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Introduction

The Oracle Financial and Human Resource applications used by RIT include the
Purchasing, Accounts Payable, Accounts Receivable, General Ledger, Fixed Asset,
Human Resources and Payroll modules. In the Oracle training courses, employees who
create and/or approve requisitions, create journal entries, and request and print reports
will learn how to use various features, forms and functions of the Oracle Financial
applications.

Key Point:

In order to access the Oracle applications, you must complete the appropriate form(s) and
be set up in Oracle as a user by ITS. If you will be creating requisitions in the Purchasing
module, you may obtain a copy of the Purchasing Security Access form from the
Purchasing department’s web page:
http://finweb.rit.edu/purchasing/forms/oracleuseraccess.pdf.

If you will be creating journal entries and/or requesting and printing reports, Accounting
will send you a General Ledger Security Access Form or you may obtain a copy from the
Controller’s Office web page: http://finweb.rit.edu/controller/forms.shtml.

Objectives:

After reading through this manual, you will be able to do the following:
e Access the Oracle applications using the Jinitiator browser
Sign-on and exit from the Oracle applications

Choose a responsibility

Switch to another responsibility

Navigate within a window

Use the menu bar

Use the toolbar

Use a list of values

Open a form

Use and customize folder tools

Perform queries to find information

Customize your home page

Perform other useful functions

More Information: http://finweb.rit.edu/controller
The Controller’s Office Web Page is an active page maintained by
Accounting that has a section devoted to the Oracle applications.
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Lesson 1: Access the Oracle Applications

Security within the Oracle applications is based upon your Oracle Applications sign—on.
Your sign-on connects you to your responsibilities, which control your access to various
modules, functions, forms, reports and data.

Obijective:

At the end of this lesson, you will be able sign-on to the Oracle applications, exit from
the applications, choose a responsibility and switch to another responsibility within the
applications.

Key Points:

e If you use a PC, you must download the Jinitiator browser in order to connect to the
Oracle applications. Complete instructions for downloading the browser are located
on the Controller’s Office web page. If you need help, contact Accounting at ext. 5-
2237.

e When you are given access to the Oracle applications, your username will be your
RIT DCE user id.

e You will be given a temporary password to use when you sign-on for the first time.
You will receive a message that your password has expired and you will be instructed
to select another password.

e If you forget your password, you may contact the RIT HELP Desk (475-HELP) to
receive a new one.

Step One: Access the Oracle Applications
Regardless of the module that you wish to access, you will follow this procedure.

Directions:
e Start up your computer.
e Double click on the Oracle Applications short cut located on your desktop.

a
El

Oracle
ApplEations

More Information:
Contact Accounting at ext. 5-2237 if you have questions about the Oracle
applications.
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e When the Oracle Applications sign-on screen appears, enter your user name in the
“User Name” field.

e Enter your password in the “Password” field. To prevent others from seeing your
password, it does not appear as you type it. Do not share your password with
others.

e Click on the “Login” button.

NOTICE: By loaging into this application you acknavwledge that you have read and comply with RIT's Code of Carcluct far Computer and Network Use andl RIT's Information Security Palicy and Standards

Cutage Inforrration:
Hone Schedluedl.

There are known fsses using Intetnet Explarer 7 (1E7) wih the Oracle Appicalions, We are working wih Orack t resalve hese fsues, Lokl unther mkice please do nol Lpgrade ko 167 you use yaur PClo access the Orack Applications, I you have any quesions, plesse conlact F & A Customer Support

Hloer Name s
Passhord ummu\

{Case Sensive)

| Cancel

ot 454405 e he I75 Help Dish 2 wSHELP,

Step Two: Choose a Responsibility

Your home page appears on the screen, listing out all the responsibilities you have access
to.

Directions:

o Select the responsibility you wish to access. A list of functions assigned to that
responsibility will display to the right of your responsibility list.

Definition:

? Responsibility: A level of authority within the General Ledger. Each
responsibility provides a user with access to customized menus within the
RIT Oracle Applications. The responsibility that is selected by the user
during sign-on determines which functions that user will be able to access.
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Logged In A5 SDOE

Worklist ' Favurites

@ Personalize
From Subject Sent ‘You have ot selected any favarites. Please Lee the 'Persanalize” button to set
There are no noffications i this view, Up yaur favertes,

“TIP Yacation Rules - Redirect o auto-respand b notifications,
“TIP WorkIlist Access - Specif which users can view and act upon your notfizations.

