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NTRODUCTION TO USING THE Ul IN COLLEAGUE/DATATEL

Switching to the newest Ul (User Interface) in Datatel will be a colorful experience. For
those with Windows XP on their computer, the look is quite bright and lively. There are
several differences in the Ul that will take a little time to get used to.

In this booklet you will be introduced to the following helpful areas:
e Logging In
¢ Navigation
e Description of a Datatel Form
e Standard LookUp Shortcuts
e Viewing Online Help

Procedure for Logging into Ul Desktop

Complete the following steps to log into Ul Desktop.

Step 1. To display the Login dialog box, double-click the desktop icon. @
Datatel

The Login dialog box is displayed, as shown below

Datatel Login

Enter a lzer D, Pazsword and Databaze;
Drop down
o display of active
D fhm”se’,,. | accounts such as
Password: | i | live or testing
Databaze: | |:|;|||.i-'.:.'e _v.i

Step 2. Enter your user ID, password, and database.

Step 3. Click OK.
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Navigation Features of Ul include:

m Tabbed multiple forms managed within the same window.

Detail buttons next to fields that have additional information.
Windows Explorer-style tree structure for process menus.

A “Favorites” feature enabling quick access to commonly used processes.
An address bar for launching specific processes with a mnemonic.

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

A calendar button next to every date field.

A calculator button next to every numeric field.

The Ul Desktop window, shown below, contains all the processes you use while working
with Colleague/Datatel as shown through the Ul Desktop interface. The following sections
describe the functional areas of the window. The window includes several components,
such as the title bar, menu bar, address bar, toolbar, and any Datatel forms that are

currently open.

Title Bar — Current Account and Application

#* Datatel - collive - ST

Menii File Edit Apps Favorites Options Help
Quick Access | v| Beo B dx Q8 9 B @
B & 5T # | _d AL -Academic Records &
ac _d AM - Recruitmentddmiszions kMot
-l - Student Records _J AR - Accounts Becervable
Toalhar - S5TM - Student Terms _J CLC - Communications M anagement
+ i GRD - Grading _J L0 - Campuz Organizations
-t _J ASD - Academic Standing _ [R - Cazh Receipts
[+ S5GR - Graduation Process CU - Curriculurn Management
- ATR - Tranzcripts — - Deagres Audit
Tree menu + _d SHW - Student HiatusMithdrawwal ,,.1 on Demographics
shoyving all your t 1 SAT - Student Attendance Tracking =
lelle arzese [#--_d  SIT - M5C: Student [nfo Transfer _J FRF - Federal Repon
- A - Recuitment/ddmizzions kgt _a SRS - State/Provincial Repd  Folders showing
- AR - Accounts Recervable _J FO - Forms Proceszing the antents of
#--_d CC - Communizations tanagement _4  Fl - Faculty Information ’{ehaecreliiem on
- CO - Campus Organizations _J RG - Registration
#--_a CR -Cazh Recepts _J RL - Residence Life
=} CU - Curriculum Management _J WB - WEB Admin Support
-t . ACP - Academic Programs . HST -#5T
- COU - Courzes _J 5D - Student D atabaze Utilhes
[+ 55 - Sections _J SMO - Suggested Menu Options
. : L_COE L CUE DL AR ek oo . % _o R25-RESOURCE2S Interface &
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Menu Bar

The menu bar, shown below, enables you to do the following:
m Perform routine tasks such as save your work or cut and paste items.

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

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

File Edit Apps Favorites Options Help

Toolbar

The toolbar, shown below, provides easy access to common functions, such as saving
your work, canceling changes, deleting records, and accessing online help.

Save Save All

Cancel Cancel All
nemonic un Hide/Show Menu Tree
Exit,

Quick Access | \ w D\GD lh ‘d :‘I‘t /--;‘] ié kv | D:/| @\J

/
/
Delete Record

Field Help

Quick Access

The Quick Access field/enables you to access any form directly by entering its mnemonic,
or by using the drop-down menu button to select a recently used mnemonic. Press
ENTER or click Go to display the selected form.

Record Delete

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

Save and Cancel

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

Most of your work in Colleague/Datatel is done through what we call forms. Many of us
still call them “screens.” They are the same thing; Datatel chooses to use the term “form,”
however, to keep their terminology consistent with standard Windows usage.

Most of what you do in the Wintegrate system is exactly the same process as in the
Ul. It just looks different or asks you to access or work with a field a little differently.

There are some good differences too! One is the way you can keep several
forms open at once all within one process. This is done by tabs like those on file
folders. They call attention to what form is contained within, you can work on the top
one, and then refer to one behind it without losing any information.

