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Business Process Description

Folder Tools provides the option to redisplay the DAI form in a more usable format to the end user. The newly
created form views are accessible from the Open Folder icon when available on the DAI form. This work
instruction will explain how to development, publish and delete form views utilizing the menu bar. In addition,
Custom Folder Views can be accomplished by using the Folder Tools icon as described on the last page of this
work instruction.

Some of the benefits of using Folder Tools include:
e Accessibility - provides quick access to previously created form views established using the Folder Tools
options.
e Ease of Use — Single click of the Open Folder icon to view all personal and publicly created views.
e Flexibility — The form is moderately customizable allowing to:

Add new columns to the existing form

Adjust the column size (increase or decrease)
Change the naming convention of the column heading
Hide current columns

Reposition columns

o 0 0 O O

The Assignment folder is a form view of assignment data contained within DAI. Some practical uses of the
Assignment folder include:

e Provide information for EEO or other federal government requirements
¢ Provide information to internal authorities such as supervisors or branch chiefs
e Produce an Assignments list displaying pertinent information such as:

Column Heading Description
Group Graded or Ungraded employees with employee type codes
Job Job name
Organization Various internal departments
Position Job # code with description

In this work instruction, we will use the Assignment Folder option to customize a view on a list of employees and
their corresponding assignment information.

Prerequisites
e Person and Assignment records exist

Responsibilities
¢ HR CSR-DODEA

Menu Path
Use the following menu path(s) to begin this task:
e View - Lists > Assignment Folder

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_
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1. |Start the task using the responsibility and menu path to open the Assignment Folder form:
Responsibility: HR CSR — DODEA

Menu Path: View - Lists - Assignment Folder

.........

(@@ Tour of Duty
» [ People
»[7] FastPath
4 ET0
Employee Accruals
Employee Balances
System Messages
» "] Histories

le Folder
7| Assignment. Folder
People by
Assignment
Assignments
Workforce by
Organization
Employees by
Elernent

People by Special
Information

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_
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Query the Assignment Folder

File Edit View Folder Tools Window Help ORACL
190 Go8SeP I R IR LEIIEIBILS D

(3 ~ments Folder
Assignments
* Current Past Both

@ Assignments Folder Default View

Full Name Type Assignment Number Title | Last Name | First Name ||Applicant Number | Position Grade Ladder| Grade Status
| % 5012

=100

(3

2. |Select Assignment — Select the appropriate radio button on the Assignment Folder form. Select
Current in the Assignments box. Options are:

e Current — current assignments

e Past — past assignments

e Both — both current and past assignments

3. |Query Assignments - Press the F11 key to start the query. The fields that are able to be queried
will turn blue indicating the form is in query mode.

e Select in the Position field and enter a % sign in the field.

e Selectin the Grade field and enter %12 in the field.

e Press Ctrl + F11 to activate the query.

In this example, we have queried on the Position and Grade, the query will display all GS12’s with
their associated position code and position name.

Note: Wildcards (%) may be used within the search criteria. Enter search criteria in one field or
several fields. Remember entering multiple field search criteria, may limit the records displayed in the
search. Press the F4 key to cancel the query.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 3
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Reposition Query Results Columns

Eile Edit View Folder Tools Window Help

ORACLY
P0GV GP L HD &9 9 5 £
O Assignments Folder
Assignments
* Current Past Both
@ Assignments Folder Default V\ew’ \
Full Name Type Organization Position Grade Assignment Mumber Title | |Last Name | First Name | Applicant Number |Grade Lz
|/ABDALLAH, IESHA F [Employee 00164 HUMAN RESOURCES SPEC (CLASS & STAFF).104369 |GS.12 3233 ABDALLAH [IESHA =]
\AMDERSON, MATTH [Employee | DHA ACQUISTION MANAGEMI |00736.CONTRACT SPEC.1147756.DD60.APPR GS.12 9692 ANDERSON [MATTHEW
\ARD, KIMBERLYN N |Employee | DHA PROGRAM OPERATIONE |01230.HEALTH SYSTEM SPEC.1270146.DD60.APPR GS.12 10573 ARD KIMBERLYMN
BANKSTON, CYNTH |Employee | DHA PROGRAM OPERATIONE |33320 HEALTH SYSTEM SPEC 903580 DD60 APPR GS.12 3348 BANKSTON |CYNTHIA
BARNES, GENISE N |Employee | DHA OPERATIONS - B420000 |00164 HUMAN RESOURCES SPEC (CLASS & STAFF).123932 |GS.12 3666 BARNES  |GENISE