Navigator

Personalize ‘

:D Recrutment Ernployee Candiate Please select a responsibility,
[JRIT - GL - COS RPT & [NO - 67000-67099

:D RIT - GL - JOURMAL ENTRY CL %
[ RIT Employee Self-Servics

[

[

[ RIT Purchasing Renuestor
[ RIT Workfiow User

Logout P

e Click the on the function you want to open. For example, click on “Entry” if you
want to create a journal entry.

Logout P
Logged In As SDOE
| Personalize
From Subject Sent ] Entry (Joumals

There are no notifications in this view.
“TIP Yacation Rules - Redirect or auto-resnand to notifications.
“TIP Warklist Access - Specify which Users can view and act upon your natifications,

Navigator
i Persanalize |
[ Regruitment Employee Candidats RIT - GL - JOURNAL ENTRY DNLY
LJRIT - GL - COS RPT & [NG - 6700067099 & Reuests
JRIT - GL - JOURNAL ENTRY ONLY 5 e
CIRIT Employee Self-Gervice 2] Profiles
L RIT Purchasing Requestor
CIRIT Workfiow User Journals

& ey
@ encumbrance

=| Launch Journal W‘Zﬁfd

Logout Prefa
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a Dracle Applications R12 - Microsoft Internet Explorer - |EI il

e A second browser screen will open to load the Java applet. A third screen will
then open the Oracle application. The first screen to open in the applications will
be your Navigator screen. The function’s form will open on top of that. For
example, the “Enter Journals” and “Find Journals” forms opened over the
Navigator screen in the picture below.

File Edit View Favorites Tools Help |”

@Back - O = @ @ \/_:]|pSear:h *Favurites @| 8- i_; @ - I_J ﬂ _.‘3

Address IE https:f,irl2tastbiz.rit.edu,io.q_HTMLJ‘Frmservlet?&co\orScheme=BLUE&serverF\DD=0racIeApphcatians&j G0 | Links **

)

£

= [&] Applet oracle.forms. engine.Main started ,7 ’7 ,7 ,7 E Q Local intranet v

/% IMPORTANT: Do not close this window
Closing this window will cause Oracle Forms-based applications to close
immediately, losing any unsaved data, This window may be minimized safely
ak any time and may be closed once all work in Oracle Forms-based applications
is complete.

Copyright ©19%8, 1999, 2000, 2001, 2002 Cracle Corporation k

=

£ Oracle Applications - DRIT1I - Cloned from PRIT1I on 02-APR-2008

HY I 88 Pl € THE AP 517

=
Batch Status || Source Category Period Batch Name Joumnal | Name Currenc Y Joumal Dehit

-|ol x|

Journal Credit

Mo
cl Mew Batch New Joumnal Find
Review Journal Review Batch Approve
Mew Journal New Batch
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Step Three: Exit the Oracle Applications
Once you have completed your tasks, you should exit out of the Oracle applications. In
order to completely exit out of Oracle you must also sign out of your home page.

Directions:

e On your Navigator screen, within the Oracle application, click on either the close
box in the upper right corner of the Navigator or browser screen, or click on the
“File” menu and select “Exit Oracle Applications”.

£ 0racle Applications - DRIT1I - Cloned from PRIT1I on 02-APR-2008 @
ORACL E'

Help

@ g 1 = 1218 05

AL ENTRY ONLY

[Mew,
QOpen

Save

Saye and Proceed
IWext Btep

Export

Flace on Naviator
7§_ Top Ten List

Lot n a5 2 Different User.
Switch Responsibility.

Print...

Exit Oracle Applications

o Addialog box will appear asking you if you want to “Exit Oracle Applications?”.
Click on the “OK” button.

O3 Caution

ﬁ Exit Oracle Applications?

Cancel
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e Click on the close button in the upper right corner of the Java applet screen.

3 Oracle Applications R1Z - Microsoft Internet Explorer ||:||qé|
File: Edit Wi Faworites Tools Help \? kL
& j E M ; 3 T : S
- - L - - - -
@ EBack. » - (b | p Search NFavorltes @ | E(_% == e ﬂ ‘3
Address |@ https: ) fr12testhiz. rit. edufO8_HTMLjfrmseryletPRcalarScheme—BLLUE&serverApp—0r acleapplicationsa: = | Go | Links
-
Ay IMPORTANT: Do not close this window
Closing this window will cause Oracle Forms-based applications to close
immediately, losing any unsaved data. This window may be minimized safely
at any time and may be closed once all work in Oracle Forms-based applications
is complete.
Clopyright ©12%98, 19%%, 2000, 2001, 2002 Oracle Corporation :I
=
@ applet oracle, forms.engine . Main started gl‘d Local intranet s

e On your home page you exit Oracle by clicking on the word “Logout” at the
bottom of your homepage screen. This will take you back to the sign-on screen,

from here you can close your browser by clicking on the close button in the upper
right corner of the browser screen.