Datatel has provided a great table to explain each area including some shortcuts in which
you may be interested. Here are the tables in their entirety.

Types of Forms

Starting out with your original tree menu where you choose a mnemonic, you will see one
large menu with several submenus that are represented by form icons. These forms are

represented by four different icons according to functionality. The icons within the folders

are described below.

Icon Name Description of Datatel Form Icons

Maintenance Allows you to enter and change data that is permanently recorded in

& your database; for example, a person’s name and address.

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

Processing Allows you to start a program that manipulates a record or group of

g records behind the scenes; for example, posting a group of transactions
to the general ledger.

Inquiry Allows you to view information without changing it; for example, the

laJ history of a general ledger account. Strictly speaking, inquiry forms are
forms that are designed to display information without allowing changes
to that information.

Repc?rtlng Allows you to generate a particular report according to your

= specifications. For example, today you may wish to see a report on
vouchers with a due date two weeks from now, and tomorrow you may
decide you want to see the same report for vouchers with a due date
four weeks from now.
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OK, let’s get to looking at one of these very familiar forms so we can see a sample of all
these fields and navigation possibilities. A screen that shows many of the features that will
be new to you is the NAE (Name Address Entry) form. It contains most of the field types,
prompts and help icons that you will be using.

Quick Access |3 N |
Enter the letters NAE in the Quick Access Mnemonic field - Cess'- >

and press Enter or the Go button.

You are presented with one of many types of “Look Up” boxes where you enter some
information to help find what you need. In this case, the ID number or the name of the
person for whom you are looking.

There are several ways you can use the Look Up boxes. Many will save you time
searching and even prevent duplicate entries!

On the NAE Person Look Up window, enter the student’s Social Security Number. If no
record found, you can enter all or part(s) of the name to help your search.

For example, your student’s name is Maridru Clark. Type the full last name, comma, then
part of the first name, and ellipses (...). Press Enter. If name is not found, click on FINISH.
This takes you back to the NAE screen

FPerzon LookUp

I N
| clark, mar...

| ok | | Cancel | | Detsl | | Finish | | Help |

In this case, Clark is a very popular name. There are four pages of people whose last
name is Clark and have an “mari” as part of their first name. Sometimes it is just as easy
to type in the full name and get fewer results, but sometimes, depending on the
handwritten application or form you are entering, partial names are better.
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Here is what the resolution screen or page looks like with a few highlighted areas.
We have hidden some of the personal information to protect the innocent!

# Datatel - collive - ST

File Edit Favorites Tools Help
Quidcﬂu:cess|NP¢E vi Elco B Ax 8« 7 E @ ‘
| MAE-Name and Addiess Entry_J HAE-Mame and Address Entry |

| PERSCH Lookup Screen
| nsing PERSON, View: Combined

D Seg: Hame Rddress S55H
ID, Status (Reunion Class) Entry Date
Source {Birth MName) Hhere Used Birth Date
Fi 3- Cl
0z Lutz, FL 33549 11/1&6/38
ao
Ol 11: c1
0z =
D T2 EL
01 Lutz, FL 33549 10715758

Number of pages
containing this name \ F

Controller LookUp Resolution Pazge 374
Seq Number, (F)lag, (V)iew, (S5)lort/Select, (&)dd: :l

~

1 10- ¢l
|

Check the box(es) on the left or enter
the number on the left of your choice
here or the letter A to add a new record

If the Resolution screen appears with a name or several {names, you must scroll through it
and see if the person for whom you are looking is in the | database. Place a check mark in
the box to the left of the name or the number in the box | shown below.

If you have checked any boxes, you must click the Save icon to continue

e If you cannot find the person, enter a letter <A> in the text box and press Enter on
your keyboard or the blue icon that looks like a data disc.

e If you want to clear all this information and try again, or go to another screen, click
the red <X> to get out.
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If you are entering information for a new person the following NAE screen appears and
requires several fields to be filled before continuing on. Notice the black boxes on the
screenshot — they indicate more information about that area is noted below.

When you see a blue detail icon with scrollbar arrows next to it in Datatel = the scroll

arrows show the detail icon and will darken when there is more than one entry.

MAE -Mame and Address Entry

Fogal, br Teri T.

Prefiv |[EH
Mame LFk i n:ng-a
Suiffis |
Address
chestzniim, i | Name Detail
Res Cnty/State _HIL _ — _ ) B -
Country = Source
Phone /Ext Ty # E] . I _ |
Origin/Drate _. . B "
S5H ! . . . Addrezs Change
Birth Date f Source | |
Ethnic/Gender | . M Date | [
Mail Codes (1] HE Ey |
E-Mail e (1] v ' IS
Fref Hame Mr T
Mail Mame K - =
Other | M @] ' T =

Perzon D

[.’i] Teri _ :. Training
=

HIL HiIIsI:u:ur-:uug_h_

Al

MHew Record

***Note — A Red Field indicates one that must be filled in. A gray field in non entry.**
Multiple Forms Open While in one Process

The NAE form is an excellent example of a form that has many sub-forms or pages that
will reside underneath the one on which you are working as a reference tool. Some people
call these forms stacked or cascading on one another.