41

4. |Query Results: Scroll the form column headings left to right to view all columns. Identify column

headings that are commonly viewed in order to move those columns to the immediate display area by
creating a custom view of the Assignment form.

e Click in the column marked Organization, place your cursor in the heading area and look for

the 4 sided arrows then left click and drag the column to the left, positioning it beside the
column marked Type.

e Click in the column marked Position, place the cursor in the heading area and look for the 4
sided arrows, left click and drag the column to the left positioning it beside the column marked
Organization.

e Click in the column marked Grade, place the cursor in the heading area and look for the 4

sided arrows, left click and drag the column to the left positioning it beside the column marked
Position.

Note: Place your cursor in the column field prior to moving the column to be repositioned. This will
keep the form in a stable view. The Folder menu bar has the options Move Right or Move Left in
order to move columns right or left in the form as needed.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 4
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Show / Hide Fields

File Edit View

Tools, Window Help 5 DRACLE

W8 EE HED oGS ?
Save As
Delete Past ' Both
Hide Field
Assi Move Right :
@ ssignerr Wove Let ew
Full Nam Move Up ”Type HAsswgnmem Number ”Tnle HFirst MName HLast Name HApp\icam Mumber ”F’osmon HGrade Lz
[ [ISA00LE [RTH=s—- | [Employee [10617 |PoLLy |saDDLER | 417908 EQUAL EMPLOYMENT |
' [sAnDER e Fiela | [Employee 3338 Ly |samDERS | 01220.HEALTH SYSTEM SPEC |
| [SURANA gk Feia | [Employee 3097 SAPNA SURANA 32840 HEALTH SYSTEM SPEC
[ Change Prompt. ]
Autosize All Bl
4 SoriData..  [eelllllnnnnnn
View Query.
Reset Query
_Fulderluu\s
5. Show Fields Columns: Select in the Full Name column, the newly added column will default to
the right.

e Click on Folder in the Menu bar and scroll to select Show Field. The Show Field box
will display showing the additional columns that can be added to the form view.

Show Field x]

Find|%

Field

Contingent Worker Mumber
Current Contingent Warker
Employee Category
Employee Mumber
Motice Feriod
Matice Lnits
Frobation Period
Frobation Unit

@ (QK [Qancel)l

6. |Select Column: Select Employee Number and click the Ok button to add the Employee Number
column to the form.

Note: The added column will default to the right of the selected column.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 5
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File Edit View Folder Tools Window Help ORACL
1P® 28 SP & DD HLED S Bs ?
O] _lolx
Assignments
= Current Past Baoth
5| Assignments Folder Default View
Full Name Employee Number [ Type Organization Position Grade Assignment Number Title | Last Name Fit
JREYNA, JOSE 10556 Employee  |DHA HEALTH INFORMATION T (05249 SUPV IT SPECIALIST (NI |GS.12 10555 REYNA uc/~]
LUCE. BEVERL Yk | 10557 Employee  |DHA HEALTH INFORMATION T |11106.NURSE CONSULTANT 1 |GS.12 10557 LUCE BE
ARD, KIMBERLYlll 10573 Employee  |DHA PROGRAM OPERATIONS [01230.HEALTH SYSTEM SPEC |GS.12 10573 ARD Kl
HARPER, BREN@Z | 10609 Employee  |DHA MEDICAL LOGISTICS - Kt |J093AINVENTORY MANAGEM |GS.12 10609 HARPER BF
HART. ANNETTAIR |10610 Employee  |DHA MEDICAL LOGISTICS - Kt |J095A.SUPPLY SYSTEMS ANZ |GS.12 10610 HART AN~
4| »
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File Edt yiewxom Window Help ORACLY
_;% @ | New.. & F [ 7

o

Save
Save As
Delete...