=) Oracle Applications Home Page - Microsoft Internet Explorer

-18
Fle Edt View Favorites Took Help ‘ o
Ty e - i)
- - ¥ ( = -
Q-0 [ 3 B0 Sy @2 3 @ JH
Acress [{] hetps:fjrL2dsbiz it edufOR_HTILOR. 57 OAFunc—ORHOMEPAGERaHRegionApplicaticr Reespld=500; =101 BnawSec Grpld=0atransactioni tpquthTPPes-sbntun.. v | £ Go | Links

Logged In A5 SDOE

Workiist Favorites
Full List Personalize
From Subject Sent Enfry (Journals;

There are no notifications in this view.
“TIP Yacation Rules - Redirect or auto-respond o notifications,
“ITIP Worklist Access - Specify which users can view and act upon your notifications,

Navigator
Personalize
% iRecruitment Ermployee Candidate RIT - GL - JOURNAL ENTRY ONLY
RIT - GL - COS RPT & INO - 57000-67099 @ R e
[/ RIT - GL - JOURNAL ENTRY ONLY ——
[ RIT Employes Self-Service 1| mlilee
[ RIT Purchasing Requestor
[ RIT Wiorkflow User Journals

Entry
Encurbrance
Launch Journal Wizard

Logout Prferences Help
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Note: If you do not click on the Exit icon on your home page, and instead close your
browser in order to leave Oracle, you will remain signed-on to the system. Please be sure
to exit Oracle following the steps above.

Step Four: Switch to another Responsibility

If you have more than one Oracle responsibility, you may select another responsibility
without exiting from the Oracle applications. You will be able to access the forms and
functions of the new responsibility without exiting from the Oracle applications and
signing-on again.

Directions:

e Click on Top hat icon on the tool bar. A “Responsibilities” window will open
displaying the list of responsibilities that you have access to.

e Click on the responsibility name that you want to switch to, and then click the “OK”
button.

Functions

Journals:

Enter Journals

Top Ten List
Requests [
— -

aon=ibilities

- R - PT & IMG - 6F000-67099
RIT - GL - JOURMAL ENTRY OMLY
RIT Employee Self-Service
RIT Purchasing Requestor
RIT WwWaoarkflow User
iFecruitrment Employee Candidate

More Information:

Responsibilities: The most common responsibilities assigned to Oracle
users are: Purchasing Requestor, Report & Inquiry, Journal Entry Only,
and AP Inquiry.
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Summary of Steps to Access and Exit from the Oracle Applications

N =

S

IS

10.

Double click on the Oracle Applications short cut located on your desk top.

Enter your user name and password on the sign-on screen and click on “Login”.
Select the responsibility you want to access. A list of functions assigned to that
responsibility will display to the right of your responsibility list.

Select the function you want to use in the Oracle Applications.

To switch responsibilities within the Oracle Applications, click on the Top Hat icon
on the toolbar.

Select a new responsibility from the list and click the “OK” button.

When you have completed your work in the Oracle application, click on either the
close button in the upper right corner of the browser or Navigator screen, or click on
the “File” menu and select “Exit Oracle Applications”.

A dialog box will open asking if you want to “Exit Oracle Applications?”, click on
the “OK” button.

Close the Java Applet screen by clicking on the close button in the upper right corner
of the screen.

On your home page click on the word “Logout” at the bottom of your homepage
screen to exit the Oracle applications completely. If you do not exit from your home
page correctly you will remain signed-on to the system.

Quick Review
At this point, you have accessed the Oracle applications, selected a responsibility,
switched to another responsibility and exited from the applications.
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Lesson 2: Navigate within a Window

When you sign-on to the Oracle applications and select a Responsibility’s function, you
will go directly to that form when the application opens. The Navigator window also
opens and remains open until you exit the applications.

Obijective:
In this lesson you will learn how to navigate within a window in the Oracle applications.

