement keys
move the cursor in the direction
indicated by the arrow on the key.
You can move anywhere on the
screen, including outside
input—capable fields.
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PC
Keyboard

«— Backspace

122-Key
Keyboard

Description

Moves the cursor back to the
previous position in which you can
enter data. If the cursor is in the first
Character position of an input field, it moves to
RETe ol the last position of the preceding
input field.

Right || Ctrl

Moves the cursor to the next input
field and deletes any characters from
the current cursor location to the end

Fidd Exit of the field.

Field
Exit

< Enter

Sends data to the computer for
processing.

Caps Lock

Alphabetic characters (A-Z) are
entered as uppercase. On the
122-key keyboard, symbols and
(o1 Y Welo '@l Punctuation marks on the upper half
of the other keys are entered as well.

1} shift

When you press and hold the Shift
key:

e Alphabetic characters (A-Z)
are entered as uppercase
letters.

e Symbols and punctuation
marks on the upper half of
the other keys are entered.

T4

Left

Ctrl

Use the Reset function key to:

e  Unlock the keyboard when
an error message flashes at
the bottom of the screen.
Repeat if necessary.

e End the insert and system
request functions

Note: PC keyboards will not lock dueto
an error message.

Reset

2-6
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PC 122-Key
Keyboard Keyboard
)
On° +

=

Page
Down +

Scroll
Lock

1} Shift

+ Dup

Insert

Duplicate

Description

Use the Roll Down key while
pressing and holding the Shift key
(122-key keyboard only). Will
replace the current data on the
screen with the previous page.

Use the Roll Up key while pressing
and holding the Shift key (122-key
keyboard only). Will replace the
current data on the screen with the
next page (data below the current
display screen).

The Help function provides:
e An explanation of IBM error
conditions
e Help from the system

Duplicatesthe previous line on the
current line.

Various J.D. Edwards programs utilize function keys F1 through F24 for a variety

of functions.

Keyboard

(] F2 3 F4 ‘

Release A7.3 (October 1996)

PC
Function

Keys

122-Key
Function
Keys

Description

A PC keyboard has a set of function
keys from F1 - F12. To access
function keys F13 - F24,press the
Shift key in conjunction with function
keys F1 - F12.

F1 + Shift = F13

F2 + Shift = F14

The 122-key keyboard has a full set
of function keys.
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WorldVision Buttons

Clicking a button in WorldVision corresponds to keystrokes for WorldSoftware.
In WorldVision, buttons have replaced the Action Code field that appears on the
character-based forms.

Be aware that on any given form, one of the buttons is highlighted with a black
border. This indicates the default action. The default action depends on whether
the Action Code field is present on the corresponding WorldSoftware form.
When you press enter on a form with no Action Code field, the Inquire button
defaults. Some buttons are specific to certain applications and do not appear on
every form.

Hover Help is a feature in WorldVision which displays a brief, online note
regarding the action a button performs. Access Hover Help by placing the cursor
on a button without clicking. The notes appear in bright, yellow boxes.

When a number appears in the lower-left corner of a button, you can also press

Alt + the number to perform the function. For example, press Alt + 4 to perform
the Add action.

General Commands

Command WorldVision WorldSoftware

Menu Selection Number

Enter

Access a menu

Enter text

Retrieve a menu

Exit a form

EIEINE
B

Inquire Ior 4

L

Cor2

d

Change
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Command WorldVision WorldSoftware
Add Aorl
L .
Delete o D

View previous page i B?)ge
View next page . Bf,?,:,en
What You Should Know About
Menu selection For WorldVision, a number on a button corresponds to a

specific menu. The number always appears to the left of
the menu selection text for both WorldVision and
WorldSoftware menus.

Clicking Enter to return For some pop-up windows, such as the one for a multiple
form, this button closes the window and returns you to
the first form.

Specialized Commands

Some programs in WorldVision feature buttons which combine several actions
into one. These buttons are available only in certain J.D. Edwards applications.
In addition, any button which combines an action and a function key performs a
process specific to a program.

Command WorldVision WorldSoftware
Change and redisplay ‘5"‘/ 1 C then I
Add and redisplay h"J'}'/ 1 A then I
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Command WorldVision WorldSoftware
Change and F6 ‘B‘“/F b C then F6
Add and F6 i A then || 6
Change and F13 ‘?“/f 14 C then F13

/—N
Change and F17 ‘.l,"‘/f_-' 17 C then F17

Standard Function Keys

J.D. Edwards specifies certain function keys to use for the same function
regardless of the system you are working in. The system identifies function keys
by the letter F followed by the appropriate number. For example, function key 8
is shown as F8.

Fo F24 provides a Help window with the available function keys from any menu,
form, or program.

/N
Standard Function Keys Available from Menus

The following table describes the standard function keys for menus:

Function PC AS/400 Explanation
Keyboard |Keyboard

Displays the command entry prompt. If your menu

Access displays a set of command entry lines and you type an
Command F4 IBM command, pressing this function key accesses the
Entry — IBM command prompt form, where you can add

information applicable to the command you just typed.

Accesses the Menu Word Search window where you can
F8 search for menu selections.

Search
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repeatedly, you can reverse your path for up to 20
menus. This key corresponds to clicking Exit for
WorldVision.

Function PC AS/400 Explanation

Keyboard |Keyboard
Retrieve Redisplays up to 30 previous commands.
Command F9
Retrieve Returns to the previous menu. By pressing F12
o Q

Display Fast

Displays a window that lists the mnemonic commands for

T

Path 1] Shift fast path menu travel. You can select the menu or form
Commands you want from the window or enter the command from a
+ menu.
F13
—
A
Display Displays details of a menu selection. By positioning your
Menu I shift cursor on a menu selection and pressing F14, you can
Description view the parameters associated with that selection.
+ F14
.
F2
/N
Display Checks for waiting E-mail messages.
E-mail {7 shift
Notification
+ F15
A
Display Displays the Index of Menus window where you can
Index of 7 shift review a list of all menus available to you.
Menus
+ F16
.
F4
AR
Access Accesses DREAM Writer processing options when you
DREAM {7 Shift type a menu selection and press F18.
Writer
Processing + F18
Options
.
6
/N

Release A7.3 (October 1996)
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Standard Function Keys Available from Forms

Using function keys available from a form, you can perform a number of tasks.
Although some of the function keys vary from form to form, there are standard
keys that you can use from any form. The following table describes standard
function keys for forms:

Function PC AS/400 Explanation
Keyboard |Keyboard
Display Field Displays J.D. Edwards field level help. You will see one
Level Help of the following types of information:
- e An explanation of the field’s purpose and any
data entry considerations
AN e A search form that lets you find a valid code
e A list of valid values for the field
Exit Exits a function and returns to the original form or menu,
F3 ignoring changes you just made. This key corresponds to
. the clicking Exit for WorldVision.
Display Displays the detail area for more detailed information.
Detail F4
Display Error Displays error messages if you make a mistake while
Message F7 entering information in a field.
Retrieve In some cases, F3 and F12 work alike. However, there is
Form an important difference between the two. If you perform

a function that involves a number of different forms that
you access in a logical progression, such as the steps in

F12
the DREAM Writer version processing procedure, and
/N both F12 and F3 are available, F3 takes you out of that
function entirely, while F12 takes you back to the
previous step in that progression.
Clear Form Clears the form. All fields clear and an empty form
17 Shift appears for further data entry. This key eliminates the
need to clear a number of fields in order to enter new
+ F22 information.
/N
F10
/N
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Signing On and Signing Off the System

For efficiency and security purposes, you must sign on and sign off the system.
These processes are often called sign on and sign off. To learn how to do this,
complete the following tasks:

[] Sign on to the system

] Sign off the system
Signing On to the System
You must have a user ID and password to sign on to the AS/400.

> 1 sign on to the system

On Sign On
£ Sign On [_ o[ =]
System
v - S\WORIT_DVISION JDED
Ed d Subsystem
JD Edwards
Display

QOPADENREZL

Sign-On |Messages

[er] [3¢]
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Complete the following fields:

e User

e Password

The Master Directory appears.

§E‘ [G] - Master Directory - (J.D. Edwards & Company]
Functions  Menu Functions Tools  Help
Wed, June 05, 1995 A73 Training Test Environment MEE5E64964
5:47:06pn (C) J.D.Echwards & Co 1985,1996 QPADEYOOAT
tajor Froduct D JDED
GENERAL BUSINESS SvYSTEMS INDUSTRY SFECIFIC SYSTEMS
2 | Address Book 14 | Distribution / Logistics
T Electronic hMail T Manufacturing Systems
T Accounts Receivable ? Construction Systems
T Accounts Payable 7 Energy & Chemical Systems
T General Accounting ? FPropery Management
7 Financial Reporing 7 Waork Order{ Service Billing
T todeling. Planning, Budgeting ? Contract Management
T Fixed Assets -
T Eguipment/Plant Management REFORT ‘\WRITERS
T Hurnan Resources Management 23 | FASTR Reporting
- E Wy'arld Wiiter Feporting
|
[]

Field Explanation

User ID The User ID is the name that identifies you to the
computer. It is:

e  Usually assigned by the security officer system
(QSECOFR)
e Used by the computer to associate your work

Password You define a password to identify you as the owner of the
User ID. The system will not accept a password that has
not been previously defined.

When you enter your password, you will be unable to see
what you are typing. The system hides the entry in this
field so that others do not see your password

Depending on your system setup, you might need to
define a new password on a regularly established basis,
such as every 30 days.
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Signing Off the System

You should always sign off the system when you have completed your work.

Do not turn off your workstation in the middle of an application. You should

turn off your workstation only after you have signed off the system.

> 1o sign off the system

On any command line

§' G] - Master Directory - [J.D_ Edwards & Company]
Functions  Menu Functions  Tools  Help
Thur, July 18, 1996 A73 Training Test Enuironment M55564964
5:03: 49pn (C) J.D.Echwards & Co 19851396 OPADEYO17E
Major Fraduct D JDED
GENERAL BUSINESS SYSTEMS INDUSTRY SFPECIFIC SYSTEMS
2 | Address Book 14 | Distribution / Logistics
T Electranic kail ? Manufacturing Systems
T Accounts Feceivable ? Construction Systems
T Accounts Payahle 7 Energy & Chemical Systems
T General Accounting ? Froperty Management
7 Financial Reporting ? Wark Qrder / Service Billing
T taodeling, Flanning, Budgeting ? Contract Management
T Fixed Assets -
T Equipment/Plant Management REFORTWRITERS
11 | Human Resources Management 23 | FASTR Repoting
- E Warld Writer Reporting
[am
[¢]

Enter one of the following:

e .. (two periods)
e 90 (the hidden selection to sign off the system)

e Signoff (if IBM Command Entry is allowed).

Release A7.3 (October 1996)
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Caution: Do not turn off your terminal in the middle of an application. You
should turn off your terminal only only after you have completely signed off.
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About Time-Outs

Time-outs are a workstation feature that logs off a user if an entry is not made
within a specified period of time. The two types of time-outs are:

e System

e Display

What is a System Time-Out?

Two types of time-outs occur on the system:

Time-out of a program  The system returns to a menu.
Exit from the system The system returns to the Sign On form.
Both time-outs occur due to lack of activity. Press any key to let the computer

know you’re using your workstation. Your system operator controls the length of
time before a time-out occurs.

Why Are System Time-Outs Set Up?

System time-outs are used for two reasons:

Security If you leave your computer unattended, the time-out
prohibits anyone from using the system.

Operations Several jobs might be run which require everyone to be
signed off. If you leave your computer, the time-out
allows the job to be run.
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What is a Display Time-Out?

After a predefined number of minutes, the monitor goes blank. Press any key or
move the mouse to activate the system to return to the display.

Display time-outs save you the life of your monitor. The display time-outs are an
optional setup for a terminal.
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Objectives

e To become familiar with menu format and appearance
e To learn how to use the pull-down menu bars on menus

e To navigate among menus

About Menus

A menu on a computer is similar to a menu in a restaurant. It offers you a

number of choices. Menu selections present ways to access either a program or
another menu.

To become familiar with menus, complete the following tasks:
[ Access menu bars on WorldVision menus

] Navigate menus

How Are Menus Designed?

J.D. Edwards menus are designed to be task-oriented and to have a consistent

format. Every menu displays up to 24 menu selections which are typically
unique to a system.
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About Menu Format

The following example is the Master Directory menu. The Master Directory is a
“menu” of menus. Every selection on this menu accesses another menu. Labels
point to the main portions of the menu.

Menu ID Menu Title
£/[6] Master Dircctory - U_D_Edwards & Compary)
Menu Bar—Funstions MenuFunctions ToolsHelp]
Wed, June B5, 1996 AY3 Training Test Environment M35564964
5:47:06pm [C) J.D.Echwards & Co 1955,1996 OPADEYAEOT
Major Product D JDED
GEMNERAL BUSINESS SYSTEMS INDUSTRY SPECIFIC SYSTEMS
2 | Address Book 14 | Distribution { Logistics
T Electranic hail ? kanufacturing Systems
T Accounts Receivable T Caonstruction Systems
T Accounts Payable 7 Energy & Chemical Systems
T General Accounting ? Froperty Management
T Financial Reporting 7 Work Order / Service Billing
T Modeling, Flanning, Budgeting T Cantract Management
T Fixed Assets -
T Equipment/Plant Management REFORT WRITERS
T Human Resaurces Management 23 | FASTR Reparting
- E World Writer Reporting
——
[x]

Command Line Available Selections

About Menu Levels

A menu level determines who has access to certain programs. Each level
represents a display level that is needed in order to perform the tasks on the
menu. The following graphic describes these levels and lists the Address Book
menus for each level:

(Level 4)
(Level 3) Setup
Advanced Operations
and Technical
(Level 2) Operations
Periodic
(Level 1) Operations

Daily
Operations
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The underlined characters in the following menu numbers indicate the level of

the menu.

Level 1 Daily Operations; GO1 (Address Book Daily Operations)

Level 2 Periodic Operations; G0121 (Address Book Periodic
Processes)

Level 3 Advanced and Technical Operations; G0131 (Address
Book Advanced and Technical Operations)

Level 4 Setup Operations; G0141 (Address Book Setup)

For example, menu number G012xx indicates:

G G Main menu

01 Address Book

2 Periodic operations menu

XX A variable which differentiates the menu from other

periodic operations menus

A display level is assigned in each user’s profile, which is stored in the
computer. If a user accesses a menu that has an assigned display level higher
than the display level assigned to the user, the display level of the menu flashes
in the upper-left corner of the menu.

System Codes

J.D. Edwards refers to its software products as systems. Each system contains an
entire family of software (programs, data files, forms, and reports) designed to
solve a particular business problem.

The Master Directory lists the main menus that access the systems. The G is

followed by a system code. See the Common Foundation Overview for a full list
of system codes.
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How WorldSoftware and WorldVision Menus Differ

WorldVision menus use a graphical interface rather than a textual interface. A
graphical user interface allows the alternative of clicking a graphical icon
instead of using the keyboard. Additionally, you can access other functions from

the menu bar.

The following example shows a WorldVision menu:

£ [G01] - Address Book - [J.D. Edwards & Company)

Functionz  Menu Functions  Tools  Help

Wed, July 24, 19496 A73 Training Test Enwironment
9:44; A5an (C) J D Edwards & Co 19851996
Froduct Groups

DAILY OPERATIONS

2 | Mame Search

3 | Address Book Revisions

5 | CIF Index

FERIODIC OPERATIONS
14 | Periodic Frocesses

M55564964
QPADEYE197
JDED

Release A7.3 (October 1996)



Menus

The following example shows a WorldSoftware menu. The menu bars are not
available on WorldSoftware menus.

/

@1 J.D. Edwards & Conpany JDED
Product Groups Addr ess Book
DAI LY OPERATI ONS ... PERI ODI C OPERATI ONS
2. Nane Search 14. Periodic Processes

3. Address Book Revisions
5. CF Index

Sel ection or comand
===>

Wed, July 24, 1996 A73 Training Test Environnent M55564964
9: 42: 05am (O J.D. Edwards & Co 1985, 1996 QPADEV0077
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Using the Menu Bar on a WorldVision Menu

The menu bar is located below the title bar on a WorldVision menu and contains
four different pull-down menus. The following is an example of a menu bar:

Functionz  Menu Function:  Tool:  Help

Each of the pull-down menus offers:

e Different options that you might need to perform

e Additional information on the menu selections

The following list details each menu bar available on a menu:

Functions Choose the Functions menu to display all of the available
function keys. You can also press Alt + F to access the
functions menu.

Menu Functions Choose the Menu Functions menu to:

e Sign off the system
e Display the processing options for a program
e Display the hidden menu selections

You can also press Alt + M to access the Menu Functions
menu.

Tools Choose the Tools menu to access the:

e System Request menu

e Display Messages window

e Attention Program, a user defined program according
to the user’s profile

You can also press Alt + T to access the Tools menu.
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Help

See Also

Choose the Help menu to:

e Display the general online help for a program.

e Display the application information. This displays
system code information. Choosing this pull-down
feature is the same as entering hidden selection 25.

See also Locating Your Software Version.

e Display product information. The product information
relates to the release number and name of the J.D.
Edwards software and the version of WorldVision to
which it corresponds.

You can also press Alt + H to access the Help menu.
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Navigating Menus

Navigating menus means moving from one menu to another. To learn how to

navigate menus, complete the following tasks:

L] Choose menu selections
] Enter a menu ID
1 Use function keys to navigate menus

L] Access hidden menu selections

Choosing a Menu Selection

Menu selections can either point to another menu or directly access a program.

Release A7.3 (October 1996)
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> To choose a menu selection

On the Master Directory

‘f [G] - Master Directory - [J.D. Edwards & Company]
Furctions  Menu Functions Tools  Help
Fri, July 19, 1996 A73 Training Test Environment ME5564964
4:55: 45pn (C) J.D.Edwards & Co 1985,1996 OPADEYDZ15
Major Product D JDED
GENERAL BUSINESS SYSTEMS INDUSTRY SFECIFIC S'YSTEMS
2 | Address Book 14 | Distribution / Logistics
T Electronic bail ? Manufacturing Systems
T Accounts Receivable ? Construction Systems
T Accounts Payable ? Energy & Chemical Systems
T General Accounting ? Fropery Management
7 Financial Reporting 7 Work Order / Service Billing
T Modeling, Planning, Budgeting ? Contract Management
T Fixed Assets T
T Eguipment/Plant Management REFORT ‘\WRITERS
T Human Fesources Management 23 | FASTR Reporting
- E World ‘Writer Reporting
[2
[]

Perform one of the following:

e Enter the menu selection in the command line

e (Click a menu selection button
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The selected menu appears.

ET[G01] - Address Book - [J.D. Edwards & Company) M= E3
Function:  Menu Functions  Toale  Help

Mon, Apr 05, 1996 A7.3 Development KO255472

1:26:21pm (C) J.D.Echwards & Co 1955,1996 QPADEYBASE
Product Groups JDED

DAILY OPERATIONS PERIODIC OFERATIONS

2 | Mame Search 14 | Feriodic Processes
3 | Address Book Revisions

5 | CIF Index

Entering a Menu ID

A menu ID is the unique identifier associated with a particular menu. If you have
menu travel authority, you can enter the menu ID in the command line.

The menu ID appears in the title bar for WorldVision forms and in the upper-left
corner of the menu for WorldSoftware.
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» To enter a menu ID

In the command line on any menu

=" [G01] - Address Book - [J.D. Edwards & Company]

Furctions  Menu Functions Tools  Help

Thur, June 20, 1996 A73 Training Test Environment ME5564964

3:24:30pm () J.D.Edwards & Co 1985,1996 OPADEYOOE3

Froduct Groups JDED
DALY OFERATIONS FERIODIC OFERATIONS

2 | Mare Search 14 | PeriodicProcesses

3 | Address Book Revisions

5 | CIF Index

[ 10 ]

Enter the menu ID.

The menu you entered appears.

=" [G09] - General Accounting - [J.D. Edwards & Company)
Functionz  Menu Functions  Tools  Help

Fri, July 05, 19496 A73 Publications Enwironment Z3ACOTTERLY

12:55:59%m (C) J.D Edwards & Co 19851996 QPADEVDAGE

Product Groups JDED
DALY OPERATIONS FERIODIC OPERATIONS

A Journal Entries i Account Reconciliation

ﬁ Fepoarts & Inguiries _15 | Integrity Reports & Updates

16 | Financial Reports

17 | Budgeting

16 | Allocations

19 | Caonsolidations

20 | Rewvaluation & Restatement

21 | Periodic & Annual Processes

GEMERAL ACCOUNTING SETUP
24 | Organization & Account Setup
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Using Function Keys to Navigate Menus

Function keys provide easy access to related tasks within the system. You can
use function keys to:

e Access related information and return to the original form

e Exit directly to other parts of the system

J.D. Edwards refers to function keys by the letter F followed by the appropriate
number. For example, function key 8 is shown as F8.

Complete the following tasks using function keys:
] Search for menus
L] Access the Index of Menus
] Access fast path commands
L] Return to the the previous menu

] Return to the master directory

Searching for Menus

You can obtain information about any subject from any menu by using the Menu
Word Search function. The method you use to perform a search is determined
by whether you have Command Entry authority, a feature that allows you to
enter commands from any menu. If you have Command Entry authority, you can
enter unlimited search text on the Command line.

» To search for menus

You can obtain information about any subject from any menu by using the Menu
Word Search function. The method you use to perform a search is determined
by whether you have Command Entry, a feature that allows you to enter
commands from any menu. If you have Command Entry authority, you can enter
unlimited search text in the Selection field.

On any menu

1. Type a search topic on the command line.

2. Press F8.
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Menu Word Search appears with a list of all the menu selections that
contain the key words in your search.

7 0090WS Menu Word Search H=E3
Functions  Option: Tools  Help
Question?

Tax Authorities 21/600821

Name Search 02/G01

Address Book Rewisions 03/GO1

Reports by Address 02/60121

Reports by Person (Who's Who) 03760121

Name Search 14/G0311

Bank Account Addresses 05/GA341

Name Search 14/6G0411

Name Search 02/6Ga422

W-9 Exception Report 07/G0422
|Opt: 4=Exec 5=Menu B=Detail 7=HELP ll

The A menu references to the programs appear first in the window list, followed
by the G menu references.
3. To go directly to the menu, enter 5 next to the menu title.

To list the menu and selection specifications, enter 6 in front of the menu
title.

5. To display the general help instructions, enter 7 in front of the menu title.

Field Explanation

Menu Question The Menu Question field allows the entry of single or
multiple words to search for menu selections and Q & A
Database questions. You may literally pose a question to
the search to find the function and\or subject you wish to
work with. As an example you may ask the question:
“How do I enter vouchers” and press the enter key. A list
of menu selections (or Q & A Database questions) will be
presented to you at which time you may execute one of
the selections, simply go to the item containing the
selection, view the item detail for that selection or view
the help instructions for any selection. If your first
question is not answered with a list of selections . . . don’t
give up, keep trying with different words or if you are
using the plural of a word, try the singular. You may also
designate generic type words by ending the word or
partial word with an asterisk (¥).
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What You Should Know About

Command Entry

Using Menu Word
Search on double-byte
machines

If you do not have access to the Command Entry line,
your menu displays a field for selections only. You can
enter up to 10 characters of your search topic and press
F8 to display the Functional Word Search window.

You can also press F8 to display the window, type a
longer search topic, and press Enter.

To enable the Menu Word Search function on double-byte
machines for menus you add or change, you must enter
single-byte text for menu titles and selections. This text
must be phonetically equivalent to the corresponding

double-byte text.

Accessing the Index of Menus

A menu ID is a unique identifier associated with a particular menu. You can list

menu IDs by displaying Index of Menus.

> To access the index of menus

A menu ID is a unique identifier associated with a particular menu. You can list

menu IDs by displaying the Menu List window.
On any menu
1. Press F16.
Index of Menus appears.

7 [00900Q] - Index of Menus [_ (O] %]
Functions ~ Options  Tools  Help

Skip To | Display Level |B_ Menu Class |_

DETORES Stores Inventory Management

G Master Directory

GAA General Sustems

GO1 Address Book

GO2 Electronic Mail

GO3 Accounts Receivable

GE4 Accounts Payable

GET Payroll Master Menu

GBG Human Resources

GE9 General Accounting
[« 13 ]

.

Opt: 4=SelWalue 1=Menu Specs F4=Details F3=Retur
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2. On Index of Menus, do one of the following to view the complete list of
menus:

e Use the Page Up and Page Down keys
e Click the up and down arrows
e Complete the Skip To field
3. To identify the menu levels to display, complete the following field:
e Display Level
4. To identify the type of menus to display, complete the following field:
e Menu Class
5. To choose the menu, perform one of the following:
e Enter 4 in the field in front of your selection
e Double-click your selection

6. To access technical information on the menu, enter 1 in the field in front
of your selection.

Field Explanation

Menu Identification The menu name. up to 9 characters. J.D. Edwards
Standards are: Menu numbers are preceded with a G
prefix. The two characters following the prefix are the
system code. The next characters further identify the
menu. The 4th character specifies a specific skill level.
The 5th character is used to distinguish between two
menus of the same system with the same skill level.

For example: G0911
G Prefix
09 System Code
1 Display Level/Skill Level
1 First menu

Level of Display The Level of Display field contains a number or letter
identifying the level at which menus and processing
options are displayed. The levels of display are as follows:

Product Groups (e.g. Job Cost, Manufacturing)

Major Products (e.g. GL, AP)

Basic Operations

Intermediate Operations

Advanced Operations

Computer Operations

Programmers

Sr. Programmers Use F16 on any menu and skip

to menu A09 (Level 9) for an illustrative

example.

NN R 0N =T

Menu Classification The menu classification indicates the type of a menu. For
example: a JDE Master menu or Company Master menu.
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Accessing Fast Path Commands

Some menus and programs have fast path names that identify them. Fast path
commands are user defined codes.

You can quickly move among menus and forms by using fast path commands.
The system presents all fast path commands in a pop-up window so that you

can select the one you want.

Depending on your security level, you may not have access to fast path
commands.

P 1o access fast path commands

You can quickly move among menus and screens by using fast path commands.
Fast path commands are presented in a pop-up window.

On any menu
1. Press F13.

User Defined Codes Window appears.

7 [81QM] - User Defined Codes Window

Functions  Option: Tools  Help

og FP Fast Path Commands

Skip To Code I

Automatic Accounting Instrucs,
15/G08

ARIT AAI Translations
B6/GA941

ACCT 2ingle Account Revision
16/6G09411

ACON Advanced Configurator
G3231

AFD Advanced Product Data Mngt

G3031
[3¢]

|Opt: 4=Select F9=Glossary Fld=temo

.