Show Field

Hide Field

@ Assignme Have Right ew
Move Left
Type o lumbe | Organization Position Grade Assignment Number M | Title ||LfetName | FirstName | Applicant Number | Grade Ladder

I Empl 1iove DHA OPERATIONS - B420000 100164 HUMAN RESOURCES SI GS.12 3233 DALLAH  |[ESHA |
N L [Empl Widen Fild DHA ACQUISTION MANAGEMI |00736.CONTRACT SPEC.11477 GS.12 9692 DERSON  |MATTHEW
Empl g vink Field DHA PROGRAM OPERATIONE (01230 HEALTH SYSTEM SPEC (GS.12 10873 D KIMBERLYN
M [Empl gnan-germm DHA PROGRAM OPERATIONE 133320 HEALTH SYSTEM SPEC (GS.12 3348 NKSTON  |CYNTHA
Empl Autosize Al DHA OPERATIONS - B420000 100164 HUMAN RESOURCES SI GS.12 3666 RNES GENISE
St Data.. s
View Query
Reset Query

4

Faolder Tools

7. Hide Column: Select in the field marked Title.

e Click on Folder in the Menu bar and scroll to select Hide Field. The selected column will
disappear from view on the form.

Note: Return to Step 5 & 6 within these instructions to restore the column.

File Edit View Folder Tools Window Help ORACLE
S0 RIS PF LADNDHEL LB E HLM P y am
[S] = [=] F3
Assignments 8
& Current © Past  Beth
g Assignments Folder Default View
Type Employee Numbe Organization Pasition Grade Assignment Number Last Name First Name Applicant Number || Grade Ladder g
l Employee |3233 DHA OPERATIONS - B420000 (00164 HUMAN RESOURCES Sl |GS .12 3233 \ABDALLAH IESHA [k
N L |[Employee  |9692 DHA ACQUISTION MANAGEMI |00736.CONTRACT SPEC.11477 |GS.12 9692 ANDERSON  |MATTHEW A
Employee |10573 DHA PROGRAM OPERATIONE |01230. HEALTH SYSTEM SPEC GS.12 10573 ARD KIMBERLYN A
M | [Employee |3348 DHA PROGRAM OPERATIONE |33320 HEALTH SYSTEM SPEC |GS.12 3348 BANKSTON CYNTHIA A
Employee |3666 DHA OPERATIONS - B420000 00164 HUMAN RESOURCES SI GS.12 3666 BARNES GENISE v
4l >
8. View the form, the Title column has been removed. To remove additional fields, repeat Step 7

for each column to be hidden.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 7
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Change Field Prompts

File Edit Yiew Rl

gols Window Help

td B O [ New. LY PG B2
Open...
Save
Save As.. © Both
Delete... = =
Show Field...
Hide Field
@ Assignme Move Right Miew
Move Left
Full Nam Move Up ployee Number || Type Organization Position Grade
l REYNA, | Move Down 10558 Employee DHA HEALTH INFORMATION T |05249.SUPV IT SPECIALIST (N |GS.12
LUCE, Bl Widen Field 10557 Employee DHA HEALTH INFORMATION T |11106.NURSE COMNSULTANT.1Z |GS.12
ARD, KIN ghrink Field 10573 Employee DHA PROGRAM OPERATIONE |01230.HEALTH SYSTEM SPEC |GS.12
HARPER Qhane Prompt... 10609 Employee DHA MEDICAL LOGISTICS - Kf |JO93AINVENTORY MANAGEM |GS.12
HART, Al Autosize All.. 10610 Employee DHA MEDICAL LOGISTICS - Kf |J095A.SUPPLY SYSTEMS ANA |GS.12
il Sort Data...
View Query...
Reszet Query
Folder Tools

9. |Change Column Name: Select in the column heading Employee Number.
e Click Folder in the Menu bar and scroll to select Change Prompt

Note: An additional option is to right click on the column heading to display the Change Prompt box.

File Edit View Folder Tools Window Help

BHYe0 oBS&P £ IDEL LB 2EEHEH 2
(o]

Assignments

® Cuyrrent O Past C Baoth

% Assignments Folder Default View

pe Organization Position Grade
g mployee DHA HEALTH INFORMATION T 05243 SUPV IT SPECIALIST (NI GS.12

DHA HEALTH INFORMATION T 11106.NURSE COMNSULTANT 1 GS.12

DHA PROGRAM OPERATIONS 01230 HEALTH SYSTEM SPEC GS.12

HARP DHA MEDICAL LOGISTICS - Kf JO93A INVENTORY MANAGEM GS.12

HART, DHA MEDICAL LOGISTICS - Kt J095A SUPPLY SYSTEMS ANA GS.12

Arompt

Cancel Default )I

10. |Enter New Name: Enter Empl No. in the Prompt field.

Note: If any form is being exported to Excel and merged together with other exported forms, it is
recommended NOT to move, hide, rename or delete column headings.