Key Points:

e Use the Navigator window to navigate to the form where you can perform your work.

e The names of the forms and functions that you can access are located on the left side
of the Navigator window.

e Items on the list may be expanded to provide you with more information. Items that
can be expanded are marked by a (+). Items that are already expanded are marked by
a (-). Items that don’t have either a (+) or a (-) can not be expanded.

e The Top Ten List is a custom list that you can create to give you quick access to the
Oracle functions that you use most frequently. The list appears to the right of the
Navigator menu.

Faldzr Tools Window Help

"} Mavigatar - RIT - GL - JOURMAL ERMTRY OMNLY

Functions

Journals:
Enter Journals

+ Journals Top Ten List

Requests
Profiles
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Directions:

e Select the function that you want to expand, (it will have a (+) in front of it), and click
on the “+” button to the left of the Navigator window.

&% Mavigator - RIT - GL - JOURMAL ERNTRY ORLY

Functions
Journals:
Enter Journals

+ Journals Top Ten List

Reguests
Frofiles

=]
«]

e Select the function you want to collapse, (it will have a (-) in front of it), and click on
the “-“ button to the left of the Navigator window.

A Mavigator - RIT- GL- JOURMAL EMNTRY ORLY

Functions

Jdournals:Entry

|— Journals | Top Ten List

Encumbrance

Launch Journal Wizard )
e

Fequests
Frofiles
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¢ Inyour Navigator screen highlight the function you want to add to your Top Ten List.
e Click on the Add button in the middle of your Navigator screen.

A% Mavigator - RIT - GL - JOURRMAL ERNTRY QMY

Journals: Entry

|_ Jaurnals | TDF:I Ten List
Encumhbrance
Launch Journal Wizard >
Requests

Profiles
]

e The item will be added to the right of the Navigator screen for easy access by you.

& rlavigator - RIT - GL - JOURMAL ERNTREY QML

Functions

Jaurnals: Entry

|— Journals | Tap Ten List
1. Enter Journa[%s

Encumbrance

Launch Journal YWWizard
Requests
FProfiles

Note: You can remove items from the Top Ten List by choosing the item and clicking on
the remove button in the middle of the screen.
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Summary of Steps to Navigate within a Window

1. Select the function you want to expand, and click on the “+” button to the left of the
Navigator window.

2. Select the function you want to collapse, and click on the “-” button to the left of the
Navigator window.

3. Inyour Navigator screen highlight the function you want to add to your Top Ten List,
and click on the Add button in the middle of your Navigator screen.

Quick Review
You now know how to expand and collapse a function on the Navigator window.
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Lesson 3: Use the Main Menu Bar

Once you navigate to an Oracle applications form, a main menu bar appears at the top of
the window. Use the menu to navigate around a form, to edit or retrieve data, or to

perform other functions.

Obijective:
At the end of this lesson, you will be able to use the menu bar to perform various
functions within the Oracle applications.

File Edit Yiew Foldzy Tools Window Help

= %;5) AR “J +:£$ 'a @ & [

'ﬂ" Mavigator - RIT - GL - JOURKAL ERTREY ORLY

Tl e A= s O

Functions

Journals: Entry

I- Journals IUP Ten List
Key Points:
e File Menu: Lets you perform several actions in the Oracle applications.

File | Edit “iew Fuolclzr Tool:

[+ ety
8]s]=1q

Save

Save and Proceed
[Wext Step

Export

Flace on Mavigatar

switch Responsitilit..

Log on as a Different Lser...

Erint...

Close Form
Exit Oracle Applications

=

New... record
Open... menu
Save... data

Save and Proceed... onto next record

Export ... data to a file
Place on Navigator... journal or report

Switch Responsibility... responsibility list

Print... screen

Close Form... current window
Exit Oracle Applications... return to home

page
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e Edit Menu: Use the edit menu to edit your data in the Oracle applications.

Undo Typing... in current field

Undo Typing
' Cut Cut... data in current field
Copy Copy... data in current field
Paste Paste... data just copied
Ejup”cate . Duplicate... from record/field above
Clear ’ Clear... record/field/block/form
Delete Delete... current record
SelectAll Select All... data in form
Deselect Al Deselect All... data in form
SEUIEE- , Edit Field... to make changes to field
Freferences » | Preferences... password/profile

e View Menu: Provides you with options for retrieving records and forms.