2. On User Defined Codes Window, do one of the following to view the
complete list:

e Use the Page Up and Page Down keys
e C(lick the up and down arrows
e Complete the Skip To Code field
3. To choose the menu, perform one of the following:

e Enter 4 in the field in front of your selection
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e Double-click your selection

Returning to the Previous Menu

You can use a function key to return to the previous menu.

G Master Directory

Go01 Address Book

G0911 Journal Entries, Reports , & Inquiries

G0941 General Accounting System Setup

P 1o return to the previous menu

On any menu

1. Perform one of the following:
e Press F12
e Click Exit

Press the F12 key. By pressing F12 repeatedly, you can reverse your path for up
to 20 menus.

2. Continue to repeat this step to reverse your path up to 20 menus.

Returning to the Master Directory

You can return directly to the master directory from any other menu.

P To return to the Master Directory

On any menu
To return to Master Directory, perform one of the following:

e Press the Enter key

e C(lick Enter
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Press Enter to return to the Master Directory.

Accessing Hidden Menus

Hidden menus contain specialized selections which do not appear on other
menu levels. You can access the hidden menus from any other menu for the
system.

Depending on your security level, you may not have access to every Hidden
Selection.

Complete the following:
] Locate an Advanced and Technical menu

[] Locate a Setup menu

Locating an Advanced and Technical Menu

The advanced and technical menu you access depends on which menu you are
on when you enter hidden selection 27.

» To locate an advanced and technical menu

On any menu

= [G01] - Address Book - [J.D. Edwards & Company)

Functions  Menu Functions  Tools  Help
Mon, Apr 05, 1996 A7.3 Development KO255472
1:35:44pm (C) JD.Edwards & Co 1955,1996 OPADEYDASE
Froduct Groups JDED

DAILY OPERATIONS FERIODIC OPERATIONS

2 | Mame Search 14 | Feriodic Processes
3 | Address Book Revisions
5 | CIF Index

Jer

[ 103

Enter 27 in the command line.
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The Advanced and Technical Operations menu for the system appears.

£7[G0131] - A/B Advanced & Technical Operations - [J.D. Edwards & Company)

Functionz  Menu Functions  Tool:  Help

Mon, Apr 0§, 19496 A7.3 Development KO255472
1:38: 0dpn (C) J.D.Echwards & Co 1955,1996 OPADEYOASE
AdvfTech Operat JDED
ADWVANCED TECHMICAL
A Organizational Structure 14 | Global Update Category Codes
ﬂ CIF Supplemental Data ? Effective Address Update
ﬂ Biatch Address Processing T Build Search Word File
ﬂ CreditMessage Reference E Fefresh Search Ward File

16 | Build A/B Reporing File

FPURGE ADDRESS BOOK FILES
21 | Purge Address Book

22 | Purge Audit Log

23 | Purge Message Log

24 | Purge Time Log

Locating a Setup Menu

The setup menu you access depends on which menu you are on when you
enter hidden selection 29.

P Tolocate a setup menu

On any menu

Enter 29 in the command line.
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The Setup menu for the system appears.

F7[G0141] - Address Book Setup - [J.D. Edwards & Company)

Function:  Menu Functions  Toale  Help

1:40:51pm
Setup Operation

Mon, Apr 05, 1996 A7.3 Development KO255472
() J D Edwards & Co 1985,1996 OPADEYEBSE
JDED

SYETEM CONTROLS & CODES OTHER USER DEFINED CODES
A Address Book Canstants 14 | Search Types
ﬂ Country Constants Revisions ? Standard Industry Codes
ﬂ Fostal Code Revisions ? Flash Messages
ﬂ Address Book Category Codes Z State/Province Codes
ﬂ Who's Who Category Codes 18 | Country Codes

19 | Salutation Codes

20 | Electronic Mail Message Types
21 | Language FPreference Codes
22 | WWord Search Stop Words

23 | Dun & Bradstreet Ratings

24 | TRW Ratings

See Also

Test Yourself:

o Working with Submitted Reports for information on other hidden

selections.

Navigate Menus

List two of the four different ways to navigate through menus.

a.

b.

What function key displays pop-up window listing the fast path
commands?

How can you return to the Master Directory?

How can you get a list of menus?

The answers to this Test Yourself are in Appendix A.

Release A7.3 (October 1996)
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Forms

Objectives

e To become familiar with types of forms and windows
e To learn how to use menu bars on WorldVision forms

e To learn how to access forms

About Forms

A form is an organized arrangement of fields which contains information for a
record, a process, or a report. The basic format for a form is that of a master
form which does not display any detail information. For example, the Address

Book Revisions form is a form without detail:

§E‘ [01051] - Address Book Revisions

Functions  Toolz  Help

Long Addr Mo
Resp. Bus. Unit
Address Nurmber
Alpha Mame [
Fhane Mumber [ [ [
| | [
Search Type [
kailing Mame [ Fayahles v{M{Mh |—
Feceivahles [
Address [ Emplayee ¥ [
[ User Code [
[ Subldgr Inact [
| Eff Data
Postal Code City [
State [
Country [
County [
[ ][] Lillalls]=-]
F2=Frmt Fi="ho F11=CIF Index F12=Phones F13=Add'l Info F24=More

4 mpl

To become familiar with forms, complete the following:
] Use the menu bar on a WorldVision form
[l Access forms and programs

] Work with management graphs
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] Work with the floating pull-down menu

Some other features on forms include:

e Detail area

e Tab dialog

What are Detail Areas?

The detail area on a form offers further information for a record. The following
WorldVision form provides an example of a list box:

£ [01200] - Name Search [ To[=]
Functions  Option: Toolz  Help
Person/Corp [
Alpha Name [iones Search Type
1] Alpha Mame Phone Number
Janes, Grace (717) 902--7211
Jones Manufacturing Co (719) 473-1815
[x] 3
Opt: 4=Select §=CIF 9=Phones F5=Caol 2 Fmt Fi=Bank F16=Cuery F24=More b4

The list box is the area on a form where you can display a large amount
of related information. The opened detail area contained in a list box
displays the information for a record with a description of the text.

il

Alpha Hame

Pho

he Mumber

Jones, Grace
Address Mumber:

002 Alt kKey:

|
(717) 9pz--7211

Hold Payment:

Address Mumber:

Jones Manufacturing Co

11773 Alt kKey:

(719) 473-1818

Hold Payment: H

4-2
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The following form is the WorldSoftware version of the previous
WorldVision form:

01200 Name Search

Per son/ Cor p. _
Al pha Nane . . jones Search Type. _
(0] Al pha Nane Phone Nunmber
_ Jones, Grace (717) 902—-7211
_ Jones Manufacturing Co (719) 473-1818

Opt: 4=Select 8=CIF 9=Phones F5=Col 2 Fnmt F8=Bank F16=Query F24=Nbre

The detail area for the Name Search form expands the information on the

form.
(@) Al pha Nane Phone Number
_ Jones, Grace (717) 902—-7211
Addr ess Nunber : 8002 At Key: Hol d Payment :
_ Jones Manufacturing Co (719) 473-1818
Addr ess Number : 11773 At Key: Hol d Payment: N

g
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What Is a Tab?

For a form that contains many fields, the WorldVision format sometimes divides
the form into multiple tabs of information. These multiple tabs are the tab dialog.
The title of a tab indicates the nature of the fields that appear on the form.
Choose a tab to view and change information that appears in the fields on the
form.

—EE‘ [01051] - Address Book Revisions

Functions  Took Help

Long Murnber
Address Number

Mailing Name

Alpha Marme [

Address | Additional Information |

Address [
|
|
| Eff Date
Fostal Code City [
State [
Search Type [ Country [
Ferson/Corp [ County [
Tax|D Resp Bus Lnit
Credit Message [ Parent Number
a3 (il al[&]=] *
F2=Fmt Fi="ho F11=CIF Index F12=Phones F13=Add'l Info F24=kare ¥

About Windows

A window displays a greater level of detail related to the primary information
displayed on the form. For example, the following window is the Phone
Numbers window:

§E‘ [01075] - Phone Humbers H=E3
Functions  Toolz: Help

Addrass Nurmber |

Prefix Phone Mumber Phane
Tupe
[ 1] Lilla][][m-]

4 (mp

F24=tore F19=Previous F20=MNext
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Using the Menu Bar on a WorldVision Form

Menu bars on forms function the same as menu bars on a menu, although the
pull down menus might be different. Each pull-down menu offers various
selections that you might need to perform or provides additional information on
the form. The following is an example of a menu bar on a form:

Functions  Optionz Tools  Help

The following list details the pull-down menus available on a form:

Functions Choose the Functions menu to access a list of the function
keys displayed at the bottom of the form and the More
Functions selection which displays all of the function keys
available for the form. You can also press Alt + F and F24
to access the Functions pull-down menu.

Options Choose the Options menu to access a list of the options
displayed at the bottom of the form and the More Options
selection which displays all of the options available for the
form. You can also press Alt + O to access the Options
pull-down menu.

The Options menu is present on the menu bar only when
a list box with options is included in the format for a
form.

Tools Choose the Tools menu to access the:

e System Request menu

e Display Messages window

e Attention Program, a user defined program
according to the user’s profile

You can also press Alt + T to access the Tools pull-down
menu
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Help Choose the Help menu to:

e Display the online help for a program.

e Display product information. The product
information relates to the release number and
name of the J.D. Edwards software and the
version of WorldVision to which it corresponds.

You can also press Alt + H to access the Help pull-down
menu.
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Accessing Programs and Forms

All programs are listed on menus. Choose the appropriate menu selection to
access the the form. You can use function keys to access a form just as you
would to access a menu. For example, use the same functions for a form as for a
menu to access Menu Word Search and fast path commands. Keep in mind the
following form-specific information when you access forms and programs:

Access Menu Word Type the complete form name and press F8.
Search
Type the program number (for example, P05051 for
Address Book Revisions) and press F8.

Press F8 to display the window and enter the search
word(s), form name, or program number in the Question
field.

Access a Form from Perform one of the following to move directly to a form:

Menu Word Search ) o )
e Enter 4 in the field in front of your selection

e Double-click your selection

Perform one of the following to move to the menu where
a form is listed:

e Enter 5 in the field in front of your selection
e With your selection highlighted, choose Menu
from the Options menu.

Enter the Fast Path If you know the fast path command name for the program
Command you want, enter it in any command line. The system
accesses the program.

Complete the following task:

[L] Access form detail and other forms
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What You Should Know About

Returning to previous Perform one of the following to return:
forms

e Press F3
e Click Exit
You can repeat this action until you return to a menu.

CAUTION: When you perform this function, you lose any
unsaved entries you made on the form.

Accessing Form Detail and Other Forms

Some forms have additional information in the detail area. You use a function
key to access the detail area. Many forms allow you to use function keys for
direct access to other forms or programs.

» To access form detail and other forms

On any form with a list box

£F [01200] - Name Search [_[O]x]
Functions  Options  Tools  Help
Person/Caorp |_
Alpha Name liones Search Type |
0 Alpha Mame Phone Mumber

Jones, Grace (717) 9@2--7211

Jones Manufacturing Co (719) 473--1818
A Ed #
| Opt: 4=Select §=CIF 9=Phones F5=Col 2 Fmt Fi=Bank Fl1b=Cuery F24=Mare ll

1. Press F4 to access the detail area.
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£ [01200] - Name Search [T =]
Functions  Options  Toolz  Help
FPerson/Corp [
Alpha Name [iones Search Type
Dl Alpha Name | Phaone Number

Jones, Grace (717) 9@2--7211

Address Humber: G002 ALt Key: Hold Payment:

Jones Manufacturing Co (719) 473--1818

Address Humber: 11773 ALt Key: Hold Payment: N

[0 ]

Opt 4=Select §=CIF 9=Phones F5=Col 2 Frnt Fi=Bank Fl16=0uery F24=kore

4

2. Press F24 to display a list of functions including other forms you can
access.

Available Functions/Options appears.

§E‘ [9601H] - Available Functions/0Options

Functions  Option: Tools  Help

0 Description Func/Opt
Field Sensitive Help F1
Toggle Alpha Mame/Mailing Mame Format F2
Exit Program F3
Detail Information F4
Toggle Address Line 1/City/Phone Format [F5
Error Text F7
4 Bank Transit/Account Window
Query Search F16
Clear 3creen F22
Display ALL Function Keys F24
[x] 5
Opt: 4=Perfarm Enter=Exit Mare... *
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3. To access the form you want perform one of the following:

e Exit the Available Functions/Options window and press the function
key

e Double-click the function you want to access

F1[01200] - Name Search _[O]x]
Functions  Options  Tools  Help
Person/Caorp |_
Alpha Name fiones Search Type |
Dl Alpha Mame | Phone Mumber
Jones, Grace (717) 9@2--7211
Address Humber: gE02 Alt Key: Hold Payment:

T : . "
Hg =!. 01N56 Bank Transit/Account Window

Functions  Toolz Help

Bank Transit!Acct

— [ ][] #
L F2d=hore Keys * |
[« ] £
| Opt: 4=Select §=CIF 9=Phones F5=Col 2 Fmt FG=Bank F16=Cuery F24=Mare kv il

What You Should Know About

4-10

Closing the detail area If the detail area is open, use F4 to close the detail area.

Choosing functions If you use WorldVision, you can also choose the functions
from the menu bar from the Functions pull-down on the menu bar.

See also Accessing Menu Bars on WorldVision Forms.

Direct access If you know the correct F key you need to access the
form, press the F key directly from the form.
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Accessing a

Graph

If you use WorldVision, you can display some forms in a graph format. This
format provides comparisons of the numerical data in either a bar, line, pie, area,
or three dimensional graph. The management graphs provide a “snapshot” of the

data for presentations and reference for anyone who needs to manage

information. When a graph is available, you see both a data tab and a graph tab
above the list box.

§E‘ [092121] - Account Balance Comparison A=
Functions  Options  Toolz  Help
Lewel of Detail El
Scaling Factar [
Rccount 3 CumfPeriod(CF) ¢
Subledger i [
Currency *
Date: 31.12.93 Date: 31.12.95
Data [Imuln] LT: JER usD LT:  [pAluso
ap Description Budget Amount Actual Amount LD
Denver Branch
BEldg/Contra Clearing Acct 5}
Revenues 4
Sales - Product A 5
Stare Zales 776.200,00- 625.255,36-|6
Contract Zales 1.426.700,00- 1.671.9582,21- |6
Less Returns & Allowances §§.300,00 112.446,05 |6
Lezss Zales Discounts 26.008,00 35.646,74 b
Sales - Product A 2.090.600,00- 2.145,947,80- |5
Sales - Product B 5
Store Zales 324.200,00- 366.656,26-|0
Sales - Product B 324,200,00- 366.655,26-|5
Sales - Other 5
Finance Charge Income Credi i)
[ ] *
Opt 1/2=Acctledger F2=AltFormat F13/F14/F15=Trial Balance F24=More . 4

P Toaccessa graph

On any form with a graph tab

1.

Choose the graph tab.
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A horizontal bar graph of the data appears.

EE‘ [092121] - Account Balance Comparizon M= E3
Functions  Options  Tools  Help
Lewel of Detail
Scaling Factor [
Account 2 CumPerind(CF) [
Subledger * [
Currency [«
Date: 12/31/98 Date: 12/31/98
Data Mumlln LT: [EA UsD LT: [RA UsD
Derwer Branch =gggagt EEEERE
BLdg/Contra Clearing Rcct
Revenues
Sales - Product A
Store Sales
Contract Sales
Less Returns & ALlowanc
Less Sales Discounts | |
Sales - procct £ | —
Sales - Product B
Store Sales
Sales - Product B :;
- 2AREEER EE EC
[ ] *
Opt: 1/2=Acct Ledger F2=Alt Format F13/F14/F15=Trial Balance F24=More b4

2. Double-click any area of the graph to display a larger version of the
graph.

o i[=] 5

Denver Branch =ng?3§f HEEEEE

BEldg/Contra Clearing Acct

Revenues

Sales - Product A

Store Sales

Contract Sales

Less Returns & ALLowancs

Less Sales Discounts
Sales - Product B

Store Sales

Sales - Product B

= 2 ) TR o RIS O ) T N O CHES

Erint | Help |

3. Choose the Print button to print the graph.

4. Choose the OK button to return to the form.

4-12 Release A7.3 (October 1996)



Interactive and Batch Jobs

Objectives

e To understand the differences between interactive and batch processing.

About Interactive and Batch Jobs

Most interactive and batch programs have processing options associated with
them. Processing options let you determine the specifications of a submitted
program or report version.

The batch job runs independently of your interactive job. When you submit a
batch job, you can continue working on your computer without waiting for the
system to finish the job.

What is an Interactive Job?

An interactive job starts when you enter the system and ends when you exit the
system. During the job, you hold a “conversation” with the system. When you
enter your requests, the system acts on each request upon reception. For
example, when you choose an option or enter a command, the system reacts to
each entry then moves on to the next to create a sequence of events.

What is a Batch Job?

A batch job consists of a predefined group of processing actions which require
little or no interaction between the system and you. Submit the batch job to a
job queue where it waits until the system is ready to run it. The system starts the
job when it takes the job from the job queue. A batch job is put on a job queue
by:

e Choosing a menu option that submits a batch job

e Submitting a job into the system with the SBMJOB command

Release A7.3 (October 1996) 5-1



Common Foundation for WorldSoftware

Think of a job queue as a checkout clerk at the grocery store. Your groceries are
your job. You must wait in line while the clerk checks, or processes, the
groceries of each customer before you. When your turn comes, the system
processes your report.

Complete the following tasks:

] Work with processing options
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Working with Interactive and Batch Jobs

When you begin to work with a new system, you might not be familiar with all
the programs. Alternate menu formats display the predefined titles for menus
and programs. These titles differentiate interactive and batch jobs and help you
communicate with the system during version processing. You might need to
view or change the processing options for interactive, batch, and report
programs.

Complete the following tasks:
[] View menu specifications

[L] Change processing options for interactive jobs

Viewing Menu Specifications

You can determine interactive and batch jobs by using J.D. Edwards menu
specifications. Hidden Selection 25 displays the specifications for any menu. For
programs, the Control Language (CL) program displays behind each menu
selection.
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> To view menu specifications

On any menu
1. Enter 25 in the command line.

The menu format changes to display the program numbers instead of the
selection names.

Er[G0131] - A/B Advanced & Technical Operations - (J.D. Edwards & Company)

Function:  MenuFunctions Toolz  Help
Thur, Apr 11, 1996 A7.3 Development KO255472
3:28:17pm (C) J.D.Edwards & Co 1985.1996 OPRDEYDASE
AdvfTech Operat JDED
2 | Menu: GO1311 14 | JO1430
3 | Menu: G01312 15 | J01§40  *JOBQ* ZJDEODOT
4 | Menu: G01313 16 | JO1IBDWRD * JOBO*
5 |JD12D1 17 | Jorgzn > JoBa*
1d | J0190m
21 | JO1800
22 | Jo1a0m
23 | JO113
24 | Jorgr2
|
o |[ 2] IDE/4B0 A7.3

The following table details the additional information this format provides:

Menus Selections 2 - 4 access menus. All menu titles begin with
the letter G.

Interactive programs For example: selection 5.

Reports and other batch For example: selections 15 - 17. Jobs you submit to batch
jobs display the term * JOBQ * after the title. A job you send
directly to batch is a “blind” DREAM Writer version.

ZJDE0001, as shown on selection 15, indicates the DREAM
Writer version that executes when you make this selection.
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Changing Processing Options for Interactive Jobs

Most interactive programs have processing options associated with them. These
processing options do the following:

e Control which fields appear on the data entry form
e Control how the program processes data

e Sets up certain default values for entry

Modify the processing options to suit your personal business needs.

See Also

e  Revising Processing Options

» 10 change processing options for interactive jobs

On Address Book main menu

E[G01] - Address Book - [J.D. Edwards & Company]

Functions  Menu Functions  Tools  Help
Fri, July 05, 1996 A73 Training Test Environment ME6564964
11:32: 44an () J.D.Edwards & Co 1985,1996 OPADENDAOAG
Froduct Groups JDED

DAILY OPERATIONS FERIODIC OPERATIONS

2 | Mame Search 14 | PeriodicProcesses
3 | Address Book Fevisions
5 | CIF Index

[3

[ ]

1. Type the menu selection number for Address Book Revisions in the
command line.
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2. Press F18 to display the processing options.

§E‘ [98312] - Address Book Revisions

Functions  Toolz Help

Farm 1D FO1E51
“ersion ZIDEEEAL
Address Book - Phone Mumber Farmat Display Level

This job has various options described below. Enter the desired values and

press EMTER to continue.

SCREEM DEFRULTS:

1. Enter a 'l' to display format with
the additional reference addresses.
(Default of blank will display
the format with two phone numbers).

AUDIT LOG FILE:
2, Enter a '1l' to utilize the Audit Log
file (FO101A).

[0 ]

F5=Printer Cvertides

4 mpl

How you set the processing options affects the program for data entry or
processing purposes. For example, on Address Book Revisions, if you
leave Screen Defaults blank, the default format displays.

§E‘ [01051] - Address Book Revisions

Function: ~ Tools  Help

Long Addr No
Fesp. Bus. Unit
Address Number
Alpha Name [
Phone Murmber [ [ [
| | [
Search Type [
Mailing Mame [ Fayables ¥iNM [
Feceivahles v [
Address [ Emplayee YN [
[ User Code [
[ Subldgr Inact [
| Eff Date
Fostal Code City [
State [
Country [
County [
[ 1[¢] Lilla][f]l=]
F2=Fimt FE=‘"ho F11=CIF Index F12=Fhones F13=Add'l Info F24=hore b4
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If you enter 1 for Screen Defaults, the tab dialog format displays.

£ [01051] - Address Book Revisions M= E3
Functionz  Toolz  Help

Long Mumkber |
Address Mumber |

kailing Marme |

Alpha Mame |

Address | Additional Information |

Address |
|
|
| Eff Date [
Postal Code I City |
State l_
Search Type I_ Country I_
Person/Corp |_ Courty |
Tax D | Fesp Bus Unit |
Credit Message I_ Parent Number |
A Ed Lillalld][=] =
| F2=Frmt FE=‘"ho F11=CIF Index F12=Fhones F13=Add'| Info F24=hore ll

3. Enter the appropriate changes to all the processing options.

Any changes you make in processing options affect all users.
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Help Information

Objectives

e To understand what types of help information are available

e To understand how to use the different types of help information

About Help Information

There are several sources of help information for J.D. Edwards software:

Online Help

Documentation is available online for every program
and every field. Online information corresponds to
information that appears in J.D. Edwards guides.

Addvess Book Guides
Single source information is from online help and
ides.
Inentary gui
J.D.
Client Edwards

Electronic Customer Support
Dial in to J.D. Edwards to review Software Action
Requests (SARS).
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ooono

Response Line

=
=
=
=
=
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A
=

After you have tried all other sources of help, call
the J.D. Edwards Response Line.

To become familiar with help information, complete the following:

[ Locate program-level help instructions
[] Locate field level help instructions
[L] Use electronic customer support

[] Contact the response line
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What Is Program-Level Help?

Program-level help instructions are available online to provide you with detailed
task information you can use to solve problems while working with a program.
The following graphic uses the Address Book system as a model to display some
of the different areas where you can access program-level help.

Address

Book

Name Address Book Reports By
Search Revisions Address

When you choose Help, a Help Task List appears in a pop-up window. The
window displays a list of tasks that relate to the program you are in. From the
Help Task List window, access:

e Any help you have defined for the program

e The DREAM Wrriter version to print a range of help instructions

e The user defined text associated with a task

e The input and output files

e The source code (if source code exists)

e The program purpose
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Complete the following tasks:
L] Access program-level help
[ Display user defined instructions
[l Add user defined text

[ Print program-level help instructions

Accessing Program-Level Help

You can access the online help text for a program with any of the following
methods:

e Access program-level help from a menu
e Access program-level help from a form

e Access program-level help from Menu Word Search

P 1o access programe-level help from a menu

From any menu with a list of programs

1. Perform the following:

e On the command line, enter Help XX (where XX represents a menu
selection number)

The help task list for the selection appears.

£ [PO1051] - Address Book Information H= E3
Functions  Options  Toolz  Help
Skip to I
FB=User Inst

[T Help Task List |
About Address Book Information

1 Entering Additional Address Book Informa
Entering Additional Who's Who Informatio
Entering Related Addresses for ECE
Entering Who's Who Information
Inactivating Subledgers

[0

|Opt 1=Yiew G=Print Task F21=Print F24=More

.

2. To view a specific topic, perform one of the following:

e Enter 1 in front of the help topic(s) you want to view
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e Double-click the help topic
Task Detail appears.

£ [00HLP2] - Task Detail [_TO[=]

Functions  Tool: Help

Address Book Revisions Frogram D PB1O51

Entering Additional Address Book Informa

You can enter a variety of miscellaneous information in the address
book, such as information about a particular customer or employee
Additional information for your address book can indicate, among
other things, the primary language spoken at a particular business
and the tax code used by a company. You can enter additional
category codes that you define in user defined codes.

Complete the following tasks
o Enter notes
o Enter address book information

o Enter additional category codes

To enter notes

[l ]

ENTER=Mext Task F3i=Exitto TaskList F21=Print Task My

I (mp

3. Perform one of the following to scroll through the information for a
specific topic:

e Use the Page Up and Page Down keys
e C(lick the up and down arrows

4. Choose Enter to go to the next help topic you selected.

What You Should Know About

Enlarging Help Task List Press F2 to enlarge the Help Task List display and view all
the text if a line has been truncated.

Using the Skip To field  Enter the program number in the Skip To field to access
to access program-level the help task list for that program..
help

Displaying Source Code On any Help Task List, press F10 to display the source
code. If you have an understanding of coded commands,
the source code reveals the inner workings of a program.

Listing Input/Output On any Help Task List, press F15 to access the Cross
Files Reference form for a list all of the files defined by a
program.
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Displaying Menu
Control

On any menu, choose Help from the Help menu to
display the Menu Control window. Menu Control allows

access to general information about the menu program.

P o access program-level help from a form

From any form

1. Perform one of the following:

e Press the Help key (Scroll Lock key on a PC keyboard)

e Choose Help then General Help from the menu bar

A Help Task List appears.

