CREATING FOLDERS 

“Quick Reference” Sheet

TO…


DO THIS…

Customize a Folder
· Click on any screen containing the “Folder” icon (most screens are found in HR Navigation  Window (“View/Lists; “View/Histories; and, Workflow Inbox”)
· Open a folder (Note:  At least 1 record needs to be displayed as a result of your query so the system can memorize it).  Query further to obtain specifically-desired information

· Click “Folder/Save As…” from Folder pull-down menu 

· Type in new and unique Folder title and designate desired attributes as needed  Note:  Activating the Public check box will let other users access & use your folder; but only you can modify
· Click OK

Sorting the Data Order


· You must be in a folder that has multiple entries

· Click “Folder/Show Order By”

· Click the Order By button (it has 3 vertical columns) of a data field you want to sort until you get the desired setting (Ascending, Descending, No Ordering).  Note: You will see the setting displayed in the message line
· Click F7, F8 to apply your ordering changes (sorting)

· Click “Folder/Save (or Save As…)”

Customizing the Presentation of Data in a Folder
· Note:  You can change the display layout of the data.  Just:
1. Open a folder

2. Click the Folder Tools icon (the one with a ruler and protractor appearing on top of a manila folder) on the Toolbar

3. Click in any data field you’d like to move or adjust and select the appropriate option to customize your display

4. Click “Folder/Save (or Save As…)”

· Note:  You can also change the column headings.  Just:
1. In a folder, click in a field whose label you want to change

2. Click “Folder/Change Prompt” & type in new data field label

3. Click OK; click “Folder/Save (or Save As…)”

Managing Folder Definitions


· Click the Open Folder button (upper left corner) of the folder window
· Click on the folder name you wish to open.  Click OK

Create a New Folder


· Open a folder & click the Folder Tools button

· Click the New Folder button & type in desired Folder name

· Enter attributes desired in the respective check boxes.  Click OK
· Customize your folder as you may desire

· Click “Folder/Save (or Save As…)”