11. |Click the OK button to change the column heading.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 8
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File Edit View Folder Tools Window Help

AP0 o8P ARDER LI B[S T

gnments Folder

Assignments

* Current O Past " Bath

@ Assignments Folder Default View

|Fu|\ Name Empl No. ] ||Orgaﬂizau0n ||Position HGrade
JREYNA, JOSE M | Effployes IDHA HEALTH INFORMATION T 05249 SUPV IT SPECIALIST (NE|GS.12
[LUCE, BEVERLY K Lo = ployee IDHA HEALTH INFORMATION T 11106 NURSE CONSULTANT 1 [GS 12
|ARD, KIMBERLYN N. [10573 [Employee IDHA PROGRAM OPERATIONS (01230 HEALTH SYSTEM SPEC [GS.12
|HARPER. BRENDA T. [10609 [Employee IDHA MEDICAL LOGISTICS - Kt J093A INVENTORY MANAGEM |GS.12
' |HART, ANNETTA R [10610 [Employee [DHA MEDICAL LOGISTICS - Kt J095A SUPPLY SYSTEMS ANA[GS 12

T s \

The field prompt has been changed to the new prompt value. Repeat Steps 9-11 to rename additional
columns

Change Field Width (Widen or Shrink)

File Edit Yiew Folder Tools Window Help

(PO &828SP ARHHE S LB02% BB ?

nments Folder

Assignments

® Current ' Past ' Both

@ Assignments Folder Default View

|Fu|| Name ||Emp| No. ||Type | Organization |F’ositi0n ||Grade

|[ABDALLAH, IESHAR 3233 [Employee YO NS NEI=EPINN (00164 HUMAN RESOURCES SF [GS. 12
| [ANDERSON, MATTHEW L 9692 [Employee  [DHA ACQUISTION MAMAGEM (00736 CONTRACT SPEC.11477![GS. 12
| [ARD. KIMBERLYN N 10573 [Employee  [DHA PROGRAM OPERATIONS |01230. HEALTH SYSTEM SPEC. [GS.12
| |[BANKSTON, CYNTHIA M [3348 [Employee  [DHA PROGRAM OPERATIONS [33320 HEALTH SYSTEM SPEC. [GS. 12
' |BARNES. GENISE M 3666 [Employee  [DHA OPERATIONS - B420000 00164 HUMAN RESOURCES SF [GS.12

A s |

To utilize the column spacing it may be necessary to widen the column width or shrink the column width
to display more data or more columns of data.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 9
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File Edit View Folder Tools Window Help

PO ISP ARDEALLDI KBS 2

‘© Assignments Folder
Assignments

® Current " Past " Both

% Assignments Folder Default View

Full Name Empl Mo. Type Organization a—Fosition Grade

| ABDALLAH, IESHA R 3233 Employee DHA OPERATIONS - B420000) 00164 HUMAN RESOURCES SF |GS 12
ANDERSOM, MATTHEW L 9692 Employee DHA ACQUISTION MAMNAGEMENT OFFICE - B - K232000 (00736 CONTRACT SPEC 11477 |GS 12
ARD, KIMBERLYM M. 10473 Employee DHA PROGRAM OPERATIONS - N384000 01230 HEALTH SYSTEM SPEC |GS 12
BAMKSTON, CYNTHIA M 3348 Employee DHA PROGRAM OPERATIONS - N364000 33320 HEALTH SYSTEM SPEC |GS 12
BARNES, GEMISE M 3666 Employee DHA OPERATIONS - B420000 00164 HUMAN RESOURCES SF |GS 12
A e |

12. e Select in the Organization column in order to widen the column to view the entire field of
data.

e Position the cursor to display a two sided arrows ¢ between the Organization column
and the Position column.

e Left click and drag the side of the column heading to the desired size.