5 [PO1051] - Address Book Revisions
Functions  Optionz Toolz:  Help

Skip to
FE=Llser Inst

[T Help Task List

About Address Book Information

1 Entering Additional Address Book Informa
Entering Additional Who's Who Informatio
Entering Related Addresses for ECE
Entering Who's Who Information
Inactivating Subledgers

1]

[_[O] %]

|Opt 1=Yiew G=Print Task F21=Print F24=More

.o

2. On the Help Task List, perform one of the following:

e Enter 1 in front of the topic(s) you want to view

e Double-click an information line
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The first help topic you selected appears.

£ [00HLP2] - Task Detail

Functions  Tools Help

Address Book Revisions Program (D PE1851

Entering Additional Address Book Informa

You can enter a variety of miscellaneous information in the address
book, such as information about a particular customer or employee.
Additional infarmation for your address book can indicate, among
other things, the primary language spoken at a particular business
and the tax code used by a company. You can enter additional
category codes that you define in user defined codes.

Complete the following tasks
o Enter notes
=} Enter address book information

o Enter additional category codes

To enter notes

[l

ENTER=Mext Task Fi=Exitto TaskList F21=Print Task Mw

- |

3. Perform one of the following to scroll through the information for a
specific topic.

e Use the Page Up and Page Down keys
e Click the up and down arrows

4. Choose Enter to go to the next help topic you selected.

P 1o access programe-level help from Menu Word Search

From any menu
1. Press F8.
Menu Word Search appears.

2. On Menu Word Search, enter a topic in the following field:

e Question
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6-8

The topics that meet your search criteria appear.

E 0090wWS Menu Word Search

Functions  Option: Tools  Help

=] E3

Questian? |RDDRESSES

Tax Authorities
Hame Search
7 Address Book Rewisions
Reports by Address
Reports by Person (Wha's Whal
Mame Search
Bank Account Addresses
Mame Search
Mame Search
W-9 Exception Report

21/600821
02/G01

03/G01

B2/6GA121
B3/6GA121
14/G0311
05/GA341
14/6G0411
02/6Ga422
B7/Ga422

[~ 1]

|Opt4=ExecS=Menu6=DmaH?=HELP

.

3. To review the help, perform one of the following:

e Enter 7 in front of the line that lists the program you want

e With your selection highlighted, choose Help from the Options

menu

The Help Task List appears.

You cannot access help instructions for items on Menu Word Search that
go to another menu. Help instructions are available only for items on
Menu Word Search that go to a program.

See Also

e Accessing Programs and Forms for additional information on using Menu

Word Search.
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Displaying User Defined Instructions

If you have written your own instructions using the User Defined Instructions
function, F5=User Inst appears below the Skip To field. The instructions you
create are specific to your company or job responsibilities. User Defined
Instructions are available in many J.D. Edwards applications.

> 1o display user defined instructions

On any Help Task List

§E‘ [PO1051] - Address Book Revisions

Functions  Options  Toolz  Help

Skip to

See Mema Fh=User Inst

Help Task List
About Address Book Information
Entering Additional Address Book Informa
Entering Additional Who's Who Informatio
Entering Related Addresses for ECE
Entering Who's Who Information
Inactivating Subledgers

[ ][]

Opt: 1="iew G=Print Task F21=Print F24=hore

4

Press F5 to display the help topics.
The user defined help topics appear.

£ [00HLP3] - Task Detail = B
Function:  Tool: Help

Address Book Rewisions Program D P1851

User Defined Instructions
For company names heginning with initials, use the last name of
the company first; for example, enter the name J.D.Edwards as
Edwards, I.D.

[ ]3]

F3i=Exit F24=Mare Mw

Iy
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Adding User Defined Text

You can add your own text for any topic that appears in the Task List window.
For example, you might want to attach electronic notes to explain brief details
about the task.

Anyone can access and change any user defined text that you attach to an item
on a help task list.

» To add user defined text

On any Help Task List

§E‘ [PO1051] - Address Book Information

Functions  Option: Tools  Help

Skip to

FE=User Inst

Help Task List
About Address Book Information
Entering Additional Address Book Informa
Entering Additional Who's Who Informatio
Entering Related Addresses for ECE
Entering Who's Who Information
Inactivating Subledgers

[l ]

Opt: 1=View G=Print Task F21=Print F24=More

4 (mp

1. Choose the item for which you want to add text.

2. Press F14 to access the Help Task Memo form.

£ 0016 Help Task Memo [_ O] <]
Functions  Toolz: Help

Validate shipping address

|4

FE=UserInfo Fi=Ins F9=Del F15=Models

3. Type the text memo information.

4. Press Enter.
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A successful memo entry highlights the line of text or, for WorldSoftware,
returns the cursor to the first character.

5. Perform one of the following:
e Press F3
e Click Exit

The system highlights the line and displays “See Memo” in the Help Task
List window to indicate that a memo exists for the item.

Printing Program-Level Help Instructions

If you frequently use a certain program feature, it is useful to have a printed
copy of help instructions on hand for quick reference. The Help Task List
window features a print option for specific tasks.

> 1o print program-level help instructions

On any Help Task List

Enter 8 in front of the help topic(s) you want to print. You can select up
to 10 lines to print at one time.

The message Print Request Submitted to Batch appears.

§E‘ [PO1051] - Address Book Information

Functions  Option: Tools  Help

Skip to

FE=User Inst

g About Add

f Entering Additional | Who Informatio
Entering Related Addresses for ECE
Entering Who's Who Information
Inactivating Subledgers

[l ]

1+
Opt: 1=View G=Print Task F21=Print F24=More ¥
What You Should Know About
Printers Help Instructions can be printed on either a standard

AS/400 dot-matrix printer or a laser printer.
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DREAM Writer versions  Use F21 to access a report version to use for printed help
instructions.

You can also access the DREAM Writer list when you
select Instructions from the Documentation Services menu

(G91).

See also Creating a Version for additional information on
DREAM Writer version processing
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What Is Field Level Help?

Use field level help to see information related to specific fields. The system
displays one of the following items, depending on the particular field:

e Search window

e List of valid values

e Field explanation

Address Number Payables Y/N/M

Search Type

Field level help displays either a search window, a list of valid values, or a field
explanation.

To understand field level help, complete the following tasks:
[ Access field level help
L] Access Name Search from a field
[ Display valid values

[ Display field explanation help
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Accessing Field Level Help

You can access field level help from any field on any form.

P To access field level help

On any form

1. Position the cursor in any field.
2. Perform one of the following:
e Press F1

e Click the right mouse button

Accessing Name Search from a Field

The Name Search window provides access to the files in Address Book. If you
do not know an address number, search the Address Book database for the
appropriate record.

> To access Name Search from a field

On any form with an Address Number field

E[01051] - Address Book Revisions

Functions  Toolz  Help
Long AddrNo |
Fesp. Bus. Unit |
Address Mumber |
Alpha Name |
Fhone Mumber | | I_
I I [
Search Type l_
Mailing Narme | Payables YN |_
Receivables ¥iN |_
Address | Employee YiM |_
| User Code [
| Subldgr Inact |_
| Eff Date
Postal Code | City |
State l_
Country l_
County |
Lo ] Lillalld] =] #
| F2=Fmt F5="ho F11=CIF Index F12=Fhones F13=Add'l Info F24=More b ll
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With the cursor in the Address Number field, perform one of the
following:

e Press F1

e C(lick the right mouse button

Name Search appears.

ZT[D1NS] - Name Search [_ O] x]
Functions  Option: Tools  Help
Ferson/Corp I_
Alpha Name | Search Type
1] Alpha Hame Phone Humber
L]0 ] %
|Opt: 4=Select 8=CIF 9=Phones F2=Format Fi=Bank F16=0uery F24=Mare ll

Displaying Valid Values

Some fields must be filled with valid values, or user defined codes. The User
Defined Codes window lists the valid values available for a particular field.

> 1o display valid values

On Address Book Revisions

1. Position the cursor in the following field:
e Search Type

2. Perform one of the following:
e Press F1

e C(lick the right mouse button
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User Defined Codes Window

§E‘ [81QM] - User Defined Codes Window

Functions  Optionz  Toolz  Help

AT1
o1 ST Zearch Type
Skip To Code

Customers

Employees

Facilities

Inuestors

Jobs

Mail Distribution List
Bulletin Board

Company

Participants

m

Opt: 4=Select F9=Glossary F14=Memo

appears.

4 (mpl

3. To select a specific value, perform one of the following:

e Double-click a line

Enter 4 in front of the item

4. To display the field explanation, press F9.

Data Dictionary Glossary appears.

§E‘ [98D0G] - Data Dictionary Glossary

Functions  Toolz: Help

Search Type

Skip To m

(A OOO3 )

A user defined code (01/3T) that
identifies the kind of address book record

you want the system to select when you
search for a name or message. For

exanple!

E Employees

[ ][]

F2=Toggle Full{Half Screen  F3=End

4 (mp

Displaying Field Explanation Help

The field explanation is generic unless a system specific explanation exists.
Program specific information appears after either a generic or a system specific

field explanation if it is available.
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> 1 display field explanation help

On Address Book Revisions

1. Position the cursor in the following field:
e Payables Y/N/M

2. Perform one of the following:
e Press F1

e C(lick the right mouse button

Address Type - Payables appears.

£ 96CCYC - Address Type - Payables
Functions  Tools Help

(ATP 3 [

A code that identifies the address as a supplier. Yalid codes are:

Yes, this is a supplier.

Mo, this is not a supplier.

This is & miscellaneous, one-time supplier,

This is a supplier with a foreign address. The IRS regquires U.S.
companies to identify suppliers with foreign addresses for 1099
reparting.

You should code tax authorities as suppliers.

HOTE: Coding an address as W does not prevent you from associating it with a
voucher, Code N is informational only.

m= =<

Default Yalue M
Allowed Yalues ¥ WM F ' °

EnterValus. . | Skipto. ..
E3

14

3. To return a specific value to the form, enter a valid value in the following
field:
e Enter Value

See Also

o Working with User Defined Codes

What You Should Know About

Displaying Error If at any time an error is made while entering information
Messages into a field, press F7 to display a description of the error.
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Printing Field .

To print information about a specific form, use
Information

Video Illustrations from the Documentation
Services menu (G91).

e To print information about all fields in a system,
use Glossary of Terms from the Documentation
Services menu (G91).
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Using Electronic Customer Support

Electronic Customer Support (ECS) is a tool available to clients as part of our
Response Line and Software Update service.

The JDELINK?2 library contains the ECS software. The following information,
available through ECS, is updated approximately once a week.

Software Action
Requests (SARs)

Update Review

Bulletin Board

J.D. Edwards uses SARs to track requested changes and
enhancements to J.D. Edwards software. Use ECS to
review Software Action Requests (SARs) already entered
into the system. It is not designed for entering new SARs
or for placing an order for a completed SAR.

Use this form to view brief explanations of the corrections
or enhancements included in the available updates. To
view a list of updates enter a valid value in the UPD Stage
field.

Bulletin Board is part of the J.D. Edwards’ PPAT
(electronic memo) system and provides the latest bulletins
and announcements. It allows direct communication with
other clients and J.D. Edwards support personnel to
discuss common problems and solutions. Bulletin boards
are available to premier clients and business partners only

To use electronic customer support, complete one of the following tasks:

[] Access Software Action Request

L] Access Update Review

] Access Bulletin Board

> To access Software Action Request

On Job Services menu (G91E31 or G91E32)

Release A7.3 (October 1996)
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1. Choose SAR Search
2. Press Enter to view all entered SARs.

3. Complete one or more of the following fields to narrow your search:

e System
e SAR Type
e Release

e Date Entered

e Date Completed
e Status

e Program Number
e SAR Number

e (Client Number

P o access Update Review

On Job Services menu (G91E31 or G91E32)

1. Choose Update Review
2. Complete the following field:
e Update Stage
Press Enter to view all updates.
4. Complete one or more of the following fields to narrow your search:
e J.D. Edwards Release
e System
e Update Type
e Product Group

e Category Code

> To access Bulletin Board

On Job Services menu (G91E31)

1. Choose Bulletin Board.
2. Choose one of the following:

e C(Client to Client
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e C(Client to J.D. Edwards

3. To review an item, enter 7 in the following field in front of your selection:
o O (Option)

4. To add an item, enter 4 in the following field on any blank line:

e O (Option)
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Contacting the Response Line

If you are unable to resolve errors, call the J.D. Edwards Response Line for
assistance. Clients subscribe to the response line service by paying an additional
annual fee.
Response line representatives can expedite your call if you provide information
on your software. For information about your software version, complete the
following tasks:

[] Locate your software version

L] Locate your WorldVision version

[] Locate cumulative updates

Response Line Numbers

J.D. Edwards maintains separate response lines for the following geographic
areas:

Europe and

the Middle

East
Pacific
Rim

North, Central,
and South America
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The following list provides the three response line numbers:

e For service to North, Central, and South America, call 1-800-289-2999

e TFor service to Europe and the Middle East (EMEA), call
011-44-1494-682-682

e For service to the Pacific Rim, call 011-65-229-1656

What Questions Can the Response Line Answer?

J.D. Edwards consultants can assist in resolving issues about standard J.D.
Edwards software including:

e (larification of program functions

e Questions regarding system capabilities and features

e Understanding error messages

e Questions related to system documentation and reference guides

e Researching suspected program problems

e Software Action Request (SAR) status inquiries

e (larification of instructions for the install, reinstall, and software
enhancement processes

e Assistance in ordering software enhancements

e Coordination with product development for product enhancements and
corrections

Additional Help Information

Consultants in our regional offices and business partners are available to help
you with the following issues:

e Setup questions

e ‘Training

e Custom modifications

e File conversion questions

e Balancing and integrity issue resolution
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What Happens When You Contact the Response Line?

When you contact the response line, a Client Services Coordinator logs your call
into our response line call-tracking system.

Tell the Client Services Coordinator:

If a response line consultant is readily available, your call is transferred
immediately. However, if the response line activity is unusually heavy, a

Your client number

Your first and last name

The system about which you are calling
Your phone number and extension

Whether you consider the call urgent

consultant will return your call as soon as possible.

For prompt resolution, be prepared to provide the following information to the
Response Line Consultant:

Your client number
Your call number (if already assigned)
The system about which you are calling
e Program ID
e System Code
e Menu
Which software release you are using
What cumulative updates have been loaded
The error message text and number (if applicable)
Whether this is the first time you have attempted this process

Whether any software has been customized

Before You Begin

[ Try to find the answers to your questions using training materials, online

help, and user guides.

Release A7.3 (October 1996)
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Locating Your Software Version

When you log in with the response line, the Client Services Coordinator will ask

you for your version number.

P 1o locate your software version

On any menu

£ [G01] - Address Book - [J.D. Edwards & Company)

Functionz  Menu Functions  Tools  Help

[0 ]

Tue, June 25, 19496 A73 Publications Enwironment Z3ACOTTERLY

9:43:05am (C) J.D Edwards & Co 1985,1996 OPADEYOA11

Froduct Groups JDED
DAILY OPERATIONS FERIODIC OPERATIONS

2 | Mame Search 14 | Periodic Frocesses

3 | Address Book Revisions

5 | CIF Index

1. Perform one of the following:

e Enter Hidden Selection 25 in the Command line

e From the Help on the menu bar, choose Application Information

6-26
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System code information appears.

£7[G01] - Address Book - [J.D. Edwards & Company]

Functionz  Menu Functions  Tools  Help

Tue, June 25, 19496 A73 Publications Enuironment Z3COTTERLY
3:44:55an (C) J.D.Edwards & Co 1986,1996 OPADEYEAE1L
Froduct Groups JDED

2 | Jorzoo ZJDENDO 14 | Menu: GO121

3 | J010587 ZJDEDOOT

5 | J01091

E JDE/400 A7.3

The hardware type and the current J.D. Edwards software version in this
example are:

e Hardware type = JDE/400 (IBM AS/400)
e Current software version = A7.3
e Software level = 000

2. Press Enter to return to the original menu.

See Also

o Viewing Menu Specifications for more information on Hidden Selection 25

Locating Your WorldVision Version

If you are using WorldVision, give the Client Services Coordinator your
WorldVision version information.

P 1o locate your WorldVision version

On any menu

Choose Product Information from the Help menu.
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Product Information appears.

' Product Information H=E3

+<4@WORILDVISION

AT S Worldvision
JO Edwards
1996-05-28

08:28:30
Wersion 3.0C2

The WorldVision version in this example is:

e 3.0C2

Locating Cumulative Updates

Be prepared to supply the Client Services Coordinator with any cumulative
update information for your system. You can locate the update information on
Install History Display.

P To locate cumulative updates

On any menu

Enter Hidden Selection 97 in the command line.
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Install History Display appears.

-EE‘ [97301] - Install History Display
Function:  Tool:  Help
Y3R1MA
Plan Mame |Install | EBegin |End Time| FRelease FTF |0BJ| OBI/ [SRC
Date Time Level Level|DTA [DTA/SRC
H/3INE Hb/04/96]16: 5055 |19:b3:30 [A7, 3 ooo |1 |E 1]
A73NEWSYS |06/15/96|13:15:10 (14:32:03|A7.3 oog (1|1 1
A7T3SRC A6/06/96|108:26:25 |13:17:37 [A7.3 oog (o (@ 1
[*] %
F3=Exit F24=More ET 4

Test Yourself: Working with Help Information

1. Name two of the five ways to access online help text for a program.

2. How can you associate user defined information for any topic that appears
in a task list?

3. What are the 3 kinds of field level help?

4. How can you view your software version?

The answers to this Test Yourself are in Appendix A.
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Records

Objectives

e To understand how to manage records

About Records

A record is a collection of related, consecutive fields of data that the system
treats as a single unit of information. The system differentiates each record with
a unique number. When you know the number of the record, you can directly
access that particular record. A query program allows you to search the system
for a specific record when you do not know the number of the record.
Complete the following:

[L] Search for an Address Book record

[ Work with a record
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Searching for an Address Book Record

All systems use the Address Book to set up information such as locations,
employees, supplier, or customers.

There are several methods you can use to locate a record in the Address Book
when you do not know the unique record number. Depending on how much
you know about a record, you can enter varying levels of information to
perform a search.
Complete the following:

[ Access Name Search

[l Enter search criteria

] Use Query Search

L] Use a wildcard search

Accessing Name Search

To locate a record entered in Address Book system, start your search from the
Name Search window. Access Name Search from the Address Book menu.

See Also

e Accessing Name Search from a Field
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> To access Name Search

On Address Book

£ [G01] - Address Book - [J.D. Edwards & Company)

Functionz  Menu Functions  Tools  Help

Tue, June 25, 19496 A7.3 Demonstration Z3ACOTTERLY

12:45:51pm (C) J.D Edwards & Co 1985,1996 OPADEYOA11

Froduct Groups JDED
DALY OPERATIONS FERIODIC OFERATIONS

14 | Periodic Frocesses

2 | Wame Search

3 | Address Book Revisions

5 | CIF Index

Choose Name Search

Name Search appears.

£ [01200] - Name Search HEE
Functions  Options  Toolz: Help
Ferson/Corp [
Alpha Name [ Search Type
0 Alpha Hame Fhone Humber
[¢] 5
Opt: 4=Select §=CIF 9=Fhones F5=Col 2 Fmt Fi=Bank F16=Cuery F24=More EVTA 4
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Entering Search Criteria

You can enter a whole word or only one letter to search for a record. The
system searches for all the records with an alpha name that begin with the
letter(s) you enter.

> To enter search criteria

On Name Search

=7 [01200] - Name Search = 3
Functions  Options Toolz Help
Person/Corp [
Alpha Name le Search Type
0 Alpha MName Phane Mumber

303) 555--8900
303) 545--0101
Easter, Meluyn 303 237--1254
Eastern Area Distribution Center 2127 G44-8040

Eagle Insulation {
{
(
[
Ebby, Chester A. (303) 750--0635
[
(
(

Easaon, Walter

Eddie Bean Dutlet Ztore 303) 670--3000
Edwards & Edwards 2143 779--4510
Edwards, J.D. & Company 303) G44--5000
Electric Fund
Ellis, Fred (303) 745-1212
Ellis, Jaody (383) 797--6591
Elmer's Wood and Plastic

Enmployee Benefits Feedhack

Enployees

Equitable Insurance Company (303) 445--1325
Erickson Electric (516) @g2--9a77
EZ

Escalante, Jorge (916) 443--3495

[ ][]

Opt: 4=Select 8=CIF 9=Phones F5=Col 2 Fmt Fi=Bank F16=0uery F24=More

14

Complete one or more of the following fields:

e Person/Corporation
e Alpha Name
e Search Type
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Any names that initiate with your search criteria appear. In this example,
all the addresses that begin with the letter E appear.

Field Explanation
Person/Corporation You can limit your selection to Address Book records for
Selection persons or non person entities.
1 Include only those address book records for
persons.
2 Include only those address book records for non

person entities.
blank Include both.

Alpha Name The compressed description contains the alpha name
without spaces, slashes, dashes, commas, and other
special characters. The compressed description is the field
used in the Name Search.

............. Form-specific information . . . ...........

The description contains the alpha name without spaces,
slashes, dashes, commas, and other special characters.
The description is the field used in the Name Search.

Search Type A user defined code (01/ST) that identifies the kind of
address book record you want the system to select when
you search for a name or message. For example:

Employees

Ex-employees

Suppliers

Customers

Prospects

Mail distribution lists

Z2T O < X m

............. Form-specific information . . . ...........

Placing security on search types might restrict you from
viewing certain records. When security is active, a code is
required in this field.

Using Query Search

Query Search works with alpha values in the Alpha Name field. The system can
also search for numeric characters associated with the Alpha Name Field. Use
Query Search to locate anything from within the Address Book file. From the
Name Search program, you can query on:

e Area codes

e Any occurrence of a sequence of letters or digits

e Category codes (first 10 Address Book category codes)
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» 1o use Query Search

On Name Search

£7[01200] - Name Search M= E
Functions  Options Tools  Help
Person/Corp [
Alpha Mame EE Search Type
0 Alpha Hame FPhone Number

A Financial Company - for Training (303) 4ag-4000

A Model Payroll Company (303) 555--0707

Model Property Management Co (303) 320--1500

Model Distribution Company (303) ad44--8040

Model Manufacturing Company (303) BEE--4843

Model Construction Magmt Co. (303) 555--5050

Model Financial Reporting Co. (303) 555--G3&3

A Model Financial/Distribution Company [(303) 555--1100

DIA Property Management Co (303) 270--2000

Gateway Development (303) B40--1520

International Center, Ltd. (303) 648--1530

Model Energy & Chemical Companu (303) 639--7223

Gas Station (303) 555--2142

City Airport (303) 111--2222

Centennial Technical Park (303) 555--1234

Centennial Tech. Park Phase 1 (303) 555--1234

Centennial Tech. Park Phase 2 (303) BEE--1234

Model Online Consolidations Co (303) 555--0800
[ ] *
Opt: 4=Select 8=CIF 9=Phones F5=Col 2 Frnt FG=Bank F16=Query F24=kare b4

1. Type the query search criteria in the following field.
e Alpha Name

2. Complete one or more of the following optional fields:
e Person/Corporation
e Search Type

3. To initiate the query, press F16.

The records that meet your search criteria appear. In this example, the
records with area code 303 appear.

Using Wildcard Search

A wildcard search allows you to use approximate criteria instead of the exact
criteria to search for a record. Query Search uses an asterisk ( *) to perform
wildcard searches. You can use an asterisk after any number of characters. The
system searches for all records that match the characters preceding the asterisk.
For example:

e If you search on 0% the system locates all records that contain the letter

« ”»

0.
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e If you search on ol* the system locates all records that contain the two
letters “ol.”

e If you search on old* the system narrows its search and locates all records
that contain the letters “old.”

A wildcard query search locates anything from within the Address Book file
including:

e Any occurrence of a sequence of letters or digits

e Category codes (first 10 Address Book category codes)

» To use wildcard search

On Name Search

1. Type your search criteria followed by an asterisk ( *) in the following
field:

e Name Search
2. Complete one or more of the following optional fields:
e Person/Corporation
e Search Type
3. Press F16
Any Address Book record containing the information appears in the Name
Search window. For example, if you type OL* you will access the
following:
e A record with OL as part of the mailing address

e A record with OL as part of the name
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Search for an Address Book Record

E7[01200] - Name Search | _ (O] x|
Functions  Options Tools  Help
Person/Caorp |_
Alpha Mame m Search Type |
0 Alpha Mame Address Line 1

Easter, Meluyn 1601 0ld Bayshore Highuway

0lson Payroll Seruvices 9601 E Arapahoe Road
L]l 2
| Opt: 4=Select §=CIF 9=FPhones F5=Col 2 Fmt FG=Bank F1b=Cuery F24=hore ;l

What You Should Know About

Toggling between To toggle between a display of the following column

formats on Name Search titles, press F2:

e Mailing Name
e Alpha Name

To toggle between a display of the following column
titles, press F5:

e Phone Number
e Address Line 1
e City

Refreshing your word You might need to refresh your word search files if your
search file query search is missing addresses.

See also Updating the Word Search Table in the Address
Book guide.
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Working with a Record

To work with a record, use an action specifying the function you want to
perform. Some forms are set up to limit users to certain actions.

Complete the following tasks:
] Add a record
[ Locate a record
[ Change a record
L] Copy a record
1

Delete a record

Each of the tasks in this chapter use the Address Book Revisions form as

an example.

What You Should Know About

Action codes Only WorldSoftware includes an Action Code field. You
must always complete this field with one of the following
entries when you work with records in WorldSoftware.
Valid values include:

A or 1 - To add a record

I or 4 - To locate a record
C or 2 - To change a record
D - To delete a record

Action code security Not all actions are available on all WorldSoftware or
WorldVision forms. You can also identify authorization to
perform specific actions by user identification.

Release A7.3 (October 1996)
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See Also

o Understand the System Interface for more information about specialized
commands and actions

Adding a Record

You add records to enter new information into the system. Usually, you add
records on a master form.