Yiew [ Follzy Tools |

Showe Mavigatar .
Show Navigator... screen

al(n [
Find... Find... a specific record
Fir All Find All... records

Query by Example... Enter/Run/Cancel/
Count Matching Records
Record ’ Record... First/Last

Cilery By Example ¥

Translations...

Attachments. ..
SummandDetail
Requests ] Requests... screen
Oracle Training: Navigating through the Oracle Applications 17
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e Folder Menu:  Used to navigate within a form.

Folder Lol Wik
New... folder
e, . -
Open... existing folder

Qpen.. Save... current folder
Eehe Save as... a different folder
Save As... Delete... a folder
Delete...
I — Show Field... that was hidden

O EIEK. Hide Field... that is showing
Hide Field
Mave Right Move Right... one column
Move Left Move Left... one column
flmve g
=N W
Widen Field WiQen F!eld... column w!dth
Shrink Field Shrink Field... column width
Change Prompt... Change Prompt... column header

. Autosize All... column widths

Autosize All...
St Data...
View QL. . View Query... i_n current folder
Reset Quary Reset Query... in current folder
FolderTools | Folder Tools... toolbar

e Tools Menu*:  Lets you perform specific functions in the Oracle applications.

Tools Window Help

Expand... function

Expand Collapse... function

Collapse

Expand Branch.

Expand Branch .
Expand All... functions

Expand All .

Callapse Al Collapse All... functions

Add to List Add to List... of frequently used functions
Remayve from List Remove from list... of frequently used

functions
Function List

Tap Ten List

Close Other Forms... upon opening another
Close Other Eorms

*Note: Items appearing under the Tools Menu are dependent upon the form you are in.
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e Window Menu: Use the Window menu to format and switch screens.

Window Help
Cascade
T o — Cgscade._ .. puts forms on top of each other
Tile Vertically Tile Horizontally... down your screen

Tile Vertically... across your screen
* 1 Mavigator- RIT- GL- COS RPT & INQ - 67000-67094

e Help Menu: Use the help menu to get additional information about Oracle.

Help : .
— Window Help... with current form

Window Help Oracle Applications Library

Qracle Applications Library Keyboard Help
keyhoard Help...

Diagnostics... N/A

Diagnostics ¥
Eecord Histany Record History... of current record
About Cracle Applications... About Oracle Applications

Summary of Steps to Use the Menu Bar

1. Select the function on the menu bar that you wish to access.
2. Select the appropriate function from the pull down menu.

Quick Review

You have now used the main menu bar to perform various functions within the Oracle
applications. You may wish to refer to this information when you use the Oracle
applications in your office.
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Lesson 4: Use the Toolbar

The toolbar is a collection of buttons that you may select to perform specific actions
within the Oracle applications. Each toolbar button replaces a commonly used menu item
(see Lesson 3). Depending on where you are, or what form you are using in the Oracle
applications, a tool bar button may be enabled (indicated by a color) or disabled (grayed
out).

Obijective:
At the end of this lesson, you will be able to use the tool bar to perform specific functions
in the Oracle applications.

Find Save Close Form  Copy Erase Edit Folder Tools

v v S SR B v

HY0 I 8SP I RO EH A D Q5

?
I ot 1 ot

New Show Print Cut Paste Delete Attachment Help
Record Navigator

Key Points:

e Toolbar icons serve as action short-cuts for specific menu items.

e Use your mouse to select a specific tool bar button.

e Each button performs a specific action that is designated on the icon.

e Move the mouse over the button to get a one-line hint about the function it performs.

e Message line: A text line that displays information, warnings or hints.

e Status line: Indicates status information about the current window or field including

error messages.
e |cons:
e Green Plus Sign: Insert new record
Flashlight: Find
Compass: Brings back Navigator window
Yellow Disk: Save
Arrows across: Next Step
Printer: Print the current screen
Folder: Closes current form
Scissors: Cuts data in current field
Double documents: Copy data in field
Document: Paste data into field
Pencil & Eraser: Clear record (data remains in database, just clears form)
Red X: Delete record
Pencil and Paper: Edit field-popup window showing everything in field
e Folder with arrow: N/A

Oracle Training: Navigating through the Oracle Applications 20
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Globe: N/A

Paper clip: Attachment

Folder Tools: Changes the appearance of a form
Question mark: Help with current form

Summary of Steps to Use the Tool Bar

1. Double click on the specific tool bar icon to access its functions.

Review

The tool bar functions allow you quickly to perform specific functions within the Oracle
applications.
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Lesson 5: Use a List of VValues

A list of values provides you with a powerful, easy-to-use data entry method that
increases your accuracy and productivity. It allows you to enter data quickly and easily
by allowing you to choose data from an online list.