File Edit View Folder Tools Window Help

SO G HVSP AR DHER LDIP 2R B[S 2

'O Assignments Folder

Assignments

® Current " Baoth

gl Assignments Folder Default View

Full Name Empl Nﬁype Organization Position Grade

l ABDALLAH, IESHA R Employee DHA OPERATIONS - B420000 00164 HUMAMN RESOURCES SF |(GS.12
ANDERSON, MATTHEW L. 9692 Employee DHA ACQUISTION MANAGEMENT OFFICE - B - K232000 |00736. CONTRACT SPEC.11477! /G5 .12
ARD. KIMBERLYM M. 10573 Employee DHA PROGRAM OPERATIONS - N384000 01230.HEALTH SYSTEM SPEC. |GS.12
BANKSTOM, CYNTHIA M 3348 Employee DHA PROGRAM OPERATIONS - N364000 33320.HEALTH SYSTEM SPEC.|GS.12
BARMES, GENISE M 3666 Employee DHA OPERATIONS - B420000 00164 HUMAN RESOURCES SF GS5.12
(e |

13. e Selectin the Empl No. column in order to shrink the column to remove the blank space.

e Position the cursor to display a two sided arrows 4—* between the Empl No. column and
the Type column.

o Left click and drag the side of the column heading to the desired size.

Note: An additional option to increase or decrease a column size is to select Folder in the menu bar
and scroll to select Widen Field or Shrink Field. This will increase or decrease the column size by
about the width of 3 letters for each time selected.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 10
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Save Folders

Eile Edit View [IEEY Tools
1% © | New

Save

Delete...

Show Eield.
Hide Field

& Assignme "SI gy

Move Left

Full Nam | 7 Empl No | Type Organization Position Grade | Assignment Nurr|Last Name First Name
IAEDALL/ Mave Down Employee |DHA OPERATIONS - B420000 00164 HUMAN RESOURCES SF|GS 12 |3233 ABDALLAH IESHA

ANDERS Wwiden Fisla Employze |DHA ACQUISTION MANAGEMENT OFFICE - B - K232000 |00736.CONTRACT SPEC.11477!|GS.12 |9692 ANDERSON MATTHEW
ARD. KIN 5prink Field Employee |DHA PROGRAM OPERATIONS - N384000 01230.HEALTH SYSTEM SPEC. |GS.12 |10573 ARD KIMBERLYN
BANKST ghanée Prompt 3348 Employze |DHA PROGRAM OPERATIONS - N364000 33320.HEALTH SYSTEM SPEC. |GS.12 3348 BANKSTON CYNTHIA
BARMES Autosize All... 3666 Employee |DHA OPERATIONS - B420000 00164 HUMAN RESOURCES SF |GS.12 | |3666 BARNES GENISE
« SortDta

View Query.

ResetQuery

Folder Tools

The customized view is prepare and should be saved for future use.

14. | Click on Folder in the menu bar and scroll to select Save As... to display the Save Folder box.
© Save Folder E
Folder |Assignments Folder Org, Pos, Gr12 View
Autaguery
Always Open as Default 15
* Mever ( Public
Ask each time ry
Show Query J
|
Ok I Cancel jl
15. .

Select in the Folder field and enter Assignment Folder Org, Pos, Gr12 View title naming
the customized view.

e Click the radio button for Never

e Click the OK button
Autoquery features:

Options Description

Always Includes the query used in creating the current data display
Never Does not include the query with the folder display

Ask each Time Prompted upon opening the folder to run the query

Ask each time.
Additional features:

Note: For queries that take a long time to run, it may be preferable to set the Autoquery to Never or

Options Description
Open as Default Set to display when the Assignment Folder form is opened
Public Make this custom view available to all

Include Query

Executes the query when displaying this view

Show Query button

Folder Query box displays the query statement

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_
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Eile Edit View Folder Tools Window Help ORAC
= ZVSPI AEDHE R ALADO I H I RS D
Assignments
@ Current © Past  Bgth

@ Assignments Folder Org, Pos, Gr12 View

Full Name |[Empl No/[Type Organization Position |Grade || Assignment Nun{|Last Name First Name Applicant

] 3233 Employee |DHA OPERATIONS - B420000 00164.HUMAN RESOURCES SF (GS.12 3233 ABDALLAH IESHA =1
ANDERSON, MATTHEW L. (9692 Employee [DHA ACQUISTION MANAGEMENT OFFICE - B - K232000 [00736.CONTRACT SPEC.11477:[GS 12 [9692 IANDERSON MATTHEW B
ARD, KIMBERLYN N_ 10573 [Employee [DHA PROGRAM OPERATIONS - N384000 01230.HEALTH SYSTEM SPEC. [GS.12 [10573 ARD KIMBERLYN
BANKSTON, CYNTHIA M (3348 Employee [DHA PROGRAM OPERATIONS - N364000 33320.HEALTH SYSTEM SPEC. [6S.12 (3348 BANKSTON CYNTHIA
BARNES, GENISE M 3666 Employee [DHA OPERATIONS - B420000 00164.HUMAN RESOURCES SF [GS.12 [3666 BARNES GENISE =

T I

The new Folder View displays and is save for future use.