> To add a record

On Address Book Revisions

E7'[01051] - Address Book Revisions M=l E3
Functions  Toolz  Help

Long AddrNo |
Resp. Bus. Unit |
Address Number |

Alpha MName |
Fhone Mumber | | l_
| | [
Search Type I_
Mailing Narme | Payables YN |__
Eeceivahles M |_
Address | Employes YN |_
| User Code |_
| Subldgr Inact [
| Eff Date
Postal Code | City |
State I_
Country l_
County |
EaEa Lilla]l |l =] %
| F2=Frt F5="ho F11=CIF Index F12=Phones F13=Add'| Info F24=Maore b ll

1. For WorldSoftware only, type A (or 1) in the following field:
e Action Code

2. Leave blank to accept the system-assigned number, or complete the
following field:

e Address Number

3. Complete the following fields:
e Alpha Name
e Mailing Name

e Search Type
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4. Complete any of the following optional fields:

e Long Address Number

e Phone Number

e Payables

e Address

e Receivables
e Postal Code
o C(City

e State

5. To add the record, perform one of the following:

e For WorldSoftware, press Enter

e For WorldVision, click Add

Field

Explanation

Address Number

A number that identifies an entry in the Address Book
system. Use this number to identify employees, applicants,
participants, customers, suppliers, tenants, special mailing
addresses, and so on.

............ Form-specific information . . ............

If you leave this field blank, the system assigns a number
using the Next Numbers program.

Mailing Name

The company or person to whom billing or
correspondence is addressed.

............. Form-specific information . . ............

The company or person to whom billing or
correspondence is addressed.

Search Type

A user defined code (01/ST) that identifies the kind of
address book record you want the system to select when
you search for a name or message. For example:
Employees

Ex-employees

Suppliers

Customers

Prospects

Mail distribution lists

2T O < X m

............. Form-specific information . ... ..........

J.D. Edwards recommends that you use T as the search

type for each tax authority.

Release A7.3 (October 1996)
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Field

Explanation

Payables

A code that identifies the address as a supplier. Valid
codes are:
Y Yes, this is a supplier. A processing option
determines whether the supplier master record
automatically displays after you add an address.

N No, this is not a supplier. This code does not
prevent you from entering a voucher for the
address.

M This is a miscellaneous, one-time supplier.

F This is a supplier with a foreign address. The IRS

requires U.S. companies to identify suppliers
with foreign addresses for 1099 reporting.

You should code tax authorities as suppliers.

Code N is informational only, unless you set a processing
option. In this case, a warning message appears if both
the Payables and Receivables fields are N.

Receivables

A code that identifies the address as a customer. Valid
codes are:

Y Yes, this is a customer. A processing opion
determines whether the customer master record
automatically displays after you add an address.

N No, this is not a customer. This code does not
prevent you from entering an invoice for the
address.

Code N is informational only, unless you set a processing
option. In this case, a warning message appears if both
the Receivables and Payables fields are N.

What You Should Know About

Clearing the form

Assigning Address Book
numbers

Duplicating alpha name
to mailing name

Entering responsible
business unit

Always clear data from a previous record before adding
another record. Press F22 to clear all data from a form.

The Address Book Number can be manually assigned or a
program called Next Number can assign the Address Book
number for you.

If the alpha name and the mailing name are the same,
press F8 in the Mailing Name field to copy the information
from the Alpha Name field.

If you leave the Responsible Business Unit field blank, the
system uses the value set up in the data dictionary. If
nothing is set up in the data dictionary, the system loads 1
into the field.
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Locating a Record

You can locate existing records to review the information. Once you have
located a record, you can change or delete it.

> To locate a record

On Address Book Revisions

1. For WorldSoftware only, type I (or 4) in the following field:
e Action Code
2. Complete one of the following fields:
e Address Number
e Long Address Number
3. Perform one of the following:
e For WorldSoftware, press Enter

e For WorldVision, click Inquire

The address book information appears.

Changing a Record
You must inquire on, or locate, a record before you can change it.

» 10 change a record

On Address Book Revisions

1. Locate the record.
2. For WorldSoftware only, type C (or 2) in the following field:
e Action Code

3. Move the cursor to the field that contains the information you want to
change.

4. Type the new information.
5. Perform one of the following:

e For WorldSoftware, press Enter
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0.

e For WorldVision, click Change
The form clears to signify a successful change.

You can locate the record again to verify your changes.

Copying a Record

» 1o copy a record

On Address Book Revisions

1.
2.

Locate the record.

When the address book information appears, perform one of the
following:

e For WorldSoftware, change the Action Code to A (or 1)
e For WorldVision, click Add

The Address Number field highlights.

Perform one of the following:

e Blank out the Address Number and let the system assign the next
number

e Type a unique number in the Address Number field
Perform one of the following:

e For WorldSoftware, press Enter

e For WorldVision, click Add

You can locate the record again to verify the addition.

Deleting a Record

> To delete a record

On Address Book Revisions

7-16

Locate the record.

When the address book information appears, verify that this is the record
you want to delete.

Perform one of the following:
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e For WorldSoftware, enter D in the Action Code field
e For WorldVision, click Delete
The form clears to signify a successful deletion.
Be careful when deleting records. The system deletes the record without asking

for confirmation.

You cannot delete address book numbers that have transactions in the Accounts
Receivable (F0311), Accounts Payable (F0411), or Accounts Ledger (F0911) detail
files.

»q_. Exercises

R See the exercises for this chapter.
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Test Yourself: Working with Records

1. What must you do before you can change or delete a record?

2. If you don’t know the address number, but you know the name, how can
you find it?

3. If you don’t know the address number, but you know the postal code,
how can you find it?

The answers to this Test Yourself are in Appendix A.
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»q_. Exercises

R See the exercises for this chapter.

Add the following address book records. The value xx corresponds to your
Student Number (01-12).

1. Customer:
Assigned Number 1000xx
Francine’s Flowers
10025 W. Kentucky Drive
Overland Park, KS
66211
Long Address Number = xxFrancine’s Flowers
Business: 913-444-4400
2. Add the following employee.
Employee:
Assigned Number 1010xx
Sue Sullivan
103 Main Street
Atlanta, GA
20004
Long Address Number = xxSue Sullivan

Home: 404-555-1122
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»q_. Exercises

AP See the exercises for this chapter.

1. Inquire on Dominique Abbot.

What is her address book number?

2. What information is different on an Employee record as compared to a
customer or supplier?

»q_. Exercises

R See the exercises for this chapter.

For Address Book Number 1000xx, change the address to 1030 Main Street

»q_. Exercises

R See the exercises for this chapter.

Delete Address Book Number 1010xx.

7-20 Release A7.3 (October 1996)



User Defined Codes

Objectives

e To understand user defined codes

e To understand category codes

About User Defined Codes

To tailor a software system to your business needs, you can assign your own set
of valid values to a data field.

To understand how to customize your data, complete the following:
] Work with user defined codes

[] Assign categories to user defined codes

What are User Defined Codes?

J.D. Edwards software lets you create user defined code values (UDCs). User
defined codes use table values to define the allowed values for an input-capable
field without having to make program changes. Some examples of user defined
code fields include:

e State and province codes

e Spending account codes

e Unit of measure codes
You can define most standard information in user defined code tables. Generally,
you define these codes for your business purposes. Many of these codes are set

up by J.D. Edwards and are included when you install your system. Each system
has its own user defined code types.

When a J.D. Edwards program encounters a user defined code field, it checks
the data that the user has entered against the table of valid values. If no match is

found, the program issues an error message.

Although the system decides the title of the code type, you can create an
unlimited number of values for the user defined codes.
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For example, for the Address Book system (system code 01), two types of user
defined codes for this system are search type (ST) and language (LP). The
following table lists these code types, as well as examples of codes defined for
the code type.

For example, for the Address Book system (system code 01), two types of user
defined codes are search type (ST) and language (LP).

Code Type Codes Description
Search Type A Applicants
C Customers
E Employees
F Facilities
I Investors
J Jobs
Language B Flemish
D Dutch
E English
F French
G German

What are Category Codes?

Use category codes to define additional codes that describe or categorize items
for management reporting, consolidation, totaling, and characteristic
identification. A category code is a user defined code for which you define the
code title and the valid values. Codes and descriptions are included for each
example.

Category Code Codes Description

Branch (Category Code 01) ATL Atlanta Branch

CHI Chicago Branch

DAL Dallas Branch

DEN Denver Branch

ES Eastern Mfg. Region
Account Representative
(Category Code 02) ANN Annette Walters

JIM Jim Kellerman

ROD Rod McLind
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Grouping Data in Address Book

Category Codes are used to group and categorize addresses for reporting
purposes.

Two groups of category codes are in the Address Book system:

e Who’s Who (10 codes)
e Address Book (30 codes)

Both the title of the category code and valid values are user defined.

How Are Category Codes Defined?
The user defines how the code will be used. For example:

e Category code 1 = Branch

e Category code 2 = Account Representative
The user also defines the valid values of the code. For example:

e Branch: DEN = Denver Branch
e Salesperson: ROD = Rod McLind

Summary of User Defined Codes and Category Codes

The following table details the level to which you can customize the information
the user defined codes and category codes provide:

Code Type Title Values
UDC J.D. Edwards Defined (Search Type) |User Defined
Category Code User Defined (Branch) User Defined

See Also

e Technical Foundation guide
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Working with User Defined Codes

You assign a unique value to a code to customize a program to suit your
individual needs. For example, if you would like to indicate whether an
employee is certified in a specialized field, create a code to represent the
specialization. The value is the designation you assign to a code.
To work with user defined codes, complete the following tasks:

] Locate a user defined code
View a text memo
Access the User Defined Codes Revisions form

Add a user defined code

Change a user defined code

I T I N A

Delete a user defined code

See Also

e User Defined Codes in the Technical Foundation guide
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Locating a User Defined Code

Each User Defined Code field corresponds to a system code and a user defined
code type. You need to know these identifiers when you assign values to data.
For example, the user defined code table name for Address Book Revision
search types is system 01/ type ST

> To locate a user defined code

On Address Book Revisions

E[01051] - Address Book Revisions [_[O]x]
Eunctions  Tools  Help
Long Addr Mo I—
Fesp. Bus. Unit l—
Address Number I—
Alpha Name |
Phone Mumber | | [
I I [
Search Type l_
Mailing Name | Payables Y/ [
Receivables ik |_
Address | Employes /N [
| User Code [
| Subldgr Inact |_
| Eff Date
Fostal Code | City |
State l_
Country l_
County |
|¢le ||i|zA|‘4{:JI|!-IiI
| F2=Fmt F5="hao F11=CIF Index F12=Fhones F13=Add'l Info F24=More by ll

1. Position the cursor in the following field:
e Search Type

2. Perform one of the following:
e Press F1

e Click the right mouse button
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User Defined Codes Window appears.

7 [81QM] - User Defined Codes Window

Functions  Option: Tools  Help

AT1
o1 ST Eearch Type

Skip To Code I See Memo
A Applicants
C Customers
E Employees
F Facilities
I Investors
I Jobs
M Mail Distribution List
ME Bulletin Board
1] Company
1] Participants
[] |
|Opt: 4=Select F9=Glossary F1d=Memo *|
What You Should Know About
Viewing a full user Press F5 from the User Defined Codes Revisions form to
defined codes list view an entire table of user codes for a particular system.

Viewing a Text Memo

Text memos let you attach electronic notes to explain additional details about
the user defined code value on the form. If a memo is attached to an item on
the form, the system highlights the item and the words See Memo display at the
top of the form. The following task uses user defined code table 01/ST as an
example.
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» To view a text memo

On User Defined Codes Window

7 [81QM] - User Defined Codes Window

Functions  Option: Tools  Help

AT1

I See Memo

Applicants

Customers

Employees

Facilities

Inuvestors

Jobs

Mail Distribution List
Bulletin Board

Company

Participants

o1 ST Eearch Type
Skip To Code

EEEEEGERELGE
m

[l ]

|Opt: 4=Select F9=Glossary Fld=temo

.

1. Place your cursor on the following highlighted field:

e Applicants
2. Press Fl4.

User Defined Code Detail appears.

E'0016  User Defined Code Detail

Functions  Toolz: Help
System Code. . . . . o1
Record Type. . . . . T
User Defined Code. . A

Thiz is a field for applicants.

[~ 1]

FE=UserInfo Fi=Ins F9=Del F15=Models

.

What You Should Know About

Pressing F6

Allows you to view a window which displays the User ID

of the individual who entered the information and when

he or she did so.

8-8
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Pressing F8 Allows you to insert a line of text into an existing line of
text

Pressing F9 Allows you to delete a line of existing text

Pressing F15 Allows you to choose existing text that has been set up as
a model

Accessing the User Defined Codes Revisions Form

The User Defined Codes Revisions form displays user defined codes and their
descriptions.

> To access the User Defined Codes Revisions form

On User Defined Codes Window

7 [81QM] - User Defined Codes Window

Functions  Option: Tools  Help

AT1
o1 ST Eearch Type

Skip To Code I See Memo

Applicants

Customers

Employees

Facilities

Inuvestors

Jobs

Mail Distribution List
Bulletin Board

Company

Participants

m

EEEEEGERELGE

[l ]

|Opt: 4=Select F9=Glossary Fld=temo

.

1. Press F10.
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User Defined Code Revisions appears.

§E' [00051] - User Defined Code Hevisions

Functions ~ Tools  Help

Systern Code o1
User Defined Codes E
Skip To Code

Search Type

03 Character

Code Description
Applicants

Customers

Enployees

Facilities

Inuvestors

Jobs

Mail Distribution List
Bulletin Board
Company

Participants
Subcontractors
Tenants

Suppliers
Ex-employees

[~ ] Liflalls]l=]

Fh=Code Types Fld=Memo F15=\Where Used FlG=Translate F21=Frint F24=hMore hefifd

HEedwmeoZToH Mmoo

I [y

The user defined codes for Search Type are listed in the 03 Character
Code column. The number next to the words “Character Code” indicates
how many characters the user defined code can be. The user defined code
descriptions are listed next to the code they describe in the Description
column.

2. To locate the table of codes for any user defined code, complete the
following fields:
e System Code

e User Defined Codes
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Adding a User Defined Code

You can add a user defined code to meet your business purposes.

> To add a user defined code

On User Defined Codes Revisions

-EE‘ [00051] - User Defined Code Revisions

Functions  Tools  Help

System Code
User Defined Codes
Skip To Code
Search Type

5

03 Character

Code Description
Applicants

Custoners

Employees

Facilities

Inuestors

Tobs

Mail Distribution List
Bulletin Board
Company

Participants
Subcontractors
Tenants

Suppliers
Ex-employees

EAES Liflalls]l.=]

Fi=Cade Types Fl4=Memo F15=WWhere Used Fld=Translate F21=Frint F24=kare bl

T ImoOoC==oHNMmoD
@

14

1. For WorldSoftware only, Type A (or 1) in the following field:
e Action Code
2. On any line, complete the following fields:
e Code field
e Description field
3. Perform one of the following:
e Press Enter for WorldSoftware
e C(lick Add for WorldVision

The form clears to indicate a successful addition. The system retains the
old code.
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Changing a User Defined Code

As your business needs change, you might need to change your user defined
codes. When a user defined code is referred to as hard coded, you should not
change it. Programming has been defined to work with hard-coded user defined
codes. If you change the code, the programming will not work correctly.

» 1o change a user defined code

On User Defined Codes Revisions

5 [00051] - User Defined Code Revisions

Functions  Toolz: Help
System Code |Bl
User Defined Codes |ﬁ
Skip To Code I
Search Type
03 Character
Code Description
A Applicants
C Customers
E Enployees
F Facilities
I Inuvestors
I Tobs
i} Mail Distribution List
MEB Bulletin Board
1] Company
1] Participants
5 Subcontractors
T Tenants
Y Suppliers
" Ex-employees
+ —
][] [illallE]l=] &
|F5=Code Twypes Fl4=Mema F15=Where Used F18=Translate F21=Frint F24=Mare Il !I

1. For WorldSoftware only, type C (or 2) in the following field:
e Action Code
2. Type over incorrect information in any of the following fields.
e Code
e Description
3. Perform one of the following:
e Press Enter

e Click Change
The form clears to indicate a successful change.

If you change information in the Code field, you must delete the original code
from the list of data items.
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Deleting a User Defined Code

As your business needs change, a user defined code might not be relevant. You
can delete user defined codes that are no longer used.

> To delete a user defined code

On User Defined Codes Revisions

-EE‘ [00051] - User Defined Code Revisions

Functions  Tools  Help

System Code
User Defined Codes
Skip To Code
Search Type

[

03 Character

Code Description
Applicants

Custoners

Employees

Facilities

Investors

Jobs

Mail Distribution List
Bulletin Board
Company

Participants
Subcontractors
Tenants

Suppliers
Ex-employees

[~ ][] Liflall&]l=]

Fi=Cade Types Fl14=Memo F15=\Where Used Fld=Translate FZ1=Frint F24=hare Rl

T Imoo==oHnmoD
=]

14

1. Locate the user defined code table that contains the code you want to
delete.

2. For WorldSoftware only, type D in the following field:
e Action Code
3. Blank out the following fields:
e Code
e Description
4. Perform one of the following:
e C(lick Change
o C(lick Add

5. Inquire to verify the deletion.
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While several menus may represent the most commonly revised user defined
codes, an entire table of user codes for a particular system can be viewed using
F5 from the User Defined Codes Revisions screen.

F14 text memos let you attach electronic notes to explain additional details about
the User Defined code value on the screen. F14=Memo displays at the bottom of
the screen. If a memo is attached to an item on the screen, the system highlights
the item and the words “See Memo” display at the top of the screen.

F6 allows you to view user information

F8 allows you to insert a line of text into an existing line of text

F9 allows you to delete a line of existing text

F15 allows you to choose existing text that has been set up as a model
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Working with Category Codes

Category codes are user defined codes to which you can assign a title and a
value. The title will appear on the appropriate form next to the field in which
you type the code.

Complete the following:

[] Locate category codes

[ View valid values

Locating Category Codes

The Category Codes form allows you to select values from a number of choices.
You can access Category Codes from any form containing a field that uses
category codes.

P 1o locate category codes

On Address Book Revisions

1. Press F14.
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Category Codes appears.

£ [010512] - Category Codes

Functions

Tool: Help

(O] <]

Address Number [

Category Code

Description

Branch . . . . . . . . . . ..
Account Representative . . . .
Zales Territory. . . . . . . .
Geographic Region. . . . . . .
Category Code ©5 . . . . . . .
Category Code BB . . . . . . .
1099 Reporting . . . . . . . .
Category Code G . . . . . . .
Category Code B9 . . . . . . .
Category Code 100 . . . . . . .
Category Code 11 . . . . . . .
Category Code 12 . . . . . . .
Line of Business . . . . . . .
Sales Yolume . . . . . . . . .
Category Code 15 . . . . . . .

[1lx]

F24=More

i flal ] .=]

Lol

2.

Perform one of the following to view additional category codes:

e Use the Page Up and Page Down keys

e Click the up and down arrows

Viewing Valid Values

8-16

You can review all valid values for a category code. You can also add, change,

or delete category codes.

> To view valid values

On Category Codes

1.

Position your cursor next to the category code you want to view and press
F1.
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User Defined Codes Window appears.

" [81QM] - User Defined Codes Window

Functions

o1

Options

Toolz Help

01 Branches
Skip To Code

—

ACOL

ATL
CHI
DAL
DEN
E3

EST
HYC
SF0

Atlanta Branch
Chicago Branch
Dallas Branch

Denver Branch
Eastern Mfg. Region
Eastern Region

Mew York Branch

San Francisco Branch
Western Mfg. Region

[l ]

Opt: 4=Select F3=Glossary Fl1d=Memo

4 (mp

2.

Press F10 to make revisions,

additions,

User Defined Codes Revisions appears.

-EE‘ [00051] - User Defined Code Revisions

Functions  Tools Help

and deletions.

03 Character

Systemn Code

UserDefined Codes

Skip To Code

Branches

I

Code Description
ATL Atlanta Branch
CHI Chicago Branch
DAL Dallas Branch
DEN Denver Branch
ES Eastern Mfg. Region
EST Eastern Region
WY Hew York Branch
SF0 San Francisco Branch
WE Western Mfg. Region
WET Western Region
L] Airport
200 County Courthouse
30 Cemetery

[ ][]

Fh=Code Types Fld=Memo F15=**here Used F18=Translate F21=Print F24=hore

i fla] ][]

14

3. Complete the steps to add, change, or delete.
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What You Should Know About

Changing the title of a The title of a category code is defined in the data

category code dictionary. This title is used by all J.D. Edwards forms and
reports. You need to know the data item in order to
change the title.

The data item name is located on the upper right corner of the User Defined
Code window.

Test Yourself: Customizing Your Data

1. How many category codes does Address Book contain?

2. What is the difference between user defined codes and category codes?

The answers to this Test Yourself are in Appendix A.
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Objectives

e To understand report formats
e To understand the steps of DREAM Writer
e To understand how to print a report

e To learn to use output and job queues

About Reports

You can print standard and custom reports from the records stored in the
system. To understand how to generate reports in any system, complete the
following tasks:

[ Define version preferences
Create a version
Work with print options

Work with DREAM Writer versions

Work with submitted reports

I T T N A

Work with output and job queues

About DREAM Writer

The Data Record Extraction and Management facility (DREAM Writer) is a report
preprocessor. A report preprocessor is a data manipulator and cataloging facility
that you can use to generate reports. As a report preprocessor, DREAM Writer
allows you to create unlimited versions of each report. For example, using the
same report format as the Name and Address Report, you can set up the
following reports:

e Name and Address by Employee Name
e Name and Address by Supplier Name
e Name and Address by Employee Number
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9-2

These versions have the same columns but different data, report titles, and data

sequence. The following graphic represents the movement of information
through DREAM Writer:

)

Address Book Master File
System (contains all information
Database required for the Name
and Address report)

A
]

l

&b

DREAM Writer

1. 2.
Name and Address Report X : Name and Address Report
(by Employee Name) X : (by Supplier Name)

3.
Name and Address Report
(by Address Book Number)
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Essentially, the DREAM Writer controls data records that you select for a specific
version and the sequence of the records as they print on the report. You control
printer parameters, special processing options, and report titles. The DREAM
Writer is also used to present different selections of data or different formats for
form displays, as well as to establish processing parameters for batch jobs.

DREAM Writer

Reports e Default data

e Form formats

e Functions for some

Reports interactive programs
Processing Parameters

< >
and File Updates
File ‘ Annual \ ‘ Postings \
purges closes

Reports
by
Address
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About Report Design

Begin the report design process from a form containing a versions list. The main
portions on the form determine the format of your report. An example of a form
containing a version list follows:

£ [98300] - Reports by Address |_ (O] =]
Functions  Options Tools  Help
Skip to Wersion: Farm _
0| Yersion Description User Chg Date

HIDEEAOL  |One Line per Address DEMO 25.03.96

WIDEEOEZ |Full Address w/o Codes, Motes DEMO 25.03.96

HWIDEQOEZ |Full Address w/ Codes, Motes DEMO 25.03.96

HIDEEAAY  |One Line per Address W-9 Exceptions DEMO 25.03.96

HIDEPARS  |Mailing Labels, State of Caolorada DEMO 25.03.96
|Opt: 1=Fun 2=Chg 3=Add 4=RptDist 5=Cover B=Frt Owr §=Repair 9=Dlt !I

The following table details the main portions of the versions list:

Field Explanation

Version Identifies a group of items that the system can process
together, such as reports, business units, or subledgers.

Version Title A description of the version that appears next to the
version number. The version title is different from the

report title.

Date — Updated The date of the last update to the file record.

From the versions list, you can run a report at its current level, create a new
version, copy an existing version, or modify an existing version. The action you
perform determines what the system displays next.

Run, copy, or add a Displays the Version Identification screen where you start

version defining information for your version. The DREAM Writer
Version Copy window displays first when you copy or add
a version.
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Change a version Displays a window which lists all DREAM Writer forms.
You choose the screen you want to display based on the
information you want to change.

The following graphic represents the five forms you review when you work with
DREAM Writer:

1.
Version
Identification
5. 2.
Data Additional
Sequencing DREAM Parameters

Writer Version List

4. 3.
Data Processing
Selection Option

Use the DREAM Writer forms to define or change the following information:

Version identification You can define an internal description as well as up to
three lines of report heading information.

Additional parameters You define parameters for the job, such as the based on
file, whether you want the cover page to print, and in
which job queue you want to process the job.

Processing options Use processing options to control the type of report that
the system prints. This information includes the format
and print functions. Each form ID has a unique set of
processing.
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Data selection Data selection lets you select the information you want the
system to print on the report. You can select records from
any field in the based on file. If you do not specify data,
the system will print every record on the report.

Data sequencing Use data sequencing to specify how you want the system
to sequence data, how you want to total the data, and
where you want the system to create page breaks.

About Report Formats

Report templates are the predefined formats of DREAM Wrriter reports. You
cannot add or remove a column of data from a template. The following Address
Book Report gives an example of one line per address for all customers
associated with the New York Branch and provides the information that prints
on a template:

Company Name
Form ID

Optional Report Title Page and Date

Column Headings

014021 ‘J. D. Edwards & Conpany ‘ Page - 3

Date — 08/15/95
For Al Custoners ‘

Associated Wth The New York Branch

Addr ess Nane Phone Mai |ing Nanme Line 1 Gty ST Post al C
Nunber Nunber Code

2313 Baker Manufacturing, Ltd (404) 933-6465 Baker Manufacturing,Ltd 400 Broadl and Road NW At| anta GA 30342 USA
3004 Centre Gft Store (215) 629-3004 Centre Gft Store King of Prussia Mall Phil adel phia PA 19118 USA
3001 Centrum | ncor por at ed (212) 629-3000 Centrum I ncor porated World Trade Center New York City NY 10048 USA
2330 Dunl op Construction Co (212) 545-5000 Dunlop Construction C 75 Rockefeller Plaza New York Gty NY 10019 USA
4000 SK8 I nc. (515) 263-4444 SK8 Inc. 4700 Cabot Drive Des Moi nes IA 44060 USA

Address Total — 5

About Data Relationships

The data selection step in the DREAM Writer reporting process determines the
amount of information to include in your report version. A data relationship
refers to the expressions that determine the values for your version. For
example, the expression “greater than or equal to one thousand” sets a series of
all numbers above and including the number one thousand.
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About And/Or Logic

Use And/Or Logic to determine how much information to include in your report.

For instance, If you need a list of customers associated with the New York

Branch, use ‘And’ logic to include only the data that two or more fields have in
common. If you would like a list of customers and a list of anyone associated
with the New York branch, ‘Or’ Logic includes all data of both fields.

AND

Example:
Search Type . . . . .

Search Type Location

=C =NYC

Location. . . . . . . EQ NYC

OR

Search Type Location

=C =NYC

Example:
Search Type . . . . . EQ C

Location. . . . . . . EQ NYC
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Defining Version Preferences

The User Display Preference Revisions form allows you to set up individual user
display values. For DREAM Writer reports, you can specify a version prefix for
new versions that you create.