Obijective:
At the end of this lesson, you will be able to select data from a list of values.

Key Points:

e Saves keystrokes.

o List of Values message displays on the status line at the bottom of your screen, when
the cursor is in a specific field that indicates a list is available

Fecord: 111 y List of Walu...
S — ™

Directions:
e Place your cursor in a field that has an associated list.
e Click on the “List of Values” field to the right of the current field.

O Parameters

Ledger | (30D Fochester Institute o7 T o=hni

Repart | JFE

=TGN FER 08

Currency

Rounding Option

o Scroll down the list of values that appears, and select the correct value.
e Click on the “OK” button.
e The value that you select will populate the field.
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Report

Firvct

Feport | Description

ACKMT FY 2002 Dept Stmt

ACMT Fv 2003 Dept Stmt

ACKMT FY 2004 Dept Stmt

ACMT FY 20058 Dept Stmt

ACKMT FY 2006 Dept Stmt

ACMT Fv 2007 Dept Stmt

ACMT Other Projects stmit ACMT Project Staterments

ACMT REW F EXP YTD SUMMARY ACMT REY S EXFPEMNSE YTD SUMMARY

ADI CARPITAL EQUIPMENT STMT Capital Equiprment Staterment with Beg. Bal. and PjTCY

ADI CAPITAL EQUIPMEMT SUMMARY CAPITAL EQUIPMEMNT EQUIPMEMNT DIWISICHAL SLIM
AGERNCY PROJECT STATEMERNT AGERNCY PROJECT STATEMERT

AHT budget comparison - natur budget comparison - natural

AHT - Budcomp revenue Budcomp revenue

AHT - EMTITY SUIMMARY EMTITY SUIMMARY

AHT - NTID ARMNUITY FURNDS MNTID AMMULITY FUNDS

er [nstitute of Techno

Note: To shorten the list of values, enter the first few characters of the value that you
want to select and click on the “Find” button. The list shortens to include those items that
begin with the character you entered.

Report

Find (e

Report | Description

RIT- ALK MNAT DEPT STMT Auxiliary Dept Stmt by Matural Category

RIT- AL Stmt

2 T- Diep erment

RIT-CAPITAL EQUIPMEMNT STMT. |  Sapital Equipment Staternent with Beg. Bal. and PJTD Deta
RIT-OFERATING TRIAL BALAMNCE TRIAL BALAMNCE WITH FRIOR YEAR
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Summary of Steps to Use a List of Values

Place your cursor in a field that has an associated list of values.
Click on the “List of VValues” field to the right of the current field.
In the list of values that appears scroll down and select a value.
Click on the “OK” button.

The value that you selected will populate the field.

arwE

Quick Review
The list of values allows you to enter data quickly and easily by choosing data from an
online list.
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Lesson 6: Open a Form from the Navigate Window

To use the Oracle applications effectively you need to understand how to navigate from
one form to another.

Obijectives:
At the end of this lesson, you will be able to open and close forms, and return to the
Navigate window.

Directions:
e Select the form you want to open by clicking on it in your Navigator screen.
e Click on the “Open” button.

A% M avigator - RIT - GL- COS RPT & ING - 6G7000-670599

Functions

Reports

Standard report submission

|+ maunﬁ | Top Ten List

+ Other
Financial

e The form you selected will open.
e To return to the Navigator screen either close the form by clicking on the “X” in the
upper right corner of the form, or click on the Show Navigator icon on your toolbar.
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Standard report submiss i
© Submit a Mew

+ Inguir
m What type of request do you want to run?

+ Other
Financial

 submit an individual request.

® Heguest Set

ou to submit a pre-defined set of

Cancel

Note: You can also open a form by double-clicking on the name rather than clicking on
the “Open” button.

Summary of Steps to Open a Form from the Navigate Window

=

Highlight the form you want to open in your Navigator screen.

Click on the “Open” button.

3. Click on the “X” in the upper right corner of the form to return to the Navigator
screen.

N

Quick Review
In this lesson you learned how to open a form from the navigate window.
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Lesson 7: Use and Customize Folder Tools

The Folder Tools function on the toolbar is a collection of icons that replicate some of the

functions on the Folder menu.