Open a Newly Created Folder

Folder Tools Window Help ORAC
GERSPI AR HL  LBIOE B S ?
Folder -1o]>]
Assignments
@ Current ' Past ' Both

16

@ Assignments Folder Org, Pos, Gr12 View

Full Name HEmp\ Na.HType HOrgamzauon HPos\tlun HGrade ”Ass\gnmem Nurl”\_aat Name HFlrSt Name HAplecam

[ JaBDALLAH, IESHA R] 3233 [Employee [DHA OPERATIONS - B420000 00164 HUMAN RESOURCES SF (G5 12 [3233 [sBDALLAH [ESHA [ =]
[ANDERSON, MATTHEW L. (9692 [Employee [DHA ACQUISTION MANAGEMENT OFFICE - B - K232000 00736 CONTRACT SPEC. 11477: [GS 12 | [9692 |anDERSON [MATTHEW [ N
ARD, KIMBERLYN N. 10573 [Employes [DHA PROGRAM OPERATIONS - N384000 01230.HEALTH SYSTEM SPEC. [GS.12 (10573 ARD KIVMBERLYN
BANKSTON, CYNTHIAM (3348 [Employee [DHA PROGRAM OPERATIONS - N364000 33320 HEALTH SYSTEM SPEC|[6S.12 3348 BANKSTON CYNTHIA
BARNES, GENISE M 3666  Employee [DHA OPERATIONS - B420000 00164, HUMAN RESOURCES SF [6S.12 (3666 BARNES GENISE 5

o s, I

To open previously saved folder view using the folder icon.

16
Click on the Open folder... @ icon to display a list of saved folders views

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 12
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File Edit View Folder Tools Window Help

PO GBS KD H R SO V6 B2
o]
Assignments
& Current ' Past 2 Both
=2 Assignement Folder Default View
Full Name Type Assignment Number Title | First Name
l Open Folder B
Find Assigns
arme Crwiner

erment Folder Default View

o HARDY ROBIN.LOU
Assignments Folder Org, Pos, G2 View

ARDY ROBIM.LOL

Find Cancel

17. e Select a folder name from the list or use the Find search feature
e Click the OK button to display the selected view.

Note: The folder name appears next to the folder icon, indicating the folder currently being
viewed.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_ 13
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Delete a Folder View

File Edit View 1’0

S @

© Assignments [[LaideiEs

= | Assignme

Mew...

Sawve
Save As...
Delete. ..

Show Eield
Hide Field

Move Right
Move Left
Full Mam Move Up
I Move Down

s, Gr12 View

Empl Mo || Type Organizatio

Widen Field
Shrink Field
Change Prompt...
Autosize All..
1l Sort Data. .
View Query...
Reset Query

Folder Tools

18. | Click on Folder in the Menu bar and scroll to select Delete. The Delete Folder box displays.
*x
Find|Assign%
Mame

Assignement Folder Default View

nments Falder Org, Pos

Find

19.

Select the Folder View name to be removed and click the
permanently from the list.

OK button. The name is removed

Result

Congratulations! You have successfully created, modified and deleted custom folder views for the

Assignments Folder option.

Close all forms to return to the Navigator.

DODEA_R12_WI_T&L_Using_View_Folders_Assignment_Folder_
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Folder Tools Toolbar Icon

(7S
Select the Folder Tool L icon in the Tool bar to have access for the following options to use in lieu of
the same options under the Menu bar.

SR

.......

a Opens the Open Folder box to display or Find the
\ﬂy previously saved folder views

~ Open...
= Allows a Save option for a folder view that has
L|E~f| been adjusted to a personalized view

| Save
e Opens the Save Folder box in order to complete
L+ a personalize folder view

_ New...
o Opens the Delete Folder box in order to remove
L-*]K folder views that are no longer necessary

! Delete...

Widen Field allows the column to be increase in
4EF size

. Widen Field
Shrink Field allows the column to be decreased
I'E*l in size
i ! Shrink Field
Opens the Show Field box to allow selecting a
E}i New column to be added to the form view
—| Show Field...
e Immediately removes the column that is selected
Bz in off of the form view
~! Hide Field
« Moves the selected column to the left
Move Left
# Moves the selected column to the right
' Move Right
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