If you click on the Detail button you will get another form to check and perhaps fill out.
***Note the three forms atop one another below.

1. NAE — Name and Address Entry Form
2. ADSU - Address Summary
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3. ADR-Person Addresses

You can only change the one on top, but you may look at any underneath by click on the
tab above the blue information block.

CGuick Access |[NAE

MAE-Mame and Address Entry | ADS1-Address Summary | ADR-Perzon Addresses 1

Rogal, M= 1.

Address (1| ] ' Eff. Start | 05416405 (2]
@[ Ty i Eff. End | (@
tdodifier _ Statuz |C Current W
Cty/5t/Zp | Dunedin L IR | [emenz -

Eu:uuntr_l,l I  Geasond [ratel=)
Courty | PIN Pinellas . o ._ . :

Tupe 1 . H Home/Mailing v|= i _
tail Pref | Yes [ Route Code | ) W
Pref Res | Tes Time Zone |E Easter v

If you click on the Detail Address icon, you get the ADSU form. The NAE remains below.

MAE-Mame and Address Entry |

Prefi |Ms. Perzon 1D |

Nams LFM M@ 0

Suffix
:'F"L j%ééé-ﬁéz" | [ PIN Pinellas

Address [ 1 | -
Chy/StZp/Chty | Dunedin
Fiez Chtp/State

| NAE-Mame and Address Enry | ADSU-Address Summary )

Residents Type

Addrezs Lines
| TerriFH_Dg_aI | | Home M aili

&R E&S

oW |
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Other Buttons, Searches and Fields

I:EI i-;*l_f-lfampus E-I.rganizatiu:uns !

Campuz Organization: Sk

Description | =] AR8Es) |
Twpe | FUM For Fun | _
Purpoze '_ |E o
v Detail Button

Default Role | MGS  Member in Good Standing |
Diganization 1D | D01 6307 Ski Club I —

Locations [1J/MAIN Main Campus - Date/Calendar Button
ear Approved | 1336 i@

e ———

Recharter Date | 01/01/00 (]
b ax Members 30 =]

Marbarthisate EE]J Calculator Button
Characteristics EEIF'EN Open to all Students o

Funrtinnz A DrOp-DOWﬂ
ae Table Button

Sponzors R oszzignol Ski Equiprment |E o
Ski Chalet W~

[Frouping i___ i b

Comments (11 !E] =

Scroll Buttons

*** Note: In the Ul, if you see field with number symbols ( ) next to it, this represents a
possibility of multiple entries. If you see any other number other than “1” you can see the

other information by using the drop down arrows or the scroll button arrows. When you
click one of the number buttons, the alert box shown below will appear. At this point you
may press the Insert line, Delete line or the Cancel button to ignore your request.

Select Window Operation to Perform

[ Irzert H Delete ][ Cancel ]
Calendar Drop-Down List Calculator

@ | HOME Home Phane b ] i
Sun Mon Tue Wed Thu Fri Sat BUS Business |E “ CE ” <]I x_.]

1 2 3 4 & 6 T CaR  Car Phone

o 5 0w ow o | [T e
15 (16 17 18 19 20 M OTH  Other | g “ 2 ” = ]I - I
T A B o IR X T
29 30 3 ; ?LINT[?I[;INI:DM | o |.ll+]l Look

| ——1 Enter [:\
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Up Shortcuts

There are a number of standard LookUp options available to help you with almost all types
of LookUp. There are also many types of Look Up also provide special shortcuts to help
you find what you are looking for.

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

that do not work for person and organization-related Lookups are noted in the “Hints”
column below.

**The tables below are taken directly from Datatel Documentation**

When you want to see... | Enter this at the LookUp prompt Hints

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

displayed during this login to retrieve the last form-

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

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

A list of all records An ellipsis (...) Due to the size of Person and

appropriate for this form. Organization LookUp, the
ellipsis is not supported for
these files.

A list of fields in the file A semicolon (;) You can use the field names

that contains the record to construct a query

you are seeking. statement to look for a
record.
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Person- and Organization-Related LookUp Shortcuts

The information most commonly used to look for a person or organization is the name of the

person or organization.

When you want to see...