Save Folder New Folder

S Faolder Toals

—— .r_ ’ —
Open Folder —» E! <4— Delete Folder

Widen Field — nu E. [, |« Hide Field

Shrink Field Show Field

Move Field —> <+—— Move Field to
to the Left the Right

The following instructions will demonstrate the different functions available in the Folder
Tools using the Account Inquiry function.

Directions:
e Switch to the “RIT — GL — COS RPT & INQ — 67000-67099” responsibility.

e Select “Inquiry” and click on the “Open” button.

e Select “Account” and click on the “Open” button.

e Inthe “From” field type “Jul-07”, in the “To” field type “Feb-08"

e Place your cursor in the “Accounts” field. When the “Find Accounts” window opens,
type “67000” in the Department segment’s “Low” and “High” fields.

e Type “73150” in the Object segment’s “Low” and “High” fields.

e Type “00000” in the Project segment’s “Low” and “High” fields.

e Click on the “OK” button.

e Click on the “Show Balances” button.

Frirmary Balance Type
- Actual
T Budget

High

67000

F3150

Show Balances Show Journal Details - o

.
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To hide a field on a form:

e To hide a field in a form, click on the “Folder Tools” icon on your toolbar.

e When the Folder Tools toolbar appears, place your cursor in the column you want to
hide and click on the “Hide Field” icon on the Folder Tools toolbar. The field that
you selected (PTD Converted) is no longer displayed.

File Edit Yiew Folder '_'_ Window Help

unt Inguiry O Folder Tools

BEEREA

O Detail Bal:

oy Typ R

El

Period Currency PTD PTD Converted .- anverted
JUL-O7 UsD 317 34

AUG-O7 UsD 1,1158.23 4 526.40

SER-07 UsD 849263 13012.03

OCT-07 UsD 5911.31 18 930.34

NOW-07 UsD (500.00) 18 430.34

DEC-07 UsD 0.00 18 430.34

JAN-05 UsD {1,700.00) 16,730.34

FEE-08 UsD 0.00 16,730.34

To show a field in a form:

e To show a field in a form, place your cursor in the field before where you’d like the
new field to appear and click on the “Show Field” icon on your Folder Tools toolbar.

e A List of Values appears listing the various fields to choose from. Select the field
you want to show and click on the “OK” button. The new field that you selected
(PJTD) is now reflected on the form.

Folder

%@I@+++\J%®I>ﬂ€ Bl <=

= Account Inguiry (RIT)

x| LED 25T 2

© Folder Tools
& Detail Bala

Currency Type [LEl

Currency PTD ¥ TD ¥TD Converted
USD 341117 341117
UsD 1115823 4 526.40
UsD 5.492.63 13019.03
UsD 2911.31 18,930.34
USD (500.00) 158,430.34
UsD 0.00 18,430.34
UsD {1,700.00) 16,730.34
UsD 0.00 16,730.34
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| Show Field

| ind
Field
Account
Account Description
Converted Credit
Converted Dehit
Credit
Crehit
Ledger
Ledger Currency

PJTD Converled
FTD Converted

QT

QTD Converted

IR Y T I I

Currency PTD Y¥TD
UsD 341117 341117
UsD 1,115.23 4.526.40
UsD 8,492 B3 13,019.03 138,683.34
UsD 5911.31 18,930.34 144 594,65
UsD {500.00) 18,430.34 144,094.65
UsD 0.00 18,430.34 144,094.65
UsD {1,700.00 16,730.34 142 394,65
UsD 0.00 16,730.34 142 394,65

To widen or shrink a field width:

e Place your cursor in the field you want to adjust and click on either the “Widen Field”
or “Shrink Field” icon on the Folder Tools toolbar.

e Continue to click until the field is the desired width.

3
S

[ 7]
Currency FTD Y¥TD
ush 34117 34117 129,075.458

LISD 1,115.23 452640 130,190.71
LUsD 3459263 1319.03 138 6583.34
LsD 2511.31 18,530.34 144 594 B5

LISD (500.00) 18 430.34 144 094.65
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O Detail Balances (RIT)- 01.

Balan

To save a folder:

Once a form displays information in the desired format, you may save the format as a
folder to use with that form whenever you open it.

e Click on the “Save Folder” icon on the Folder Tools toolbar.

Help

28 S @8 e

x | LD L% 2

O Folder Tools X

1000.00000 @K
curency Tyze I (2Y EENEIED

FTD Y¥TD

T
o)

Currency

USD 341117 341117 ]
USD 1115.23 4,526.40 130,190.71.