If you choose not to have a specific setup, the system defaults are used for all
displayed values.

P 1o define a version preference

On any menu

1. Enter 85 in the command line.

User Display Preference Revisions appears.

'EE' [00923] - User Display Pref Revisions

Functions  Tools  Help
UserlD STUDENT
Cornparny
Language [
Yersion Prefix 5T
Date Format
Date Separator Char [
Decimal Format Char [
Currency Sym (Future) [
Courtry

[0 ] Lilla]l@]l=] %

F24=hore MW ¥

Release A7.3 (October 1996) 9-9



Common Foundation for WorldSoftware

2. For WorldSoftware only, type A (or 1) to Add a new prefix or C (or 2) to
change an existing prefix in the following field:

e Action Code

3. Complete the following field:
e Version Prefix

4. Perform one of the following:
e Add action

e Change action

Field Explanation
User ID The IBM-defined user profile.
Version Prefix Identifies a default prefix to assign when creating DREAM

Writer versions. Versions can then be suffixed with a
number between 0001 and 9999.

............. Form-specific information . ... ..........

Identifies a default prefix to assign when creating DREAM
Writer versions. Versions can then be suffixed with an
alphanumeric character up to 6 positions in length.

What You Should Know About

Revising a User Display If you are attempting to revise a User Display Preference

Preference record record, you must have no other active jobs running
(interactive or batch) for the modification to work
successfully. Allow all batch jobs to finish and complete
all other interactive jobs before making a change.

If you are trying to revise another user’s record, that

person must also have no active jobs running and should
be signed off the system before the change is allowed.

See Also

o User Display Preferences in the Technical Foundation guide
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GO01 Address Book

Choose Periodic Processes

Creating a Version

G0121 Periodic Processes
Choose Reports by Address

When you create a version in DREAM Writer, you assign the specifications for
your report by following the five steps of DREAM Writer. The following table
details the steps in the DREAM Writer program:

Version Identification

Additional Parameters

Processing Option
Values

Release A7.3 (October 1996)

Designate a title for your version. You have the option of
designating a series of lines to further describe the records
in your report. Your title displays at the top of your report.

Set the version control parameters to determine various
job specifications such as:

e Security
e Job queues
e  Whether to include a cover page

Control the characteristics of a printed report. For
example, when you select a report format, choose the
following:

e  Which pre-defined “template” to print
e Summary or detail

e Labels or lists

e Page breaks

e Totalling and other special calculations
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Data Selection Values

Data Sequencing Values

Select information from the Data Selection form to
print only the records pertinent to your needs. Keep
in mind the following considerations:

e What data should you include for selection?
e What are the data relationships?
e What are the selection values?

Organize the records in your report to clearly represent
your data.

To create a version, complete the following:

] Copy an existing version

Revise parameters

I T T A I

Select your data

Identify the version

Revise processing options

[ Arrange data in sequence

What You Should Know About

Accessing the versions
list

Using function keys in
DREAM Writer

You can access a list of all versions from the DREAM
Writer main menu. Enter G81 to access the DREAM Writer
main menu and choose Versions List.

The following keys have form specific functions in the
DREAM Writer program:

e F4 allows you to define ascending or descending
sequence or make a sequence value optional on
the Data Sequence Set-up form.

e F5 updates the Data Selection form with only
those data items with a Y in the Include in
Selection field.

e F12 returns you to the previous form if you go too
far in the DREAM Wrriter report creation process.

e F16 displays all Based On File fields available for
sequencing on the Data Selection and the Data
Sequence Set-Up forms.
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Pressing Enter in
DREAM Writer

When you press Enter in DREAM Writer, you tell the

program that you are finished with the current step. Be
sure that you have determined all the information for each
step before you press Enter.

Copying an Existing Version

When you copy, you add a new version based on an existing version. Copying
an existing version is the simplest way to create a new version in DREAM Writer.

> To copy an existing version

On Reports by Address

1. Enter 3 in front of the version you want to copy.

7' [98300] - Reports by Address M=l B3
Functions  Optionz  Toolz  Help
Skip to Version: Form [PE1381
Yersion Dezscription Uszer Chg Date
: gE01  One Line per DEMO
WIDEQEA2 |Full Address w/o Codes, Motes DEMO 03/28/96
WIDEQEA3  |Full Address w/ Codes, Motes DEMO 03/28/96
WIDEOEOA  |One Line per Address W-9 Exceptions DEMD 03/28/96
WIDEDOOS  |Mailing Labels, State of Colorado DEMO 03/28/96
[x] *
Cpt: 1=Fun 2=Chg 3=Add 4=RptDist 5=Cover B=Pr Owr G=Repair 9=0lt L. 4
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Dream Writer Versions Copy appears.

= POSCPYW Dream Writer Version Copy

Functions  Tools  Help

Farm

MNew Wersion

[0 ]

PO1301

F12=Frevious FZ4=kore

.

2. On Dream Writer Versions Copy, complete the following field:

e New Version

3. Press Enter to confirm your version title and to move on to the next step
of DREAM Writer.

What You Should Know About

Assigning a number
only

Assigning a version
prefix

Identifying a Version

If you did not assign a user prefix, an asterisk appears in
the New Version field. Press Enter and the system assigns
the next available version number with no prefix.

If you want unique prefix for your version, enter the
prefix followed by an asterisk. The system appends the
next version number to your prefix.

You can assign a version title to any report version. On the versions list, the title
appears in the Description field next to the version number.

9-14
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> 1 identify a version

On Version Identification

1. Complete the following field:

e Version Title

'EE' [98301] - Yersion ldentification

Functions  Tool: Help

Farm ID Pa1301
One Line per Address “ersion oge3
Language |— Domestic Language

Yersion Title One Line per Address

Optional Report Title [one Line per Rddress
|HU. Customers Associated With
|the Mew York Branch

[ ][] Li ][] [ ][]

4

2. Complete the following optional fields:
e Language
e Optional Report Title

3. Press Enter to confirm the information and to move on to the next step of
DREAM Wrriter.
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Field Explanation

Language A user defined code (UDC table 01/LP) that specifies a
language to use in forms and printed reports. If you leave
the Language field blank, the system uses the language
you specify in your user profile. If you do not specify a
language in your user profile, the system uses the default
language for the system.

Before any translations can appear, a language code must
exist at either the system level or in your user profile.

............. Form-specific information . ... ..........

A user defined code that specifies the language used for
the title of this version. The allowed values are found in
system 01, user defined code type LP.

Version Title A description of the version that appears next to the
version number. The version title is different from the
report title.

Optional Report Title The title that appears at the top of the report. It can

include up to three lines with 40 characters each. The
lines are automatically centered on the report.

............. Form-specific information . ... ..........

The text that appears at the top of the report. This title
can contain three lines.

Revising Parameters

Use the Additional Parameters form to set up the processing route for your
report version. You can also specify if you want processing options to display
each time you submit this version.
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The following graphic details how the valid values for the Mandatory Processing
Option field interact with your report version.

Version List
~ Name and Address 1
1 Name and Address 2
__Name and Address 3

N Y 2 3
Processing Processing Data
Option Option Selection
Data
Selection

A

v

Do not set a mandatory processing option if you wish to submit your job as an
unattended night process.
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> To revise parameters

On Additional Parameters

1. If necessary, change the following fields:

e Print Cover Page (Y/N)

e Print Instructions (Y/N)

e Mandatory Processing Option

e User Exclusive (Y/N)

e Job Queue

e Hold on Job Queue (Y/N)

’E{' [983011] - Additional Parameters

Functions  Toolz  Help

One Line per Address

Biased on File

Frocessing Cwverrides

Frint Caver Fage ()
Mandatory Processing Option
Job Queue

Format Narme

Jaob to Execute

Twpe Report Tataling

Open Query File Options
Optirmize Option(1/2/3)
Sequential Only( i)
Open for Output(y )
Open for Update(y/M)
Open for Deleta(y/MN)

[ ]3]

Farm 1D PO1301

Version oon3
m_ Based on Member +ALL
|V Frint Instructions (vyMN) |ﬁ
[ User Exclusive (0/1/2/3) [0
[*IJ0BD  Hold on Job Queue (Y/N) v
[[01017C  Output Media RPT

File Output Type E

E Owerride Logical File
i
v
¥
I
1

Lillalls]l=]

14 (mp

2. Press enter to confirm the information and to move on to the next step of

DREAM Writer.

Field

Explanation

Print Specifications Cover
Page (Y/N)

Print cover page
N Do not print cover page

Print Help Instructions
(Y/N)

Specifies whether to print the help instructions to
accompany the requested report.

Y Print the help instructions

N Do not print the help instructions

Note: You can use 1 for Y and 0 (zero) for N.
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Field Explanation

User Exclusive This field allows you to restrict user access for a report
version.

Values are:

0 No security. Anyone can change, copy, delete,
and run the version.

1 Medium security. Only the user who created the
version can change and delete it. All users can
copy and run the version.

2 Medium to full security. Only the user who
created the version can change, delete, and run
it. All users can copy the version.

3 Full security. Only the user who created the
version can change, delete, copy, and run it.

Mandatory Processing A code used to designate whether a data item may
Options optionally be selected by the user.

............ Form-specific information . . ............

A code to designate whether a DREAM Writer
pre—execution action may optionally be selected by the
user. Values are:

Y Mandatory display of processing options form at
runtime.

2 Displays both Processing Option and Data
Selection forms at runtime.

3 Mandatory displays Data Selection form at
runtime.

N Immediate submission to batch.

Note: You can use 1 for Y and 0 (zero) for N.

Hold on Job Queue A code used to indicate whether to hold the submitted job
in the job queue. Values are:
Y Yes
N No

NOTE: You can use 1 for Y or 0 (zero) for N.

When you run your report, you will destroy the information in your version if
you alter the Based on File field.

See Also

o Working with DREAM Writer Processing Options Revisions in the Technical
Foundation guide
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Revising Processing Options

You must complete the processing options to create your report version.
Processing options determine the format of the printed copy of your version.
Any changes you make on a version affect all users.

> To revise processing options

On Processing Options Revisions.

1. Enter the appropriate changes.

£ [98312] - Processing Options Revisions

Functions  Tools  Help

Form 1D Po13gl
“arsion poos
One Line per Address Display Lewvel [ ]

This job has warious options described below. Enter the desired values and
press ENTER to continue.

ADDRESS BOOK REPORTS W/OUT WHO'S WHO
1. Select the format you wish to print. E
1 - Mailing Labels
1A - Mailing Labels/Bulk
(Address Format 04 Only)
One Line per Address
Full Address w/o Codes and Motes
Full Address w/ Codes and Motes
Mailing Labels w/Address number
and Phone number
9A - Mailing Labels w/RAddress number
9B - Mailing Labels w/Phone number
Mote: When running Form 3 the based on
file must be the FO1E1JE. ALl other
farms must be based on the FO101IC. +

[~ 1]

| FE=Ptinter Cherrides

.

2. Perform one of the following to view more processing options:
e Use the Page Up and Page Down keys
e Click the up and down arrows

3. Press Enter to confirm the information and to move on to the next step of
DREAM Wrriter.
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Selecting Your Data

Select the data you want to print on your report. Use a data relationship expression
and And/Or logic to determine the parameters of the data in your version. The And/Or
field is available in the hidden detail area. To determine which records to include,
use the *VALUE and *RANGE commands to select a series of data items within a
certain limit. If you do not choose any data to define the boundaries of your
version, the report will print every record.
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The following example portrays reports which detail various relationships
between search criteria.

Address Book

Master (FO101) Report
Search All Customers Search Type = C

Alpha Name Type Branch Search
A & D Parts Co. vV DEN Alpha Name Type Branch
Dunlop Const. C NYC > | Dunlop Const. C NYC
Eason, Walter E DEN Goldwater’s C DAL
EverReady Lumber V NYC Olson Payroll C DEN
Goldwater’s C DAL
MCI Vv DEN
Office Warehouse V DEN
Olson Payroll C DEN
Xavier Mrktg. \Y SFO

All addresses associated with the New

Search
Alpha Name Type Branch York branch Branch = NYC
A & D Parts Co. v DEN Search
Dunlop Const. C NYC Alpha Name Type Branch
Eason, Walter E DEN :> Dunlop Const. C NYC
EverReady Lumber V NYC EverReady Lumber V NYC

Goldwater’s C DAL
MCI \Y DEN
Office Warehouse \Y DEN
Olson Payroll C DEN
Xavier Mrktg. \% SFO

Search All Customers and addresses associated
Alpha Name Type Branch with the New York branch
Search Type = C and Branch = NYC
A & D Parts Co. V DEN
Search
Eason, Walter E DEN :’> Alpha Name Type Branch
EverReady Lumber V NYC Dunlop Const. C NYC
Goldwater’s C DAL
MCI \% DEN
Office Warehouse V DEN
Olson Payroll C DEN
Xavier Mrktg. \Y SFO

To select your data, complete the following tasks:

e Select your data

e Determine the selection relationship
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e Determine data for *VALUE

e Determine data for *RANGE

e Specify hidden criteria

P 1o select your data

On Data Selection.

1. Press F16 to display a full list of data items.

2. If necessary, change the following fields:

IN (Include in Selection)

Selection Rel. (Relationship)

Selection Value

£7[98302] - Data Selection M [=l B3
Functions  Tools Help
Farm D Pa1301
One Line per Address “ersion oon3
I Explanation . . Selection . .
N Fel. Value
Category Code A1 . . . . . . . . . . . . EQ *ALL
And|¥|User ID. . . . . . . . . . L EQ |*ALL
And| [Address Mumber . . . . . . . . . . . .. EQ *ALL
And| |Long Address MNumber. . . . . . . . . . . E |*ALL
And| [Tax ID . 0 0 v 0 0 0 0 o EQ  |*ALL
And| [Alpha Mame . . . . . . . . . . oL EQ *ALL
And| |Description - Compressed . . . . . . . . EQ *ALL
And| |Business Unit. . . . . . . . . . . . . . EQ *ALL
And| |Industry Classification. . . . . . . . . EQ *ALL
And| |Language . . . . . . . . . o E |*ALL
And| [Search Type. . . . . . . . . . . . . .. E |*ALL
And| [Credit Message . . . . . . . . . . . . . EQ *ALL
And| |PersonfCorporation Code. . . . . . . . . EQ *ALL
And| |ARAAP Netting €¥1. . . . . . . . . . . . EQ  [#ALL
And| [Address Tupe 3 ¥/N . . . . . . . . . . . E |*ALL
And| [Address Tupe 4 ¥/N . . . . . . . . . . . E |*ALL
(%] 3
F4=Extra Data Fh=Updtw/Fedispley F16=Display All Data Fields b4

3. Perform one of the following to view all data items.

Use the Page Up and Page Down keys

Click the up and down arrows

4. Press F5 to update selections.
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Field Explanation

Include in Selection A code used to designate whether a data item may
optionally be selected by the user.

............. Form-specific information . . . . ... ...

Specifies whether to use the data field as part of the
selection criteria.

Y Includes the field as part of the selection
criteria.

N Deselects a field that was previously
selected.

blank Not included in the selection.

Relationship The relationship between the range of variances you
display. Valid codes are:

EQ  Equal to

LT Less than

LE Less than or equal to

GT  Greater than

GE  Greater than or equal to

NE  Not equal to

NL  Not less than

NG  Not greater than

CT  Contains (only allowed in selection for
Open Query File function)

CU  Same as “CT” but converts all input data to
upper case letters

............. Form-specific information . . . .......

For Configuration Management, you cannot use
codes CT and CU.

The NE operand must appear first in the selection
criteria if you are using NE with the *RANGE or
*VALUE parameters and File Output Type is a
standard logical file.
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What You Should Know About

Selection value

When you enter * codes the system selects specific types
of records. Valid values are:

*ALL

e Selects all the records for that field. This is the default.

*7ZERO or *ZEROES

e Used to select null values.
For Example: YTD Vouchered GT *ZERO

*BLANKS

e Used to select blank values.
For Example: Tax ID Number EQ *BLANKS

*VALUE or *VALUES

e Displays a window from which you can select up to
45 individual values. You can only use this value with
the EQ and NE relationships.

*RANGE
e Displays a window from which you can select a single

inclusive range of values. You can only use this value
with the EQ and NE relationships.

> To determine data for *VALUE

On Data Selection

1. Type *VALUE in the following field.
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2. From the Data Selection form, press Enter to access the Values form.
Functions ~ Tools  Help
Yalues for: Category Code @1 . . . . . . . . . . ..
DEN DAL CHI
ATL
o] #
| M ¥
3.

Enter the user defined code for each value you want to include for
*VALUE.

Once you enter your information, you will move on to the next step of
DREAM Wrriter.

You can not use F1 on the Values form.

What You Should Know About

Displaying a list of valid Press F1 in the Value field to display a list of user defined
values codes from which to choose the values to include in your

version.

> To determine data for *RANGE

On Data Selection

1. Type *RANGE in the Value field.
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2. From the Data Selection form, press Enter to access the Ranges form.
Functions  Toolz Help
Ranges for Category Code 81
Jioo EEE]
A E3 A
| M ¥

3. Enter the limits for your range.

Once you enter your information, you will move on to the next step of
DREAM Wrriter.

You can not use F1 on the Ranges form.

What You Should Know About

Displaying a list of valid Press F1 in the Value field to display a list of user defined

values codes from which to choose the values to include in your
version.
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» 10 specify hidden criteria

On Data Selection

1. Press F4 to access the detail area.

£7[98302] - Data Selection [ [olx]
Functions  Taools Help
Farm D Pa1301
One Line per Address “arsion oain
I Explanation . . Zelection . .
N Rel. | Yalue
B Category Code 81 . . . . . . . . . . .. EQ #ALL
Seq. 143 Ands0r: A Mame: ABACO1 Optional: ¥ BU Edit: N Allow #ALL: ¥
And ¥ User ID. . . o o v o 0 0 0 0 o EQ  ®ALL
Seq: 136 And/Or: A Mame: ABUSER Optional: ¥ BU Edit: N Allow #ALL: ¥
[¢] 5
Fd=Extra Data Fh=Updtw/Fedisplay F16=Display All Data Fields b 4

2. Complete the following optional fields:
e Sequence
e And/Or
o Allow *ALL

3. Press Enter to confirm the information and to move on to the next step of
DREAM Wrriter.
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Field

Explanation

Sequence

This number is used to control the sequence of Processing
Options, DDS Selection values and DDS Key sequences.

The sequence number is relative, meaning that the
sequence need not start 001, 002, etc. A sequence of 003
and 005 will sort the report with the 003 field before the
005 field.

For Financial Reports, company MUST be sequence 001 in
order to access the specific company Automatic
Accounting Instruction (AAI) records. If company is not
sequence 001, company 00000 AAIs are used.

............. Form-specific information . ... ..........

This number is used to control the sequence of Processing
Options, DDS Selection values and DDS Key sequences.

The sequence number is relative, meaning that the
sequence need not start 001, 002, etc. A sequence of 003
and 005 will sort the report with the 003 field before the
005 field.

For Financial Reports, company MUST be sequence 001 in
order to access the specific company Automatic
Accounting Instruction (AAI) records. If company is not
sequence 001, company 00000 AAIs are used.

And/Or Selection

A code that determines whether compound data selection
logic is based on an A = AND condition or an O = OR
condition.

............. Form-specific information . . . ...........

For valid codes for DREAM Writer Data Selection are:
A And
O Or

Select — Allow *ALL

This code is used to indicate to the DDS Generator
whether or not a value of *ALL is allowed for this
selection.
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Arranging Data in Sequence

When you sequence data, you avoid confusion by presenting your information
in a clear, logical manner. In the following example, the report lines are listed in
alphabetical order by name.

Address Name Phone Line 2 Line 3
4005 A & D Parts Conpany (303) 722-5754 3080 Wal nut St. Denver
100 A Mdel Organ Structure Co. (303) 555-1100 5025 Col orado Par kway Denver
4006 A & B Electric Mtor Service (303) 744-7554 2455 Market St. Denver
6002 Abbot, Doni ni que (303) 753-5608 1407 W Chenango Engl ewood
6411 Abl e, Robert/Hel en (303) 644-1101 Dublin Apts./Gat eway Littleton
2014 Action Energy (303) 922-6161 1924 S. Navajo St. Denver

Use the Data Sequence Setup form to determine the order in which selected
records appear on the report. For example, to list each data item in a report in
alphabetical order, choose Alpha Name to be first in sequence. If you would like
to display data items in order of address number, choose Address Number to be
first. The following graphic displays samples with alternate data sequences:

Report

Address Book Sequence = Alpha Name; Address Number
Master (FO101)

Address _Alpha Name
4006 A & B Electric Motor Service
4005 A & D Parts Company
100 A Model Organ Structure Co|
6002 Abbot, Dominique
6411 Able, Robert/Helen
2014 Action Energy

Description Seq
Alpha Name 001
Address Number

Sequence = Address Number; Alpha Name

Address  _Alpha Name
100 A Model Organ Structure Co|
2014 Action Energy
4005 A & D Parts Company
4006 A & B Electric Motor Service
6002 Abbot, Dominique
6411 Able, Robert/Helen

Description Seq
Address Number 001
Alpha Name
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> 1 arrange data in sequence

On Data Sequence Setup

1. For each data item, complete the following field:

e Sequence

£ [98303] - Data Sequence Set-up [_ O]

Functions  Tool: Help

Farm D Pa1301
One Line per Address “arsion QELe
Description Seq
Alpha Mame . . . . . . . . . . . . . ..
Address Mumber . . . . . . . 0L ooz

[l ]

F4=Extra Data F5=Updtw/Redisplay F16=Display All Data Fields

14

2. Press Enter to return to the versions list.

What You Should Know About

Changing the sequence Some reports contain a built-in sequence. If you change

of data the sequence on such a report, you could damage
information. This is especially true when running batch
jobs that update files. Always check program help
instructions to see if sequencing can be changed.

»q: Exercises

R See the exercises for this chapter.
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Choosing Your Data

F16 displays all Data Fields in the Based On file (FO101) from which selections
can be made.

EQ Equal to

NE Not equal to

GE Greater than or equal to
GT Greater than

LE Less than or equal to
LT Less than

NG Not greater than

NL Not less than
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D "
R (¢ Create a Version

Use the Reports by Address selection on menu G0121 to define the following
Address Book Reports:

Exercise 1

Create an Address Book report for all customers that have a credit limit over
1000.
1. Create a new One Line per Address report by copying version XJDE0OOO1.
2. Select data for all customers.
3. Select data for credit limit equal to or greater than 1000.

4. Make your report selections and return to the Versions List.
Exercise 2

1. Create a new One Line per Address report by copying version XJDE0OOO1.

2. Select information for Corporation Only in the Person/Corporation Code
field.

3. Select data for Tax ID Numbers that have a blank value.

Note: Change the sequence so that Person/Corporation Code comes
before Tax ID.

4. Make your report selections and return to the Versions List.
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Working with Printing Options

You can set the print options for a specific version. You can also change these

options for specific versions or change them for only one occasion.

To work with printing options, complete the following tasks:

e Define print requirements

e Define a report routing list

Defining Print Requirements

Access the Printer File Overrides form to control the format of a report and the
printer from which a report prints.

P To define print requirements

On any versions list

£7[98300] - Reports by Address (= E3
Functionz ~ Optione Toolz  Help
Skip to Yersion: Form [FE13061
Version Dezscription
6 JULIEAOEL One Line per 3 B4 .96
KB One Line per Address KB795556 [11.684.96
WIDEBEO1 |One Line per Address DEMO 25.03.96
HWIDEODOZ2  [Full Address w/o Codes, Motes DEMO 25.03.96
WIDEQEAZ [Full Address w/ Codes, Motes DEMO 25.03.96
®IDEEEOY  |One Line per RAddress W-9 Exceptions DEMO 26.03.96
WIDEDDBS  |Mailing Labels, Ztate of Colorado DEMD 25.03.96
ooal One Line per Address Ko2eh472  [11.684.96
opez2 One Line per Address KO285472 [11.84.96
ope3 One Line per Address KO285472 [11.84.96
oped One Line per RAddress k0285472 [11.84.96
noas One Line per Address Ko2eh472  [11.684.96
afetala) One Line per Address Ko2eh472  [11.684.96
ooay One Line per Address Ko2eh472  [11.684.96
ooed One Line per Address KO285472 [11.84.96
fefz]ele} One Line per RAddress K0285472  [11.04.96
] .
Opt: 1=Run 2=Chg 3=Add 4=Rpt Dist 5=Cover B=Pr Owr G=Repair 9=Dlt b 4
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1. Enter option 6 in front of the version you want to change.

Printer File Overrides appears.

gﬁ' [983012] - Printer File Overrides
Function: ~ Tools  Help
Farm 1D PO1301
Mailing Labels, State of Colorado Yersion (ee] ek
Frint Queue *J0B Hid in Prt Queuei/) |—
MNumber of Report Copies l_l Sawve Spool File |—
Char.fInch (10/15) 15 Form Type
Linesflnch (4/6/5/9) [ Location of Page Cverflow [62
Maximum Form Length ’E Maxirnum Form Width ’ﬁ
Align Page(ri) [ Saurce Drawer(1/2/3) [
Font Id Form Feed
Frint Quality Contral Character
Graphic Characters Separator Py |—
Code Fage Fage Fotation
UserData Spoal File Name
Output Priority |— Justification
Duplex Output |— Double-Byte Coded Faont
Frinter Device Name Intelligent Printer (M) |—
Print Text [
[x] 5
Fi=Delate Printer Overrideas FUTAE 4

2. Complete one or more of the following optional fields:
e Print Queue
e Hold on Print Queue
e Number of Report Copies
e Save Spool File
e Characters Per Inch
e Form Type
e Lines Per Inch
e Location of Page Overflow
e Maximum Form Length
e Maximum Form Width

e Print Text

Field Explanation

Print Queue A designation of a specific print queue (e.g. QPRINT).

If left blank, it defaults to the Print Queue specified in
your User Profile
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Field

Explanation

Hold on Print Queue

This flag is used to determine whether to hold the print
file in the print queue rather than printing it.

Valid values are:

Y hold on the print queue

N do not hold on the print queue

S same as Y but print file will be saved on the
print queue

T same as N but print file will be saved on the

print queue
Note: You can use 1 for Y and 0 (zero) for N.

UPGRADE PLANNER: If you are entering information into
your Upgrade Plan, the following values are valid:

1 hold on print queue

0 do not hold on the print queue

Number of Report Copies

The number of copies of this report to be printed. One
copy is the default.