Enter this at the LookUp prompt

Hints

Search using person’s
name

lastname (at least the first two
letters)

lastname, firstname

lastname, firstname middlename
lastname, firstname middleinitial
firsthame lasthame

firsthame middlename lastname
firsthame middleinitial lastname
For example, to look for or add a
new person with the name of Robert

Taylor Smith, you could enter any of
the following:

sm
smi

smith

smith, robert
smith, robert taylor
smith, robert t
robert smith

robert taylor smith

robert t smith

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

van_dyke, jo_anne

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

sm, ro
rosm

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

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

Last updated on: 8/22/2006
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When you want to see... Enter this at the LookUp Hints
prompt
Limit a name search. Enter any of the following after | You can string together
the name: more than one
restriction for a search,
;C city as long as you separate
each element of the
;st state/province search with a

. semicolon.
;Z zipcode/postalcode

f For example, to find the
»f country Robert Smith whose
preferred address is in

'y class Tampa and who is

'S source associated with the
reunion class of 1954,

;ps status enter the following:

For example, to find the Robert | robert smith ;c tampa
Smith whose preferred ;y 1954

address is in Tampa, enter the
following:

robert smith ;c tampa

Search using a particular ;ss SSN/SIN You may enter

Social Security number. . hyphens, but they are
For example, Mary Browning’s | ot necessary.

Social Security number is 2
99-81__] If she gives you her
Social Security number instead
of her ID number, enter the

followin k her up:
;Ss 26

Viewing Online Help

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

mField Help. An explanation of each field on each form.
mFunction Help. A list of frequently used keyboard shortcuts.
mProcess Help. An overview of each form.
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Field Help

To access field help while working in a form, go to the field for which you would like help,

and do one of the following: File Edit Favorites

CQuick Access g-N.-'i'\E

Tools

Help [§
Field Help

Function Help

L]

m Choose Field Help from the Help menu. | MAE-HName and Address Entty  process Help

mClick the Field Help buttononthetoolbar. | @ = x Q& 7 [ @

s

Function Help

Keyboard Shortcuts are keystroke combinations that can be used to perform functions that

are normally accessed by using the mouse in Windows.

To access a list of frequently used keyboard shortcuts from any location within a form,
choose Function Help from the Help menu. The HELP and FUNCTION KEY Information

box is displayed, as shown below.

HELP and FUNCTION KEY Information

A

COMMOMLY USED FEYEOARD SHORTCUTS

[ alternative kevstroke combinations separated b | ]

b ove o the nest figld Tab

ke bo the previous field Shift+T ab

Miove forward one row Drovany Ao
Move back one row Idp Arow

kove forward one screen FPage p

Move backward one screen FPage Down
kuove bo the beginning of the current figld - Home

Muove to the end of the curent field End

b ave bo the firgt row of a windaw Chil+Home

Mo o the lazt row of a window Chi+End

Field inzert Ctrl+l | Ingert | F3
Field delete Chl+D | Al+F, F | Alt+E, D | F4
Open the File meru A+

Cancel Alt+F, C | Shift+F8
Save [Update] Alt+F, 5 | F10
Cloze [Finizh] Al+F, L IF9
Dietaill Al+F, D | F2
Direct Access Alt+F, A | F3

Last updated on: 8/22/2006

Page 14 of 15



Datatel/Colleague Training Hillsborough Community College

Process Help

Process help provides you with an overall description of the purpose of the selected form.
It does not provide detailed information about specific fields on a form. To access process
help from any location within a form, choose Process Help from the Help menu.

HELP information for the process DM5U22

|nput name and address information for a perzon.

T

If this window pops up by mistake, or you do not need it, click on the Enough button. If you
would like a more in depth explanation of the process on which you are working, press the
More button and another window will open.

HELP information for the process DM5UZ22

Ilze the Hame and Address Enty [MAE] screen to provide a quick method
af entering a new PERSOM recard with limited information. You can enter
a name and prefered rezidential addresz infarmation for a person, vou
can alzo enter the source of the person's data, the

arigin code, communication rwles, home phone numbers, and ather
names. If thiz iz a new record, the name and address portions of the
zoreen are automatically filled in with the data entered at Lookp.

Y'ou can detail to the Perzon Addrezses [A0R] zcreen from the Address
field ta maintain further information about this perzon.

MOTE: 'ou should not detail to ADE if pou have made changes to
fields azzociated with the address on MAE. [vou cannot make changes
on bath the HAE and the ADR zcreens during the same session. ]

oy

@ Click the OK button when you are through. Don’t forget to update your work when you
need to, Save it or Cancel it if you did not make any changes to a form.

This ends the Introduction to the Ul documentation. Please see
individual modules or tutorials for further instruction.
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