Save Spool File

Indicates whether the spool file should be set to a SAV
status after printing.

Characters Per Inch

The horizontal printing density. This should be entered as
the number of characters per inch and must be supported
by your printer.

Form Type

A field used in the definition of a report version used to
indicate the special forms number to be used in the
printing of a particular report.

Lines Per Inch

The line spacing should be entered as the number of lines
per inch and must be supported by your printer. The valid
values are:

4 IBM 5219, 5224, 5225, and 3287 printers only

6 IBM 5224 printer only

8 IBM 5224 printer only

9 IBM 5225 printer only

The standard computer print is 6 LPI and 10 CPL. If you
are printing on 8 1/2” x 11” paper, you would specify 8
LPI and 15 CPIL

Location of Page Overflow

A field used in the definition of a report version to
indicate the number of lines to be printed on a specific
form before page overflow is detected.

Maximum Form Length

A field used in the definition of a report version to
indicate the length of the form on which the requested
report is to be printed. This is expressed in lines per page.
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Field Explanation

Maximum Form Width A field used in the definition of a report version used to
indicate the width of the form on which the requested
report is to be printed.

The standard form width is 132 characters. If more than
132 characters is specified, you must compress printing to
15 characters per inch.

Also, if more than 132 characters is specified, the version
description will be highlighted on the version list screen.

Print Text The Print Text field specifies a character string that will be
printed at the bottom of each page of the specified report.
A maximum of 30 characters are allowed. Refer to
“PRTTXT” keyword of the “OVRPRTF” command on the
AS/400.

Defining a Report Routing List

You can identify people you want to receive a copy of your report. If you
included a cover page, the list of recipients prints on the cover page of your
printed report.

See Also

e  Revising Parameters for information on how to include a cover page on
your report version.

P 1o define your report routing list

On the versions list

1. Enter option 4 in front of your version.
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Report Distribution List appears.

£ [98300-4] - [_ O] ]
Function:  Tool:  Help
Report Distribution List :
Fd Crauford George Hurley [ike Watt
A E3 #
| W 8|

2. Enter the names of people you want to receive the report.
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Working with DREAM Writer Versions

You can submit any version for processing. You must change or create a new
version when none of the existing versions meet your business needs.

When you copy or add a version, you can define the new version on the same
series of forms you used to change a version. You can specify an unlimited
number of versions or variations of most reports in the system.
To work with versions, complete the following tasks:

L] Submit a version

[l Change an existing version

] Add a new version

] Delete a version

L] Rename a version

[l Review the version specifications

Submitting a Version

When you want to print a report, you must submit, or run, a version for
processing. Once you have created a new version, you can submit it without
repeating any of the other tasks. Most users will submit a version that has
already been created.

> To submit a version

On the versions list

1. Enter 1 in front of the version you want to submit.
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If you set the mandatory processing options feature, Processing Options
Revisions appears.

2. Review and, if necessary, modify the processing options.

3. Press Enter to submit the job.

What You Should Know About

Print requirements If Processing Options Revisions appears, you can also
choose to override the print file information. Choose the
function to access Printer File Overrides.

See also Defining a Report Routing List.

Changing an Existing Version

DREAM Writer Menu offers the list of steps in the DREAM Writer program. From
this menu, choose any number of the five steps to review at one time.

» 1o change an existing version

On the versions list

1. Enter option 2 in front of the version you want to change.

DREAM Writer Menu appears.

= 98300w DREAM Writer Menu [_[O]x]
Functions  Option: Tools  Help
Flace a'1' by each Farm PE1301
desired function Yers pool
" Function Description

Version Identification
Additional Parameters

Processing Option Yalue(s) <Mandataory
Data Selection Yalue(s)
Data Sequencing Yalue(s)

[l ]

Sel: 1=Select Fl12=Previous

.

2. Enter option 1 in front of the step you would like to change.
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Adding a New Version

Only experienced users should add a new version with this method. Practice
copying existing versions before you attempt to add a new version.

> To add a new version

On the versions list

1. Enter 3 in front of a blank line.

2. Follow the steps of DREAM Writer. See also Creating a Version.

Deleting a Version

Be sure that you select the correct version to delete. You cannot retrieve a
deleted version.

> To delete a version

On the versions list
Enter 9 in front of the version you want to delete.

The line disappears from the versions list.

Renaming a Version

You can change the current name for any version. When you rename a version,
all other specifications for the version remain intact.

> To rename a version

On any versions list

1. Position the cursor anywhere on the line that contains the version you
want to rename and press F16.
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Rename Version appears

£ 98380 M= B

Functions  Toolz: Help

RENAME WERSION
FE1361 YIKES
Enter Mew Yersion Mame

eeren
[*] +

| F3=Exitwithout Rename ¥

&

2. Complete the following field:

e Enter New Version Name

Reviewing the Version Specifications

Sometimes you might want to look at the version settings to determine if it meets
your current business needs. If you choose to change or copy an existing
version you might inadvertently change settings that you did not want to change.

The Cover option allows you to review all the specifications including:

e Processing options
e Data selection
e Data sequencing
If you want to change any of the specifications, you must return to the version

list and choose the change option. You cannot make any changes with the cover
option.

P To review the version specifications

On any versions list

1. Enter 5 in front of the version you want to review.
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DREAM Writer Version Inquiry appears.

§E‘ [98314] - DREAM Wiiter Version Inquiry
Functionz  Toolz  Help

Form 1D PE1301
Versian RIDEEEEL

One Line per Address

YERSION OPTIONS

Based on File. . . . . . . . . . . . ..
Override Logical File Hame . . . . . . .
Frint Cover Page (¥/N) . . . . . . . . .
Frint Instructions (¥/N) . . . . . . . .
User Exclusive (8/1/2/3) . . . . . . . .
User ID. . . o v 0 0 v 00
FORMS OPTIOMS

Form Type. . . . . . . . . . . .
Maximum Form Width . . . . . . . . . . .
Maximum Form Length, . . . . . . . . . .
Location of Page Owerflow. . . . . . . .
PRIMTER OPTIONS

Print Quewe. . . . . . . . . . . . . ..
Hld in Prt Queue(Y/N/S/TD. . o . . . . .
Lines/Inch (4765879 . . . . . . . . . .

Fa1olIc

1
o}
1
DEMOD
195
6
62

*J0B

[ ][]

F3=Return toVersions List  F12=Previous

4

2.

Perform one of the following to view the entire list of specifications:

e Use the Page Up and Page Down keys

e C(lick the up and down arrows
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Working with Submitted Reports

To learn the status of the report you submitted, you can view your job on the
system queues.

e Job queue
e Output queue
The job queue is the area where your report awaits processing by the system.

When the system finishes process ing your report, the job travels to the output
queue. Your report prints from this queue.
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AS/400 HS What Is Happening |
Workstation Job is submitted for processing and
(submit job) printing.
— HS 33 HS 33 displays all the jobs users submitted
JOBQ Jobs go to the JOBQ where they wait to be
HS 42 processed. HS 42 displays all jobs submitted to
the JOBQ.
CPU Once the job leaves the JOBQ, it is
—= Processing processed on the AS/400. HS 33 shows a
HS 33 user’s jobs with a status of ACTIVE.
HS 44 If you have authorization, HS 44 displays all
HS 34 active jobs regardless of user ID.
Messages are sent to your work station
when a job completes processing. HS 34
displays any messages sent.
ouTQ Once a job has processed. a printimage is
HS 43 sent to the OUTQ. HS 43 shows all jobs
waiting to print. Your job status will be one
of the following:
e  WTR - Currently printing
e RDY - Waiting to print
e HLD - Held, release job (use option 6)
e SAV - Saved, release job (Use option 6)
— ] Writer The writer is where the report physically
—— (Printer) prints. HS 45 shows the status of all writers at-

HS 45 tached to the AS/400.
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Working with Print and Job Queues

You might find it necessary to change your output and job queues
Working with print and job queues includes the following tasks:
] Change your output queue

] Change the job queue

Changing Your Output Queue

You can use Hidden Selection 39 to display the name of your assigned or output
queue and the name of your active print file library. The output queue identifies
the holding area, usually a printer, where the system sends your jobs. You might
want to change your output queue so that reports you select print at a different
printer location.
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» 10 change your output queue

On any menu

1. Enter 39 in the command line.

# Print Control Dptions

Functions  Taools Help

Output Queue Name m
Print File Library

(F3 = Exitwithout change)

[ 1]

I [

2. On Print Control Options, complete the following optional fields:
e Output Queue Name

e Print File Library

Field Explanation

Output Queue The waiting area a job goes to after it has processed.
Output Queues are sometimes attached to printers. If an
OUTQ is not specified, it will default from the user’s job
description.

Object The name of the object.

Objects can be libraries, source members, job queues,
print queues, and files. Consult your IBM documentation
for a full explanation of objects.

Changing the Job Queue

You can access your job information to perform the following:
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e Hold submitted jobs

e Change your job queue

e Send jobs to the Sleeper system to schedule them for overnight processing

P 1o hold a submitted job

On any menu

1. Enter 82 in the command line.

&7 [98HLD] - Hold Submitted Jobs

Functions  Tool: Help

Haold on Job Queue
Batch Job Queue

Unaftended Release

[ 0]

F12=Previous Screen

0
EATCH
W

4

2. Change any of the following fields:
e Hold on Job Queue
e Batch Job Queue

e Unattended Release

Field Explanation

Hold on Job Queue

A code used to indicate whether or not to hold the
submitted job in the job queue.

N Will cause submitted jobs not to be placed on

hold in the job queue.

Y Will cause jobs to be placed on hold in the job

queue.
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Field Explanation

Batch Job Queue The computer waiting line that a particular job passes
through. If blank, it defaults to the job queue specified in
the user’s job description.

Unattended Release The Unattended Release field specifies for jobs submitted
on hold whether they will be manually released or
whether at the time of submission to prompt for a time of
release by sleeper. This field exists in the local data area
and is monitored by all batch submission functions of the
menu system.

N Will cause the submitted jobs not to be released.
Y Will cause the submitted jobs to be released by
the Unattended Operations system.
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Working with Menus

1. You can menu travel any of the following ways:
e Menu selections to another menu
e Direct menu traveling

e F8 — Menu Word Search
or
F16 — Menu List Window

e Hidden Menu Selections 27 and 29
2. F13
3. You can return to the Master Directory any of the following ways:
e On any menu, press the Enter key or click Enter.
e Enter “G” in the command line.
e Press F12 or click Exit to cycle back through previous menus.

4. Press F16

Working with Help Information

1. You can access online help text for a program in any of the following
ways:

e From any application menu, move the cursor to a specific menu
selection and press the Help Key.

e From any application menu, enter Help XX (where XX represents a
specific menu selection).

e From the program form you are in, press the Help key or choose
Help from the Help menu.

e From the Functional Word Search window (F8), enter option 7 next
to the selection you want.
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e From the Help Task window, enter the program name in the Skip
To field.

2. Press F14 and enter information into the Help Task Memo window
3. The three kinds of field level help are:

e Search window

e List of valid values

e TField explanation

4. Enter Hidden Selection 25

Working with Records

1. Inquire on the record

2. Perform one of the following to exit to Name Search:
e On the Address Book field, press F1 or click the right mouse button
e Press F9 to exit to Name Search.

3. Use the query search function (F16) from F1 or F9

Customizing Your Data

1. 30 codes

2. UDC'’s are individual values you create and define. Examples are Search
Type and State. Only the valid values are user defined. With category
codes, you define both their use (title) and the valid value.
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About Management Graphs

The WorldVision system provides graphs only when the program information is
relevant in a graph format. Management graphs are available on all the forms
for the following forms and program numbers:

e Consolidation Review (P092121)

e By Cost Account (P092121)

e Account Balance Comparison (P092121)

e On-Line Budget Comparison (P092121)

e Consolidated Financial Reports (P092181)

e Enter/Change Cost Components (P30026)

e Variance Inquiry (P3102)

e Dispatch List (P31220)

e Item Availability by Time (P3413)

e DRP Time/ATP Series Inquiry (P3413)

e MPS and MRP Time Series Inquiry (P3413)

e  Multi-Facility Time Series Inquiry (P3413)

e Summary Availability (P41202)

e Item Availability by Item (P41202)

e Budget Comparison (P432121)

e Purchasing or Supplier Summary (P43230)

e Supplier Analysis (P43230)

e Vendor Analysis (P43230)

e Quality Analysis (P43231)

e Delivery Analysis (P43232)

e Location Utilization (P46220)

e Budgets/Actuals/Encumbrances (P512000)

e By Repair Code (P512000)

Release A7.3 (June 1996) B-1



Common Foundation for WorldSoftware

e Job Status Inquiry (P512000)

Changing a Graph

To change the way the graph displays, you can access pop-up menus from
anywhere on a graph. Each pop-up menu provides the Chart Details option and
other options that you can use to make changes that are specific to the area of

the graph.
= 51
Denver Eranch EE?HEF EEEHEE |
5 Text settings
Bldg/Contra Clearing Rcct g
ie;trsrét’ti;gs
Sal Grid zettings
LChart details —
UUUUUUUUUU * [Data seftings
Contract Sales Chart details

Less Returns & ALLowances

Graph type settings
Less Sales Discounts

LChart details
Sales - Product R
Sales - Product B
Store Sales
SJales - Product B
Text settings J
- 1ERAAEE - FRAGEE | O 2ROGEA

Grid zettings
Scaling settings

(0]4 | Erint Help Chart details

Choose the Chart Details option to complete the following:
L] Change the graph type settings
L] Change the category axis settings
[ Change the values axis settings

L] Change the legend settings

Before You Begin
[l Double-click the graph to display it in the larger version
[ Choose Chart options

[L] Press the right mouse button in an open area on the graph to display
the pop-up menu

] On the pop-up menu, choose Chart Details
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What You Should Know About

Making changes to the The system uses a horizontal bar graph as the default.

default graph You can view and print the changes you make to this
graph, but you cannot save the changes. When you
return to the form from the larger, changed version of the
graph, the original, horizontal bar graph appears.

Changing the Graph Type Settings

Use the Graph dialog tab to identify the way the system draws the graph. You
can choose from six different styles:

e Vertical bar

e Horizontal bar

e Pie
e Line
e Area

e Three dimensional
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» 10 change the graph type settings

On Graph definition

1. Choose the Graph tab.

= Graph definition

Graph \Qategory ]Ealues ]I:egend ]

Title | Sityle

Graph type

I ]

Ok | Cancel Help

2. To add a title to the top of the graph complete the following field:
e Title
3. Choose the Style button to change the font and color of the title.
ESyle

Fant
Type

Size

Color

Foreground |Ngrmal

Ledle

Background |N0rmal

Sample text

(0] | Cancel| Help |

4. Choose the graph button that corresponds to the type of graph you want
to use.

5. To further customize a graph, perform one of the following:

e Double-click the graph button
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e Choose the Options button

6. Various options display depending on the graph you select. Change the
options to create the presentation you want.

What You Should Know About

Vertical and horizontal
bar graph options

Line graph options

Release A7.3 (June 1996)

Variation

e Choose the type of bar graph you want.

Base width

e Specify how wide you want each bar based on the
total percent allowed for the bar. The default is 80%,
which provides open areas on the graph to
differentiate among the bars.

Space between bars

e Identify how much space you want between each bar
in proportion to the space assigned to this area. A
number greater than 50 provides the most obvious
separation.

Border

e Choose if you want transparent borders around each
bar.

e Choose border if you want a border around the
entire graph.

Markers

e Use this option when you want a marking point at
each intersection of value and data lines.

Border

e Choose border if you want a border around the
entire graph.
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Pie graph options Variation
e Choose between a pie or “doughnut’ style
Labels

e If you choose to label the graph, you can choose:
e Categories that you defined with the category
dialog tab
e Numerical percentage of the data amounts
e Font style and color

Angle

e Specify the angle where you want the first slice to
start.

Area graph options Border

e Choose border if you want a border around the
entire graph.

Three dimensional bar Variation
graph options o
e Choose one of the four variations.
Base width

e Specify how wide you want each bar based on the
total percent allowed for the bar. The default is 80%,
which provides open areas on the graph to
differentiate between the bars.

3D depth

e Specify the percentage of space to use for the 3D
risers that illustrate the data amounts.

Colors

® You can specify the color of the left and right walls
and the floor of the graph.

Border

e Choose border if you want a border around the
entire graph.

Graph styles Although the system will display the data in the graph
style you select, not all types of data can be accurately
represented in any type of graph. For example, a pie
graph does not accurately reflect budgeted and actual
amounts. You should be familiar with your data to
choose the most appropriate representation.
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Changing the Category Axis Settings

Use the Category dialog tab to define the appearance of the category axis. You

can change the appearance to provide clearer, less cluttered graphs for
presentations.

Example: Changing the Category Axis Settings

If you make the following category settings:

& Graph definition

Graph Category walues ]I:egend ]

Category axis tite | Shyle
[ Draw categony axis Style

v hdajor gridlines
W Display empty categories atthe end

Axis labels and marks Tick marks Tick lakels

Tick rmark frequency 3 " Cross A

Label frequency 3 * Inside ¢ High
" Qutside 0 Lo

™ Marks between categories G s O a0

(0] | Cancel Help
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Your graph appears as follows:

= M= £
1 Budget Hmount
Actual Amount
HUNOE0  -2000008 -1GEQ000 - 1200Q00 - SEC0EEG - <GEGED T @ E(oloolalc]
Ok | Erint Help

> To change the category axis settings

On Graph definition

1. Choose the Category tab.

£ Graph definition

Graph Category \Ealues ];egend ]

Category sxs tile | Shyle
Iv Draw cateqary axis Shyle

W Mdajor gridlines
[ Display empty categories at the end

Axis labels and marks Tick marks Tick labels

Tick mark frequency 1 ¢ Cross (e Axis
Label frequency 1 f" Inside £ High

; " Dutside " Low
[ Marks between cateqories ~ Mone ~ Mons

Ok, | Cancel Help
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2. To add a title to identify the categories on the graph, complete the

following field:

e (Category axis title

Choose the Style button to change the font and color of the title.

To further customize a graph, change one or more of the following

settings:

e Draw category axis

e Major gridlines

e Axis and label marks

e Tick marks

e Tick labels

Field

Explanation

Category axis title

When you enter information in this field, the system adds
your entry as a title along the category axis.

Draw category axis

If you do not check this box, the data item names will
not appear along the axis. When you check this box, you
can also change the font style, size, and color.

Major grid lines

You can either display or suppress the grid lines that
mark the categories and measurements on the graph.

Axis and label marks

Identify how frequently you want a mark and label for a
category. For example, if you indicate 3, the graph shows
every third category and its label along the axis.

The label frequency setting must be equal to or greater
than the tick mark frequency.

If you check the marks between categories, the category
marks appear between the categories and not at the point
where the category name and graphic information appear.

Tick marks

Tick marks are the short lines (—) that denote a category.
You can choose to remove these marks or display them
on the outside of the graph.

Tick labels

The labels appear next to the tick marks. You can choose
to display them at the top of the graph, at the bottom, or
to suppress them.

Changing the Values Axis Settings

Use the Values dialog tab to define the appearance of the values axis. For
example, use this setting if your values are numeric amounts that are so large

they merge together.

Release A7.3 (June 1996)
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Example: Changing the Values Axis Settings

If you make the following values settings:

ESyle
Fant
Type |rial =T
Size = r
Color

Foreground |Ngrmal

Background |N0rmal

Sample text

oK | Cancel

Help

Ledle

£ Graph definition

Graph | Category  Walues ]Legend]

YWalue axis title

Scali
v Draw walue axis Shle h;:ti:»:gm
W tajor gridlines M
audmurm
“alue data series Factor
SFRACT 2l Change | | [Tickmarks
SFRACE = ' Cross
C Inside
" Qutside
| " Mone

Help_|

0K | Cancel|

200000.000 I Auta
FEEIEIEIEIEIEI.D [ Auto
RO0000.000 7 Auta

Tick labels
" Axis
& High
" Lo
" Mone

Style
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Your graph appears as follows:

= M= E3

-ZOEEEEE  -1BEEE00  -1EEEE00  -BEEE00 0]

BOAGET  HmCr
Actual Amount

Detwer Branch

Bldg/Contra Clearing Acct

Revenues
Sales - Product A

Store Sales
Contract Sales E

Less Returns & ALlowances

Less Sales Discounts
Sales - Product A
Sales - Product B

Store Sales
Sales - Product B
Example: Changing Graph Settings

0K | Erint Help

» 1o change the values axis settings

On Graph definition

1. Choose the Values tab.

£ Graph definition

Graph | Category  Malues ]Legend]

Yalue axis title | Style
. Scaling
W Lrawvalueaxis  gnile Minimum  |0.000000 7 Auto
W 3] icli
=Rl AnEinEs kA aeimum n.000000 v Auto
Value data series Factar 0.000000 ¥ Auto
SE#ACT =~ oon ange Tick marks Tick labels
SF#ACE Q * Cross f+ Axis
cpside | | © Hion
" Qutside " Lo
| " Mone " Mone

Ok, | Cancel| Help |

2. To add a title to identify the values on the graph, complete the following
field:
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e Value axis title

Choose the Style button to change the font and color of the title.

4. To further customize a graph, change one or more of the following

settings:

e Draw value axis

e Major gridlines

e Scaling

e Value data series

e Tick Marks

e Tick labels

Field

Explanation

Scaling

You can define the range you want for the values. If you
want to define the range instead of using the auto setting,
you must remove the checks from the auto fields. You
must be familiar with the data so that you can set a
minimum and maximum. For example:

e Minimum = 30000
e Maximum = 100000
e Factor = 15000

would have the minimum value displayed as 30,000 and
the maximum at 100,000 with a tick mark and/or label for
every 15,000. If your actual data range is 5 to 25,000, you
would want to set the ranges to reflect these.

You will find the scaling helpful when your data numbers
are so large that they are illegible along the value axis.

Value data series

The value data series lists each value. Use this to change
the legend description and the colors used to identify the
values.

You cannot change the actual value labels or data
selected for the graph.

Changing the Legend Settings

Use the Legend tab to change the position and appearance of the legend for a
graph. Legends for pie graphs show categories. Legends for all other types of
graphs refer to the text for the data series. For example, on Account Balance
Comparison, the legend identifies the actual amount and the budget amount.
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Example: Changing the Legend Settings

If you make the following legend settings:

£ Graph definition

Graph | Category | Yalues Legendl

Title [Exarmple: Changing the Legend Settings
v Draw legend Style
[ Grid lines
Locatian Baorder
" Auto " MNaone
v Left " Single

" Bight

0] | Cancel Help

Your graph appears as follows:

o [[01x]

Budget Hmoun

Actual Amount Denwer Branch

Eldg/Contra Clearing Acct

Rewenues

Sales - Product A

Store Sales

Contract Sales

Less Returns & AL Lowance:

Less Sales Discounts
Sales - Product B

Store Sales

Sales - Product B

- Z4BERERUEE R AN HEEE D00 HE 000 HHD0LOD HEEE

ok | Print Help |

» 1o change the legend settings

On Graph definition
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1. Choose the Legend tab.

&' Graph definition

Graph | Categary | Values I:egendl

Title |

v Draw legend Style

[ Grid lines

Location Border

& Auta * Mone
| eft " Single
" Bight " Shadow

Ok, | Cancel Help

2. To customize the legend, change one or more of the following settings:

e Draw legend

e Location

e Border

Field

Explanation

Draw legend

Choose the style button to change the font and colors in
the legend.

Do not check this option if you do not want to display a
legend for the graph. When you omit the legend, the
graph increases in size in the area that would be used by
the legend.

Location You can place the legend on either the right side or left
side of the graph. Auto and right make the same
placement.

Border If you choose either single or shadow, the legend

appears with a contrasting background color.

B-14
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Working with the Floating Pull-Down Menu

The floating pull-down menu provides shortcuts within the WorldVision
environment. Although the floating pull-down menu does not appear on a
menu bar, the menu functions the same as a menu bar menu. To work with the
floating pull-down menu, complete the following tasks:

e Access the floating pull-down menu

e Copy and paste field information

e Copy and paste a range of information

e Print a screen

e Access online help
Whether you access the floating pull-down menu on a menu or on a form, the
menu offers standard features. You will find that the menu is most useful when

working with information on a form. The following list details the options
available on the floating pull-down menu:

Copy  Chrl+lnart
Paste Shit+nart
Frirt
Help r
Copy This selection allows you to copy text from a form. You
can also use Ctrl + Insert to perform this function.
Paste After you copy data, use the paste function to place the
data in a new area. You can also use Shift + Insert to
perform this function.
Print This function allows you to print the form as it appears

on the screen.
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Help This feature accesses the following list of online help
options:

e Runtime Help - a description of various system
features such as working with license manager,
determining control files, and setting language
formats.

e Open Interface Services - provides instructions about
how to set-up a script (macro) to access another PC
application.

e Dynamic Transformation - provides a quick GUI
setup when a GUI panel is otherwise unavailable.

What You Should Know About

Accessing the floating Follow the same steps on a menu as on a form to access
pull-down menu on a the floating pull-down menu.
menu

Pasting information in  You can open computer applications outside of the

other computer WorldVision environment, such as a spreadsheet or word

applications processing software, and paste captured WorldVision
information inside.

P To access the floating pull-down menu

In an open area on any form

Click the right mouse button.
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The floating pull-down menu appears.

EE‘ [01051] - Address Book Revisions

Function:  Tool: Help

Long Addr Mo
Fesp. Bus. Unit
Address NMumber

Alpha Name | Copy Chrl+lnart
Paste Shit+nsrt
Fhane Mumber [ [ [ E:t
| | l— =
Search Type [
Mailing Marme [ Fayables YiNM [
Feceivahles v [
Address [ Emplayee v{MN [
[ User Code [
[ Subldgr Inact [
| Eff Date
Postal Code City [
State [
Country [
County [
[1[¢] Lilla]lf]l=] %
F2=Fmt F5=""ha F11=CIF Index F12=Fhanes F13=Add'| Info F24=Mare LA 4

> To copy and paste field information

On any form

1. Highlight the information in the field you want to copy.

2. Choose copy from the floating pull-down menu.

§E‘ [01051] - Address Book Revisions

Function:  Tool: Help

Long Addr No r
Fesp. Bus. Unit 1
Address Number 5717
Alpha Name amous Fred's Maril
Phone Mumber  [(516) [s52-3577 [
| | [
Search Type E
Mailing Marme [ Fayables YiNM W
Receivables M |\’—
Address [56BE Bayside Road Employee /N W
[ User Code [
[ Subldgr Inact W
| Eff Date
Postal Cade 93028 City [zeattle
State ’W Washington
Country [ sk
County [
[~1[2¢] Lilla]lE]|[=]*
F2=Frmt F5=\"ho F11=CIF Index F12=Phones F13=Add'l Info F24=hMare L. 4

Release A7.3 (June 1996)



Common Foundation for WorldSoftware

3. Position the cursor in the field where you want to paste the information.

4. Choose Paste from the floating pull-down menu.

The information appears in the field.

£ [01051] - Address Book Revisions

Functions ~ Toolz  Help

[= E3

Address Number
Alpha Name

Long Addr No

Fesp. Bus. Unit | 1

I 5717

|Famous Fred's Marine Supply

Phone Mumber  [{516) [s82-9a77 [
I I (-
Search Type IC_
kailing Name |Famous Fred's Marine Supplu Payablas "/ |N_
Eeceivahles M |\"_
Address [5686 Bauside Road Emplayee /M v
| User Code |_
| Subldgr Inact |N_
| Eff Date
Postal Code | EELER) City feattle
State Wwashington
Country I_USH
County |
101 Al =] =] #

| F2=FmtF5=‘Whao F11=CIF Index F12=Phaones F13=Add'l Info F24=kare

M ¥

» 1o copy and paste a range of information

On any form

1. Click and hold the left mouse button at the upper-left of the filed
information you want to copy.

2. Without releasing the mouse button, move the cursor to the lower-right of
the information.
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A box appears around the field.

£7[01NS] - Name Search BEE
Functions  Option: Tools  Help
Ferson/Corp |—
Alpha Name Search Type
1] Alpha Hame Phone Humber

Abbot, Dominique (303) |753--560&

A/B Default Revisions -

AZE Electric Motor Service (303) |744--7554

Abernathy & Hitch (212) |234--18387

ABF Freight Systems (303) |565--2795

Able Bakery Company (916) |543-1145

Able, Robert/Helen (303) |644--1101

Ace Chemicals (303) |565-2142
[x] *
Opt: 4=Select 8=CIF 9=Phones F2=Format Fi=Bank F16=0uery F24=Mare +

3. Release the left mouse button to store the information on the clipboard.
The system holds the information in memory.
4. Move the cursor to the area where you want to paste the information.

This area can be on a different form or computer application, for
example, a spreadsheet or word processor.

5. Choose Paste from the floating pull-down menu to display the
information in the new area.

> To print a screen

On any form
1. Choose Print from the floating pull-down menu.
The Print form appears.

Print [ 2]

Printer

Mame: DOCFEW?S 45i M Properties
Status: Default printer; Ready

Type: HP Lazerlet 45i b=
‘Where:  \\Corprts1docfew?

Comment: Documentation/E verest Bth fl. Union [ Print to file
Frint range Copies

" Al Mumber of copies: 1 3:
~

IR
" Selection
()8 | Cancel
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2. To select a different printer from which to print, complete the following
field:

e Name

3. To further customize your print options, change one or more of the
following settings:

e Print to file
e Number of copies

4. Click OK to print your screen.

» 10 change paper size

On the Print form
1. Click the Properties button.
The Properties form for the selected printer appears.

DOCFEW2 45i MX on \ACorprts1\docfew? Properties  [EE3

Paper |Graphics| Fants I Device Dptionsl

Paper zige: Letter 81/2 %211 in
D D #10
0 b =
Legal  Executive Ad Envelope Envelo
[ | |
Orientation
& Portrait " Landscape
Faper zource: IAutoSeIect j
More Options... | About.... | Fiestore Defaults |

QK I Cancel | Lpply |

2. Change the following setting:
e Paper size

3. Click OK to return to the Print form.
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P To access online help from the floating pull-down menu

On any form

Choose Help from the floating pull-down menu, then choose one of the
following:

e Runtime Help
e Open Interface Services

e Dynamic Transformation
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Appendix D — Functional Servers

Several J.D. Edwards programs access functional servers. The purpose of
functional servers is to provide a central location for standard business rules
about entering documents, such as vouchers, invoices, and journal entries. These
business rules establish the following:

e Data dictionary default values

e TField edits and valid values

e Error processing

e Relationships between fields or applications
The advantages of a functional server are:

e It reduces maintenance of entry programs because edit rules reside in one
central location.

e You can standardize documents across all applications because you create
them using the same business rules.

e Generally, the user interface (appearance and interaction) of a form is
now separate from how a program works.

The steps for setting up business rules for an entry program are:

1. Create a DREAM Writer version for a specific functional server program
(for example, XT0411Z1 for voucher entry).

2. Set the processing options within the version according to your company
requirements.

3. Specify the version you want the entry program to use in the processing
options for that entry program.

You can have all your entry programs use the same DREAM Writer version (and
thus, use the same rules) or you can set up different DREAM Writer versions. J.D.
Edwards provides DREAM Writer version ZJDE0OOO1 as the default functional
server version for your entry programs.

Only the person responsible for system-wide setup should make changes to the

functional server version. For more information about how to set up DREAM
Writer versions, see the Technical Foundation Guide.
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Example: Voucher Processing Functional Server

The following graphic shows the programs that use the voucher processing
functional server. J.D. Edwards provides two demo versions of the functional
server, ZJDE0OO1 and ZJDEO00O02.

Speed Standard Void Credit Multi- Calculate
Voucher Voucher Payment Tied to Voucher With-
Entry Entry Entry Debit P041017 holding
P041015 P04105 P04103 B.U. P04580
P041016
[ )
XT041171
Versions List
ZJDEOO0O1
ZJDE00O02
\ J
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This glossary defines terms in the context of
your use of J.D. Edwards systems and the
accompanying user guide.

1099 form. An income tax reporting form
required by the U.S. government for many
types of payments made to persons and
non-corporate entities.

AA ledger. The ledger type used for
transactions in domestic amounts (actual
amounts).

AAI. Automatic accounting instruction. A
code that points to an account in the chart
of accounts. AAIs define rules for programs
that automatically generate journal entries.
This includes interfaces between Accounts
Payable, Accounts Receivable, and Financial
Reporting and the General Accounting
system. Each system that interfaces with the
General Accounting system has AAIs. For
example, AAIs can direct the Post to
General Ledger program to post a debit to a
certain expense account and an automatic
credit to a certain accounts payable
account.

A/P Ledger method. One of the two
methods J.D. Edwards provides to process
1099 tax reporting forms. Using this
method, you produce 1099s from data
stored in the A/P Ledger table (F0411). Also
called the expedient method and the fast
path method.

AZ ledger. The ledger type used for cash
basis accounting.

access. A way to get to information or
functions provided by the system through
menus, forms, and reports.

account status. The state or condition of a
customer’s accounts receivable transaction
account.

Release A7.3 (October 1996)

accounting period. One of the divisions of
a fiscal year. A fiscal year can contain 12 to
14 accounting periods, or more rarely, 52
periods. There can also be an additional
period for year-end adjustments, and
another additional period for audit
adjustments.

adjustment. A payment and receipt
application method used to modify an
amount such as a minor write-off or
outstanding freight charges and disputed
taxes.

alphabetic character. A letter or other
symbol from the keyboard (such as *&#)
that represents data. Contrast with numeric
character.

alphanumeric character. A combination
of letters, numbers, and other symbols
(such as *&#) that represents data.

approver number. The user ID of the
person who approves vouchers for
payment.

“as of” report. A report used to view the
A/R Ledger and A/P Ledger tables in
summary or detail for a specific point in
time.

audit adjustments. The adjustments you
make to G/L accounts following an audit.
You generally enter these adjustments
annually, following the close of the fiscal
year.

audit trail. The detailed, verifiable history
of a processed transaction. The history
consists of the original documents,
transaction entries, and posting of records,
and usually concludes with a report.

backup copy. A copy of original data
preserved on a magnetic tape or diskette as
protection against destruction or loss.
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BACS. Bank Automated Clearing System. An
electronic process used in the United
Kingdom.

balance forward. A receipt application
method in which the receipt is applied to
the oldest invoices in chronological order
according to the net due date.

bank tape (lock box) processing. The
receipt of payments directly from a
customer’s bank via customer tapes for
automatic receipt application.

batch. A group of like records or
transactions that the computer treats as a
single unit during processing. For
identification purposes, the system usually
assigns each batch a unique identifier,
known as a “batch number.”

batch control. The verification of the
number of transactions and the total
amount in each batch entered into the
system.

batch header. The information the
computer uses as identification and control
for a group of transactions or records in a
batch.

batch input. A group of transactions
loaded from an external source.

batch input table. An external table that
holds data being loaded into the system.

batch job. A task or group of tasks you
submit for processing that the system treats
as a single unit during processing, for
example, printing reports and purging
tables. The computer performs these tasks
with little or no user interaction.

batch processing. A method by which the
computer selects jobs from the job queue,
processes them, and writes output to the
out queue. Contrast with interactive
processing.

g-2

batch receipts entry. An alternative
method (such as an optical reader or
magnetic scanner) to load receipts into the
J.D. Edwards Accounts Receivable system.

batch status. A code that indicates the
posting status of a batch. For example, A
indicates approved for posting, P indicates
posting in-process, and D indicates posted.

batch type. A code that designates which
J.D. Edwards system the associated
transactions pertain to, thus controlling
what records are selected for processing.
For example, in the Post General Journal
process, only unposted transaction batches
with a batch type of G for General
Accounting are selected for posting.

Boolean logic operand. In J.D. Edwards
DREAM Wrriter, the parameter of the
Relationship field. The Boolean logic
operand tells the system to perform a
comparison between certain records or
parameters. Available operands are:

EQ = Equal To

LT = Less Than

LE = Less Than or Equal To
GT = Greater Than

GE = Greater Than or Equal To
NE = Not Equal To

NL = Not Less Than

NG = Not Greater Than

broadcast message. An electronic mail
message that you can send to a number of
recipients.

business unit. A division of your business
organization that requires a balance sheet or
P&L. Also called a cost center.

calculation method. When you restate
currency, you can choose among three
calculation methods: (1) period calculations,
used for P&L accounts, (2) balance
calculations, used for balance accounts, and
(3) historical rate, used for fixed assets.
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cash basis accounting. A method of
accounting that recognizes revenue and
expenses when monies are received and
paid.

category code. In user defined codes, a
temporary title for an undefined category.
For example, if you are adding a code that
designates different sales regions, you could
change category code 4 to Sales Region, and
define E (East), W (West), N (North), and S
(South) as the valid codes. Category codes
were formerly known as reporting codes.

character. Any letter, number, or other
symbol that a computer can read, write, and
store.

chargeback. A receipt application method
used to generate an invoice for a disputed
amount or for the difference of an unpaid

receipt.

check. See payment.

command. A character, word, phrase, or
combination of keys you use to tell the
computer to perform a defined activity.

consolidations. A method of grouping or
combining information for several
companies or business units. Used for
reports or inquiries.

consolidation reporting. The process of
combining financial statements for
companies or business units so that the
different entities can be represented by a
single balance sheet or income statement. If
the different entities operate in different
currencies, consolidation reporting may be
complicated by the need for currency
restatement. See also currency restatement.

constants. Parameters or codes that rarely
change. The computer uses constants to
standardize information processing by an
associated system. Some examples of
constants are allowing or disallowing
out-of-balance postings and having the
system perform currency conversions on all
amounts. After you set constants such as
these, the system follows these rules until
you change the constants.
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contra/clearing account. A G/L account
used by the system to offset (balance)
journal entries. For example, you can use a
contra/clearing account to balance the
entries created by allocations.

cost allocations. A procedure used to
allocate or distribute expenses, budgets,
adjustments, and so on among business
units, based on actual numbers.

cost center. See business unit.

credit message. A code used to display
information about a customer’s account
status, such as “Over Credit Limit”.

credit note reimbursement. A system
generated form to reclassify a credit memo
or unapplied cash record from the Accounts
Receivable system to an open voucher in
the Accounts Payable system.

cursor. The blinking underscore or
rectangle on your form that indicates where
the next keystroke will appear.

currency code. A code used to assign a
currency to a customer, supplier, bank
account, company, or ledger type.

currency restatement. The process of
converting amounts from one currency into
another currency, generally for reporting
purposes. It can be used, for example,
when many currencies must be restated into
a single currency for consolidated reporting.

cursor sensitive help. J.D. Edwards online
help function, which allows you to view a
description of a field, an explanation of its
purpose, and, when applicable, a list of the
valid codes you can enter. To access this
information, move the cursor to the field
and press F1.

customer. An individual or organization
that purchases goods and services.

customer ledger. The record of
transactions between your company and a
particular customer.

customer payment. The payment your
company receives from a customer.
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data. Numbers, letters, or symbols
representing facts, definitions, conditions,
and situations, that a computer can read,
write, and store.

database. A continuously updated
collection of all information a system uses
and stores. Databases make it possible to
create, store, index, and cross-reference
information online.

data dictionary. A database table
consisting of the definitions, structures, and
guidelines for the usage of fields, messages,
and help text. The data dictionary table
does not contain the actual data itself. Also
known as a glossary.

data types. Supplemental information,
attached to a company or business unit.
Narrative type contains free-form text. Code
type contains dates, amounts, and so on.

date pattern. A period of time set for each
period in standard and 52-period
accounting.

debit statement. A list of debit balances.

default. A code, number, or parameter the
system supplies when you do not enter
one. For example, if an input field’s default
is N and you do not enter something in that
field, the system supplies an N.

descriptive title. See user defined code.

detail. The individual pieces of information
and data that make up a record or
transaction. Contrast with summary.

display. (1) To cause the computer to
show information on a terminal’s form. (2)
A specific set of fields and information that
a J.D. Edwards system might show on a
form. Some forms can show more than one
display when you press a specified function
key.

display field. A field of information on a
form that contains a system-provided code
or parameter that you cannot change.
Contrast with input field.

display sequence. A number that the
system uses to reorder a group of records
on the form.

document number. A number that
identifies the original document, such as
voucher, invoice, unapplied cash, journal
entry, and so on.

draft. A promise to pay a debt. Drafts are
legal payment instruments in certain
European countries.

DREAM Writer. Data Record Extraction
And Management Writer. A flexible data
manipulator and cataloging tool. You use
this tool to select and sequence the data
that is to appear on a programmed report.

EDI. Electronic data interchange. A method
of transferring business documents, such as
purchase orders, invoices, and shipping
notices, between computers of independent
organizations electronically.

edit. (1) To make changes to a table by
adding, changing, or removing information.
(2) The program function of highlighting
fields into which you have entered
inadequate or incorrect data.

EFT. Electronic funds transfer. A method of
transferring funds from one company’s
bank account to that of another company.

effective date. The date upon which an
address, item, transaction, or table becomes
effective. Examples include the date a
change in address becomes effective or the
date a tax rate becomes effective. In the
Address Book system, effective dates allow
you to track past and future addresses for
suppliers and customers.

execute. See run.

exit. (1) To interrupt or leave a computer
program by pressing a specific key or a
sequence of keys. (2) An option or function

key displayed on a form that allows you to
access another form.

expedient method. See A/P Ledger
method.
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facility. A collection of computer language
statements or programs that provides a
specialized function throughout a system or
throughout all integrated systems. Examples
include DREAM Writer and FASTR.

fast path method. See A/P Ledger method.

FASTR. Financial Analysis Spreadsheet Tool
and Report Writer. A report writer that
allows you to design your own report
specifications using the general ledger
database.

field. (1) An area on a form that represents
a particular type of information, such as
name, document type, or amount. Fields
that you can enter data into are designated
with underscores. See input field and
display field. (2) A defined area within a
record that contains a specific piece of
information. For example, a supplier record
consists of the fields Supplier Name,
Address, and Telephone Number. The
Supplier Name field contains just the name
of the supplier.

52 period accounting. A method of
accounting that uses each week as a
separate accounting period.

finance charge. An amount charged to a
customer based on a percentage assessed
on an unpaid invoice exceeding the grace
period.

financial reporting date. The user defined
date used by the system when you run
financial reports.

fiscal year. A company’s tax reporting year.
Retained earnings are generally calculated
at the end of a fiscal year. It is often
different than a calendar year. For example,
a fiscal year may be the period October 1
through September 30.

flash message. A code that you define to
describe the credit status of a customer.
Examples include over credit limit, COD
only, bad credit risk, and requires a
purchase order.
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fold area. An area of a form, accessed by
pressing F4, that displays additional
information associated with the records or
data items displayed on the form.

function. A separate feature within a
facility that allows you to perform a specific
task, for example, the field help function.

function key. A key you press to perform
a system operation or action. For example,
you press F4 to have the system display the
fold area of a form.

functional server. A central system
location for standard business rules about
entering documents such as vouchers,
invoices, and journal entries. Functional
servers ensure uniform processing
according to guidelines you establish.

general ledger receipt. A receipt that is
directly applied to a G/L account without
being applied to a specific invoice. These
are typically non-A/R receipts.

glossary. See data dictionary.

G/L method. One of the two methods J.D.
Edwards provides to process 1099 tax
reporting forms. Using this method, you
produce 1099s from data stored in the
Account Ledger table (F0911). Also called
the fough/right method.

G/L offset. An account used by the post
program to create automatic offset entries.

G/L posted code. A system code that
indicates the status of individual documents.
For example, P indicates that a voucher or
invoice has been posted.

GST. Goods and services tax. A tax assessed
in Canada.

hard copy. A presentation of computer
information printed on paper. Synonymous
with printout.

hash total. A sum produced by numbers
with different meanings. For example,
adding amounts in different currencies.
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header. Information at the beginning of a
table. This information is used to identify or
provide control information for the group of
records that follows.

help instructions. Online documentation
or explanations of fields that you access by
pressing the Help key or by pressing F1
with your cursor in a particular field.

helps. See belp instructions.

hidden selections. Menu selections you
cannot see until you enter HS in a menu’s
Selection field. Although you cannot see
these selections, they are available from any
menu. They include such items as Display
Submitted Jobs (33), Display User Job
Queue (42), and Display User Print Queue
(43). The Hidden Selections window
displays three categories of selections: user
tools, operator tools, and programmer tools.

indexed allocations. A procedure used to
allocate or distribute expenses, budgets,
adjustments, and so on, among business
units, based on a fixed percentage.

input. Information you enter in the input
fields on a form or that the computer enters
from other programs, then edits and stores
in tables.

input field. An area on a form,
distinguished by underscores (_ ), where
you type data, values, or characters. A field
represents a specific type of information,
such as name, document type, or amount.
Contrast with display field.

install system code. The code that
identifies a J.D. Edwards system. Examples
are 01 for the Address Book system, 04 for
the Accounts Payable system, and 09 for the
General Accounting system.

integrity test. A process used to
supplement a company’s internal balancing
procedures by locating and reporting
balancing problems and data
inconsistencies.
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interactive processing. A job the
computer performs in response to
commands you enter from a terminal.
During interactive processing, you are in
direct communication with the computer,
and it might prompt you for additional
information during the processing of your
request. See online. Contrast with batch
processing.

interest invoice. An invoice calculated on
paid invoices whose payment was received
after the specified due dates.

interest rate computation code. A code
used to define the rates and effective dates
used for calculating interest charges.

interface. A link between two or more J.D.
Edwards systems that allows these systems
to send information to and receive
information from one another.

invalid account. A G/L account that has
not been set up in the Account Master table
(F0901).

invoice match. A receipt application
method where the receipt is applied to
specific invoices. A discount can be allowed
or disallowed using invoice match.

jargon. A J.D. Edwards term for
system-specific help text. You base your
help text on a specific reporting code you
designate in the Data Dictionary Glossary.
You can display this text as part of online
help.

job. A single identifiable set of processing
actions you tell the computer to perform.
You start jobs by choosing menu selections,
entering commands, or pressing designated
function keys. An example of a computer
job is payment printing in the Accounts
Payable system.

job queue. A form that lists the batch jobs
you and others have told the computer to
process. When the computer completes a
job, the system removes the job’s identifier
from the list.
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justify. To shift information you enter in an
input field to the right or left side of the
field. Many of the facilities within J.D.
Edwards systems justify information. The
system does this only after you press Enter.

key field. A field common to each record
in a table. The system uses the key field
designated by the program to organize and
retrieve information from the table.

language preference. An address book
code used to specify a language to use
when displaying information.

leading zeros. A series of zeros that certain
facilities in J.D. Edwards systems place in
front of a value you enter. This normally
occurs when you enter a value that is
smaller than the specified length of the
field. For example, if you enter 4567 in a
field that accommodates eight numbers, the
facility places four zeros in front of the four
numbers you enter. The result appears as
00004567.

ledger type. A ledger used by the system
for a particular purpose. For example, all
transactions are recorded in the AA (actual
amounts) ledger type in their domestic
currency. The same transactions may also
be stored in the CA (foreign currency)
ledger type. Also known as a ledger.

level of detail. (1) The degree of difficulty
of a menu in J.D. Edwards software. The
levels of detail for menus are as follows:

A=Major Product Directories
B=Product Groups

1=Basic Operations
2=Intermediate Operations
3=Advanced Operations
4=Computer Operations
5=Programmers
6=Advanced Programmers

Also known as menu levels. (2) The degree
to which account information in the
General Accounting system is summarized.
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The highest level of detail is 1 (least
detailed) and the lowest level of detail is 9
(most detailed).

logged vouchers. See voucher logging.

mail distribution list. A list of people to
whom you send electronic mail messages.
This list enables you to quickly send
notices, instructions, or requests to a
predefined group of people.

master table. A computer table that a
system uses to store data and information
which is permanent and necessary to the
system’s operation. Master tables might
contain data or information such as paid tax
amounts and supplier names and addresses.

matching document. A document
associated with an original document to
complete or change a transaction.

menu. A form that displays numbered
selections. Each of these selections
represents a program. To access a selection
from a menu, type the selection number
and then press Enter.

menu levels. See level of detail.

menu masking. A security feature of J.D.
Edwards systems that lets you prevent
individual users from accessing specified
menus or menu selections. The system does
not display the menus or menu selections to
unauthorized users.

menu message. Text that appears on a
form after you make a menu selection. It
displays a warning, caution, or information
about the requested selection.

mode. A code that specifies whether
amounts are in the domestic currency of the
company the invoices or vouchers are
associated with or in the foreign currency of
the transaction.

monetary account. (1) In common usage,
any funds account. (2) In J.D. Edwards
more specific usage, a bank account limited
to transactions in a single currency.
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multiple AAI revisions. The process of
revising several automatic accounting
instructions at one time.

next number facility. A J.D. Edwards
software facility you use to control the
automatic numbering of such items as new
G/L accounts, vouchers, and addresses. It
lets you specify your desired numbering
system and provides a method to increment
numbers to reduce transposition and typing
errors.

next status. The next step in the payment
process for payment control groups. The
next status can be either WRT (write) or
UPD (update).

numeric character. Represents data using
the numbers 0 through 9. Contrast with
alphabetic character and alphanumeric
character.

offline. Computer functions that are not
under the continuous control of the system.
For example, if you run a certain job on a
personal computer and then transfer the
results to a host computer, that job is
considered an offline function. Contrast
with online.

online. Computer functions over which the
system has continuous control. Each time
you work with a J.D. Edwards
system-provided form, you are online with
the system. Contrast with offline. See
interactive processing.

online information. Information the
system retrieves, usually at your request,
and immediately displays on the form. This
information includes items such as database
information, documentation, and messages.

operand. See Boolean logic operand.

option. A numbered selection from a J.D.
Edwards form that performs a particular
function or task. To select an option, you
enter its number in the Option field next to
the item you want the function performed
on. When available, for example, option 4
allows you to return to a prior form with a
value from the current form.
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original document. The document that
initiates a transaction in the system.

output. Information the computer transfers
from internal storage to an external device,
such as a printer or a computer form.

output queue. A form that lists the spooled
tables (reports) you have told the computer
to write to an output device, such as a
printer. After the computer writes a table,
the system removes that table’s identifier
from the online list.

override. The process of entering a code
or parameter other than the one provided
by the system. Many J.D. Edwards systems
offer forms that provide default field values
when they appear. By typing a new value
over the default code, you can override the
default. See default.

P&L. Profit and loss statement.

parameter. A number, code, or character
string you specify in association with a
command or program. The computer uses
parameters as additional input or to control
the actions of the command or program.

parent/child relationship. A hierarchical
relationship among your addresses
(suppliers, customers, or prospects). One
address is the parent and one or more
subordinate addresses are children for that
parent. This relationship is helpful, for
example, when you want to send billing for
field offices (subsidiary companies) to the
corporate headquarters.

password. A unique group of characters
that you enter when you sign on to the
system that the computer uses to identify
you as a valid user.

pay item. A line item in a voucher.

pay status. The current condition of the
payment, such as paid or
payment-in-process.

payment. The system creates payments

when you use the Create Payment Groups
program. It is important to understand that
payments can exist before you write them.
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payment control group. A system-
generated group of payments with similar
information (such as bank account). The
system processes all payments in a payment
control group at the same time. Also known
as a payment group.

payment group. See payment control
group.

payment instrument. The method of
payment, such as check, draft, EFT, and so
on.

payment stub. The printed record of a
payment.

payment terms. The amount of time
allowed to pay a voucher or invoice, with
or without a discount.

posted code. A code that indicates whether
a transaction or batch has been posted.

pre-note code. A code that indicates
whether a supplier is set up or in the
process of being set up for electronic funds
transfer (EFT).

printout. A presentation of computer
information printed on paper. Synonymous
with hard copy.

print queue. An online list (form) of
written tables that you have told the
computer to print. Once the computer
prints the table, the system removes the
table’s identifier from the online list. See
oulput queue.

processing options. A feature of the J.D.
Edwards DREAM Wrriter that allows you to
supply parameters to direct the functions of
a program. For example, processing options
allow you to specify defaults for certain
form displays, control the format in which
information gets printed on reports, change
the way a form displays information, and
enter “as of” dates.

program. A collection of computer
statements that tells the computer to
perform a specific task or group of tasks.
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program specific help text. Glossary text
that describes the function of a field within
the context of the program.

prompt. (1) A reminder or request for
information displayed by the system. When
a prompt appears, you must respond in
order to proceed. (2) A list of codes or
parameters or a request for information
provided by the system as a reminder of the
type of information you should enter or
action you should take.

pseudo company. A fictitious company
used in consolidations.

PST. Provincial sales tax. A tax assessed by
individual provinces in Canada.

purge. The process of removing records or
data from a system table.

rate type. For currency exchange
transactions, the rate type distinguishes
different types of exchange rates. For
example, you may use both period average
and period-end rates, distinguishing them
by rate type.

realized gain/loss. Currency gains and
losses are incurred due to fluctuating
currency exchange rates. A gain/loss is
realized when you pay the invoice or
voucher. See also unrealized gain/loss.

record. A collection of related, consecutive
fields of data the system treats as a single
unit of information. For example, a supplier
record consists of information such as the
supplier’s name, address, and telephone
number.

recurring frequency. The cycle in which a
recurring voucher becomes due for
payment, for example, monthly or quarterly.

recurring invoice. An invoice that
becomes due for payment on a regular
cycle, such as a lease payment.

recurring voucher. A voucher that comes
due for payment on a regular cycle, such as
a lease payment.
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recycle. A process used to create the next
cycle (for example, next month’s) of
recurring invoices or vouchers.

refresh. A process used to update a
customer’s credit and collection
information, such as Credit Analysis Refresh.

reporting code. See category code.

reset. The process of changing a payment
from a completed status to a next status of
WRT (write). This allows you to correct or
reprint payments.

reverse. A method used to automatically
create an opposite entry at the time the
original transaction is posted to the general
ledger.

reverse image. Form text that displays in
the opposite color combination of
characters and background from what the
form typically displays (for example, black
on green instead of green on black).

run. To cause the computer to perform a
routine, process a batch of transactions, or
carry out computer program instructions.

scroll. To use the roll keys to move form
information up or down a form at a time.
When you press the Rollup key, for
instance, the system replaces the currently
displayed text with the next form of text if
more text is available.

selection. Found on J.D. Edwards menus,
selections represent functions that you can
access from a given menu. To make a
selection, you type its associated number in
the Selection field and press Enter.

self-reconciling item. An item that does
not require reconciliation.

sequence review ID. Defines the order in
which payments print in a payment group.
Each sequence review ID has its own data
sequence and a code that indicates whether
the system sorts each data item in
ascending or descending order.
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single AAI revision. The process of
revising one automatic accounting
instruction at a time.

soft coding. A J.D. Edwards term that
describes an entire family of features that
allows you to customize and adapt J.D.
Edwards software to your business
environment. These features lessen the
need for you to use computer programmers
when your data processing needs change.

software. The operating system and
application programs that tell the computer
how and what tasks to perform.

special character. Representation of data
in symbols that are neither letters nor
numbers. Some examples are * & # /.

special period/year. The date used to
determine the source balances for an
allocation.

speed code. A user defined code that
represents a2 G/L account number. Speed
codes can be used to simplify data entry by
making G/L accounts easier to remember

spool. The function by which the system
puts generated output into a storage area to
await printing and processing.

spooled table. A holding table for output
data waiting to be printed or input data
waiting to be processed.

spread. A payables and receipt application
method used to distribute and apply an

unapplied voucher, receipt, debit memo, or
credit memo to open vouchers or invoices.

Standard Industry Code (SIC). A code the
U.S. government developed to classify U.S.
companies as to their economic activity.
Examples include agricultural services
(0100), wholesale trade (5000), and services
(7000).

stop date. The date an allocation becomes
inactive.
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structure type. A code that identifies a
type of organization structure with its own
hierarchy in the Address Book system.
Examples include accounts receivable or
electronic mail.

subtable. An area on the form where the
system displays detailed information related
to the header information at the top of the
form. Subtables might contain more
information than the form can display in the
subtable area. If so, use the roll keys to
display the next form of information. See
scroll.

submit. See run.

supplemental data. Additional information
about a business unit not contained in the
master tables.

supplier. An individual or organization that
provides goods and services. Also called a
vendor.

supplier ledger. The record of transactions
between your company and a particular
supplier.

supplier payment. The payment your
company makes to a supplier.

summary. The presentation of data or
information in a cumulative or totaled
manner in which most of the details have
been removed. Many of the J.D. Edwards
systems offer forms and reports that are
summaries of the information stored in
certain tables.

system. A collection of computer programs
that allows you to perform specific business
tasks. Some examples of applications are
Accounts Payable, Inventory, and Order
Processing. Synonymous with application.

table. A collection of related data records
organized for a specific use and
electronically stored by the computer.

three-tier processing. The task of
entering, approving, and posting batches of
transactions.
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third party software. Programs provided
to J.D. Edwards clients by companies other
than J.D. Edwards.

TI code. A code that identifies the type of
receipt application, which directly affects
the way the receipt is processed.

time log. An electronic mail method for
tracking employees’ time in the office. The
time log lists when employees sign in, sign
out, and employee remarks about their
whereabouts and activities.

tolerance range. The amount by which
taxes entered manually can vary from the
system-calculated tax.

tough/right method. See G/L method.

transaction code. A code that
distinguishes the type of transaction on a
bank statement.

transit account. A G/L account used to
hold funds until they can be allocated to the
correct account.

translation adjustment account. An
optional G/L account used in currency
restatement to record the total adjustments
at a company level.

undo. To remove the payments from the
payment run so that they no longer appear
on any A/P payment review form. The
system clears them from the worktable and
moves vouchers from a pay status of #
(payment in-process) to pay status A
(approved).

unrealized gain/loss. Currency gains and
losses are incurred due to fluctuating
currency exchange rates. A gain/loss is
unrealized until you pay the invoice or
voucher. See also realized gain/loss.

update. Add new payments and void
payments to the A/P Ledger (F0411),
Accounts Payable Matching Document
(F0413), and Accounts Payable Matching
Document Detail (F0414) tables. The system
updates these tables during payment
processing and prints the payment register.
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user defined code. The individual codes
you create and define within a user defined
code type. Code types are used by
programs to edit data and allow only
defined codes. These codes might consist of
a single character or a set of characters that
represents a word, phrase, or definition.
These characters can be alphabetic,
alphanumeric, or numeric. For example, in
the user defined code type list ST (Search
Type), a few codes are C for Customers, E
for Employees, and V for Suppliers.

user defined code (type). The identifier
for a list of codes with a meaning you
define for the system (for example, ST for
the Search Type codes list in Address
Book). J.D. Edwards systems provide a
number of these lists and allow you to
create and define lists of your own. User
defined codes were formerly known as
descriptive titles.

user identification (user ID). The unique
name you enter when you sign on to a J.D.
Edwards system to identify yourself to the
system. This ID can be up to 10 characters
long and can consist of alphabetic,
alphanumeric, and numeric characters.

valid codes. The allowed codes, amounts,
or types of data that you can enter in a
specific input field. The system checks, or
edits, user defined code fields for accuracy
against the list of valid codes.

variable numerator allocations. A
procedure used to allocate or distribute
expenses, budgets, adjustments, and so on,
among business units, based on a variable.

VAT. Value-added tax. A recoverable tax
assessed in some countries.

vendor. See supplier.

video. The display of information on your
monitor form. Normally referred to as the
form.

vocabulary overrides. A J.D. Edwards
facility that lets you to override field, row,
or column title text on a form-by-form or
report-by-report basis.
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void. A method used to create a reversing
entry of the original transaction. Voiding a
transaction leaves an audit trail.

voucher logging. The process of entering
vouchers without distributing amounts to
specific G/L accounts. The system initially
distributes the total amount of each voucher
to a G/L suspense account, where it is held
until you redistribute it to the correct G/L
account or accounts.

voucher match. A payment application
method where the payment is applied to
specific vouchers.

who’s who. A term that J.D. Edwards uses
to identify contacts at a particular company.
Examples include billing, collections, and
sales personnel.

window. A software feature that allows a
part of your form to function as if it were a
form in itself. Windows serve a dedicated
purpose within a facility, such as searching
for a specific valid code for a field.

word search stop word. A common word
that the query search in the Address Book
system ignores. Examples include street,
avenue, or building.

worked. A code used to indicate whether a
customer’s account has been reviewed and
updated. For example, you “work” an
account by changing a customer’s credit
limit or customers who are eligible for a
credit review.

write-off. A receipt application method
where the receipt is applied to the invoice
and the difference is written off. You can
“write-off” both overpayments and
underpayments.

write payment. A step in processing
payments. Writing payments includes

printing checks, drafts, and creating a bank
tape table.
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A

Accessing field level help, 6-14
Accessing form detail and other forms, 4-8
Accessing graphs, 4-11
Accessing hidden menus, 3-19
Accessing index of menus, 3-15
Accessing Name Search, 7-3
from fields, 6-14
Accessing Name Search from Address Book
menu. See Accessing Name Search from a
field
Accessing program-level help, 6-4
from forms, 6-6
from Menu Word Search, 6-7
from menus, 6-4
Accessing programs and forms, 4-7
Accessing User Defined Codes Revisions,
8-9
Account Balance Comparison form, 4-11
graph, 4-12
Account Balance Comparison graph,
enlarged, 4-12
Action codes, 7-11
See also Understanding the system
interface
Adding records, 7-12
Adding user defined codes, 8-11
Adding user defined text, 6-10
Adding versions, 9-41
See also Creating a version
Additional Parameters form, 9-18
Address Book, grouping data in, 8-3
Address Book form, 3-11
accessing Name Search, 7-4
displaying system code, 6-27
locating your software version, 6-26
Address Book record, searching, 7-3
Address Book Revisions form
accessing from fields, 6-14
adding records, 7-12
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Address Book Revisions Help Task List
form
accessing from forms, 6-6
accessing from Menu Word Search, 6-8
accessing from menus, 6—4
adding user defined text, 6-10
displaying user defined instructions, 6-9
printing program-level help, 6-11
Address Number, defined, 7-13
Address Type - Payables form, 6-17
Alpha Name, defined, 7-6
AND/OR Logic, 9-7
graphic, 9-7
And/Or Selection, defined, 9-29
Arranging data in sequence, 9-30
graphic, 9-30
AS/400 keyboard, illustration, 2—-4

B

Batch job, defined, 5-1
Batch Job Queue, defined, 9-60

C

Category codes

See also Technical Foundation

defined, 8-2

locating, 8-15

working with, 8-15
Category Codes form, 8-16
Changing existing versions, 9-40
Changing processing options for interactive
jobs, 5-5

See also Revising processing options
Changing records, 7-15
Changing the job queue, 9-58
Changing user defined codes, 8-12
Changing your print queue, 9-57
Characters Per Inch, defined, 9-35
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Choosing functions from the menu bar. See
Accessing menu bars on WorldVision forms
Choosing help from the menu bar. See
Locating your software version

Choosing menu selections, 3-9

Clearing forms, 7-14

Common Foundation, defined, 1-1
Contacting response line, 6-23

Copying existing versions, 9-13

Copying records, 7-16

Creating versions, 9-11

Cumulative updates, locating, 6-28
Customer & Invoice Entry form, 3—-4
Customize your data, objectives, 8-1

D

Data
arranging in sequence, 9-30
selecting, 9-21
Data Dictionary Glossary form, 6-16
Data relationships, 9-6
Data selection, graphic, 9-22
Data Selection form
selecting data, 9-23
specifying hidden criteria, 9-28
Data Sequence Setup form, 9-31
Date — Updated, defined, 9-4
Defining print requirements, 9-33
Defining report routing lists, 9-36
See also Revising parameters
Defining version preferences, 9-9
See also User display preferences in
Technical Foundation
Defining your report distribution list, 9-37
Definitions of terms, g-1
Deleting records, 7-16
Deleting user defined codes, 8-13
Deleting versions, 9-41
Detail area
WorldSoftware example, 4-3
WorldVision example, 4-2
Detail areas, defined, 4-2
Determining valid values for *Range, 9-26
Determining valid values for *Value, 9-25
Display Messages form, 9-56
Display Spooled File form, 9-50

index-2

Display Spooled Files form, searching with
Find field, 9-51
Display time outs, defined, 2-18
Displaying error messages, 6-17
Displaying field explanation help, 6-16

See also Working with user defined codes
Displaying user defined instructions, for
program-level help, 6-9
Displaying valid values, 6-15
DREAM Writer

data flow graphic, 9-2

defined, 9-1

five forms graphic, 9-5

functions, graphic, 9-3
DREAM Writer Menu form, 9-40
DREAM Wrriter Version Copy form, 9-14
DREAM Wrriter Version Inquiry form, 9-43
DREAM Writer versions

See also Creating a version

working with, 9-39

E

Electronic customer support, using, 6—19
Entering menu IDs, 3-11

Entering search criteria, 7-5

Error messages, displaying, 6-17

Field explanation help, displaying, 6-16
Field level help
accessing, 6-14
defined, 6-13
graphic, 6-13
Fields
Address Number, 7-13
Alpha Name, 7-6
And/Or Selection, 9-29
Batch Job Queue, 9-60
Characters Per Inch, 9-35
Date - Updated, 9-4
Form Type, 9-35
Hold on Job Queue, 9-19, 9-59
Hold on Print Queue, 9-35
Include in Selection, 9-24
Language, 9-16
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Level of Display, 3-16
Lines Per Inch, 9-35
Location of Page Overflow, 9-35
Mailing Name, 7-13
Mandatory Processing Options, 9-19
Maximum Form Length, 9-35
Maximum Form Width, 9-36
Menu Classification, 3-16
Menu Identification, 3-16
Menu Question, 3-14
Number of Report Copies, 9-35
Object, 9-58
Optional Report Title, 9-16
Output Queue, 9-58
Payables, 7-14
Person/Corporation Selection, 7-6
Print Help Instructions (Y/N), 9-18
Print Queue, 9-34
Print Specifications Cover Page (Y/N),
9-18
Print Text, 9-36
Receivables, 7-14
Relationship, 9-24
Save Spool File, 9-35
Search Type, 7-6, 7-13
Select — Allow *ALL, 9-29
Sequence , 9-29
Unattended Release, 9-60
User Exclusive, 9-19
User 1D, 9-10
Version, 9-4
Version Prefix, 9-10
Version Title, 9-4, 9-16

Find field, searching with, 9-51

Form detail and other forms, accessing, 4-8

Form Type, defined, 9-35
Forms, 4-1
Account Balance Comparison, 4-11
graph, 4-12
Additional Parameters, 9-18
Address Book, 3-11
accessing Name Search, 7-4
displaying system code, 6-27
locating your software version, 6-26
Address Book Revisions
accessing from fields, 6-14
adding records, 7-12
Address Book Revisions Help Task List
accessing from forms, 6-6
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accessing from Menu Word Search,
6-8
accessing from menus, 6—4
adding user defined text, 6-10
displaying user defined instructions,
6-9
printing program-level help, 6-11
Address Type - Payables, 6-17
Category Codes, 8-16
clearing, 7-14
Customer & Invoice Entry, 3—4
Data Dictionary Glossary, 6-16
Data Selection
selecting data, 9-23
specifying hidden criteria, 9-28
Data Sequence Setup, 9-31
detail areas, 4-2
Display Messages, 9-56
Display Spooled File, 9-50
Display Spooled Files, searching with
Find field, 9-51
DREAM Writer Menu, 9-40
DREAM Writer Version Copy, 9-14
DREAM Writer Version Inquiry, 9-43
Help Task Memo, 6-10
Hold Submitted Jobs, 9-59
Install History Display, 6-29
Master Directory, 2-14, 2-15, 3-2, 3-10
Name Search, 7-4
accessing from fields, 6-15
entering search criteria, 7-5
using numeric query search, 7-7
objectives, 4-1
Print Control Options, 9-58
Printer File Overrides, 9-34
Processing Options Revisions, 9-20
Ranges, 9-27
Receipts Entry (Heads Up), 4-2
Rename Version, 9-42
Report Distribution List, 9-37
Reports by Address
copying versions, 9-13
defining print requirements, 9-33
Sign On, 2-13
Task Detail, 6-9
accessing from forms, 6-7
accessing from menus, 6-5
User Defined Codes Revisions
accessing, 8-10
adding user defined codes, 8-11
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changing user defined codes, 8-12
deleting user defined codes, 8-13
viewing valid values, 8-17

User Defined Codes Window, 4—4, 6-16,

8-17

User Display Preference Revisions, 9-9

Values, 9-26

Version Identification, 9-15

Work with Job Queue, 9-52

Work with Job Spooled Files, 9-49

Work with Output Queue, 9-54

Work with Submitted Jobs, 9-47, 9-49

WorldSoftware Customer & Invoice

Entry, 3-5

Function keys

standard from forms, 2-12

standard from menus, 2-10

using, 3-13

G

Graph, Account Balance Comparison, 4-12
enlarged, 4-12

Graphs, accessing, 4-11

Grouping data in address book, 8-3

H

Help information
objectives, 61
sources, graphic, 6-1
Help Task Memo form, 6-10
Hidden menu selections, setup operations,
3-20
Hold on Job Queue, defined, 9-19, 9-59
Hold on Print Queue, defined, 9-35
Hold Submitted Jobs form, 9-59
Holding submitted jobs, 9-59

Icons used in this guide, 1-6
Identifying versions, 9-14

Include in Selection, defined, 9-24
Index of menus, accessing, 3—-15

index-4

Install History Display form, 6-29
Interactive job, defined, 5-1

Job queue, reviewing, 9-52
Job queues

changing, 9-58

working with, 9-57

Language, defined, 9-16

Level of Display, defined, 3-16

Lines Per Inch, defined, 9-35

List box, defined, 4-2

Locating a setup menu. See Working with
submitted reports

Locating advanced and technical menus,
3-19

Locating category codes, 8-15

Locating cumulative updates, 6-28
Locating records, 7-15

Locating software version, 6-26

Locating user defined codes, 8-6
Locating your software version. See Viewing
menu specifications

Location of Page Overflow, defined, 9-35

M

Mailing Name, defined, 7-13
Main system menus, 3-3
Mandatory Processing Option, graphic,
9-17
Mandatory Processing Options, defined,
9-19
Master Directory form, 2-14, 2-15, 3-2,
3-10
Maximum Form Length, defined, 9-35
Maximum Form Width, defined, 9-36
Menu bar

example, 4-5

pull-down menus

functions, 4-5
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help, 4-6
options, 4-5
tools, 4-5
Menu bars on menus, graphic, 37
Menu bars on WorldVision forms, using,
4-5
Menu Classification, defined, 3-16
Menu ID, entering, 3-11
Menu Identification, defined, 3-16
Menu Question, defined, 3-14
Menu selections, choosing, 3-9
Menu traveling, 3-9
Menus, 3-1
accessing hidden, 3-19
format, 3-2
how designed, 3-1
level, 3-2
locating advanced and technical, 3-19
searching, 3-13
viewing specifications, 5-3
Messages, reviewing, 9-55

N

Name Search

accessing, 7-3

accessing from fields, 6-14

search criteria, 7-5
Name Search form, 7-4

accessing from fields, 6-15

entering search criteria, 7-5

using numeric query search, 7-7
Number of Report Copies, defined, 9-35
Numeric query search, using, 7-6

O

Object, defined, 9-58

Optional Report Title, defined, 9-16
Output Queue, defined, 9-58
Output queue, printing from, 9-53

P

Parameters, revising, 9-16
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Payables, defined, 7-14
PC keyboard, illustration, 2—4
Person/Corporation Selection, defined, 7-6
Print Control Options form, 9-58
Print Help Instructions (Y/N), defined, 9-18
Print Queue, defined, 9-34
Print queue, changing, 9-57
Print queues, working with, 9-57
Print requirements
See also Defining a report routing list
defining, 9-33
Print Specifications Cover Page (Y/N),
defined, 9-18
Print Text, defined, 9-36
Printer File Overrides form, 9-34
Printing field information, 6-18
Printing from output queue, 9-53
Printing options, working with, 9-33
Printing program-level help, 6-11
Processing options
changing for interactive jobs, 5-5
revising, 9-20
Processing Options Revisions form, 9-20
Program ID
P00051 (user defined codes revisions)
accessing, 8-10
adding user defined codes, 8-11
changing user defined codes, 8-12
deleting user defined codes, 8-13
viewing valid values, 8-17
P0016 (help task memo), 6-10
P00923 (user display preference
revisions), 9-9
POOHLP2 (task detail)
accessing from forms, 6-7
accessing from menus, 6-5
P01051 (address book revisions help task
list)
accessing from forms, 6-6, 6-9
accessing from Menu Word Search,
6-8
accessing from menus, 6—4
adding user defined text, 6-10
printing program-level help, 6-11
P01051 (address book revisions)
accessing from fields, 6-14
adding records, 7-12
P010512 (category codes), 8-16
P01200 (name search), 7-4
entering search criteria, 7-5
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using numeric query search, 7-7
POINS (Name Search), accessing from
fields, 6-15
P03103 (reports entry (heads up)), 4-2
P092121 (account balance comparison),
4-11

graph, 4-12
P81QM (user defined codes window),
6-16, 8-17
P96CCVC (address - type payables), 6-17
P97301 (install history display), 6-29
P9800G (data dictionary glossary), 6-16
P98300 (reports by address)

copying versions, 9-13

defining print requirements, 9-33
P98300-4 (report distribution list), 9-37
P98300W (dream writer menu), 9-40
P98301 (version identification), 9-15
P983011 (additional parameters), 9-18
P983012 (printer file overrides), 9-34
P98302 (data selection)

selecting data, 9-23

specifying hidden criteria, 9-28
P98303 (data sequence setup), 9-31
P98312 (processing options revisions),
9-20
P98314 (dream writer version inquiry),
9-43
P98380 (rename version), 9-42
PO8CPYW (dream writer version copy),
9-14
POSHLD (hold submitted jobs), 9-59

Program-level help
accessing, 6—4

from forms, 6-6

from Menu Word Search, 6-7
accessing from menus, 6—4
defined, 6-3
graphic, 6-3
printing, 6-11

Programs and Forms, accessing, 4-7

R

Ranges form, 9-27
Receipts Entry (Heads Up) form, 4-2
Receivables, defined, 7-14

index-6

Records

adding, 7-12

changing, 7-15

copying, 7-16

deleting, 7-16

locating, 7-15

objectives, 7-1

working with, 7-11
Refreshing your word search file. See
Updating the word search table in the
Address Book guide
Relationship, defined, 9-24
Rename Version form, 9-42
Renaming versions, 9-41
Report distribution list, defining, 9-37
Report Distribution List form, 9-37
Report routing lists, defining, 9-36
Report template, graphic, 9-6
Reports

design, 9-4

formats, 9-6

objectives, 9-1

reviewing processed, 9-49
Reports by Address form

copying versions, 9-13

defining print requirements, 9-33
Response line

additional help information, 6-24

by region, graphic, 6-24

phone numbers, 6-24

what happens when you call, 6-25

what questions can be answered, 6-24
Reviewing processed reports, 9-49
Reviewing submitted jobs, 9-46
Reviewing version specifications, 9-42
Reviewing your job queue, 9-52
Reviewing your messages, 9-55
Revising parameters, 9-16

See also Working with DREAM Writer

processing options revisions in Technical

Foundation
Revising processing options, 9-20

S

Save Spool File, defined, 9-35
Search criteria, entering, 7-5
Search Type, defined, 7-6, 7-13
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Searching for Address Book records, 7-3
Searching for menus, 3-13
Searching with Find field, 9-51
Select — Allow *ALL, defined, 9-29
Selecting your data, 9-21
Selection value, defined, 9-25
Sequence, defined, 9-29
Sign On form, 2-13
Signing Off, system, 2-15
Signing On, system, 2-13
Software Action Requests (SARs), defined,
6-19
Software version, locating, 6-26
Standard function keys, using, 2-10
Submitted jobs
holding, 9-59
reviewing, 9-46
Submitted reports, working with, 9-45
Submitting versions, 9-39
System
signing off, 2-15
signing on, 2-13
System codes, 1-2
System features, 1-4
System integration, 1-1
graphic, 1-2
System interface, 2-3
122 Key keyboard, 2-5
important keys, 2-5
PC keyboard, 2-5
System time outs, defined, 2-17

Tab, defined, 4—4

Task Detail form, 6-9
accessing from forms, 6-7
accessing from menus, 6-5

Terms used, 1-7

Text memos, viewing, 8-7

U

Unattended Release, defined, 9-60
User defined Codes, defined, 8-1
User defined codes

See also Technical Foundation
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adding, 8-11
changing, 8-12
deleting, 8-13
locating, 8-6
summary, 8-1
working with, 8-5
User Defined Codes Revisions, accessing,
8-9
User Defined Codes Revisions form, 8-10
adding user defined codes, 8-11
changing user defined codes, 8-12
deleting user defined codes, 8-13
viewing valid values, 8-17
User Defined Codes Window form, 4-4,
6-16, 8-17
User Defined Instructions, displaying for
program-level help, 6-9
User defined text, adding, 6-10
User Display Preference Revisions form,
9-9
User Exclusive, defined, 9-19
User ID, defined, 9-10
Using electronic customer support, 6-19
accessing a Software Action Request,
6-19
accessing Bulletin Board, 6-20
accessing Update Review, 6-20
Using function keys to navigate menus,
3-13
Using menu bars on WorldVision forms,
4-5
Using menu bars on WorldVision Menus,
3-7
Using Menu Word Search, 6-7
See also Accessing programs and forms
Using numeric query search, 7-6
Using standard function keys, 2-10
Using wildcard search, 7-7
Using WorldVision buttons, 2-8

\%

Valid values
determining *Range, 9-26
determining *Value, 9-25
displaying, 6-15
viewing, 8-16

Values form, 9-26
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Version, defined, 9—4
Version Identification form, 9-15
Version preferences, defining, 9-9
Version Prefix, defined, 9-10
Version Title, defined, 9-4, 9-16
Versions

adding, 9-41

changing, 9-40

copying, 9-13

creating, 9-11

deleting, 9-41

identifying, 9-14

renaming, 9-41

reviewing specifications, 9-42

submitting, 9-39
Viewing menu specifications, 5-3
Viewing text memos, 8-7
Viewing valid values, 8-16

See also Working with user defined codes

w

Wildcard search, using, 7-7
Windows, defined, 4—4
Word search, how command entry affects,
3-15
Work with Job Queue form, 9-52
Work with Job Spooled Files form, 9-49
Work with Output Queue form, 9-54
Work with Submitted Jobs form, 9-47, 9-49
Working with category codes, 8-15
Working with DREAM Writer versions, 9-39
Working with print and job queues, 9-57
Working with printing options, 9-33
Working with records, 7-11
Working with submitted jobs, graphic, 9-46
Working with submitted reports, 9-45
Working with user defined codes, 8-5

See also Technical Foundation
WorldSoftware, 2-1

Customer & Entry Invoice form, 3-5

defined, 2-1

how menus differ from WorldVision, 3—-4
WorldVision

buttons, 2-8

defined, 2-1

general commands, 2-8

index-8

how menus differ from WorldSoftware,
34

menu bars on menus, 3-7

specialized commands, 2-9
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