USD 849263 13,018.03 138 56334

OCT-07 | USD 5911.31 18,930.34 144 594 55
USD (500.00) 18,430.34 144,094 55

|usD I 0.oo| 18.430.34) 144,094 55|

e When the Save Folder window opens, name the folder in the Folder field. Call it
something that’s meaningful to you. (In this example we called the Folder PTD,
YTD & PJTD VIEW.)

e Check “Open as Default” if you want this folder definition to open as your default
each time you open this form.

e Check “Public” if you want other Oracle users to be able to use to your custom folder
definition. Other users may use it as their default folder, but only you can change it.

e Click the “OK?” button to save the folder.
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) Save Folder

FREEESETD, YTD & PJTD WIEWY

Autoguery
as Default

i [

SN E! S 1 el BN

oo Clyery

X

Summary of Steps to Use Folder Tools

1. Click on the Folder Tools icon on the Tool Bar.
2. Place your cursor on the function that you want to access.

Quick Review

In this lesson, you learned how to use folder tools to perform various functions on a form
such as widen a field, shrink a field, move a field to the left or right, hide a field, show a
field, or save a custom folder.
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Lesson 8: Perform Queries to Find Information

Queries allow you to retrieve records based upon criteria you specify. There are two
different types of queries: Find and Query by Example/Enter or Run.

Directions:

e Switch to the “RIT — GL — JOURNAL ENTRY ONLY™ responsibility.
e Select “Journals” and click on the “Open” button.

e Select “Entry” and click on the “Open” button.

To use Find:

e A Find window will open called the Find Journals screen. A Find window allows you
to enter more than one variable and query on it.

e In the Find Journals window you can enter the entire journal batch name into the
“Batch” field and click on the “Find” button. You will retrieve only that batch.

o If you only enter part of the batch name with a wildcard character (‘%) sign after it,
and click on the “Find” button you will retrieve all of the batches that begin with
those characters in that period. You can reduce the list by entering the period if you
know it. In our example we use “SEP-07".

e By entering “Posted” into the “Posting” field you can query on your batches in that
period which are posted.

O Find Journals

Batch

Journal

Ledger

Perind  [Ei=lEiF
Categary Currency

Status Control Tatal

ST Fosted Batch
Funds gJ Journal
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© Enter Journals (RIT)

Category Period Batch Name Journal Marne Currency Journal Dehit
| Manual Adjustment |SEP-D7  [670ECMO906-00 B70ECMO908-00 UsD 2,208.47
Pasted IManual Adjustment  |SEP-D7  [670ECMOS07-00 F7OECMO907-00 usD 212957
Posted Manual Adjustment  |SEPD7  [670ECMO910-00 B7OECMO910-00 UsD 478,59
Posted Manual Adjustment |SEP-D7  [670ECMO911-00 B7OECMO911-00 UsD 557.74
Pasted IManual Adjustment  |SEF-07  [670ECMDS28-11 B7OECMO925-11 1,155.00
Posted Manual Adiustment  |SEPD7  [670ECMO928-12 B7OECMO928-12 UsD 116.10
Posted Manual Adiustment |SEP-D7  [670ECM1002-00 B7OECM1002-00 UsD 8,137.3
Posted [Manual Adjustment  (SEP-07 |670ECM1003-00  |l570ECMI003-00 2,393.61

4

e Click on the “Clear” button to clear the current search criteria from the Find window
SO you can enter new search criteria.

e In order to open a Find window choose “Find” from the “View” menu or click on the
Flashlight icon on the toolbar.

o If alist window appears, select the record you want to retrieve and click on the “OK”
button to retrieve the record into your current block.

Note: Clearing the Find window does not clear the records retrieved in your current
block, only the conditions of your query in the find window. If you want to clear the
records in your current form, you must choose “Clear” / “Block” from the “Edit” menu,
while your cursor is in that form or perform another search in the Find window.

e Choose New to enter a new record in your current form if your search finds no
matching records.

Note: The New button exists only if the current form allows you to enter new records.

The Find window remains open even after you perform a search. You can return to the
Find window by clicking on it (if visible), using the Windows menu, or choosing Find
again. When you are finished, or when you want to cancel Find, click on the close button
in the upper right corner of the Find window.
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To use Query Example / Enter or Run:
e Click on the “View” menu in the Enter Journals screen.

e Select the “Query By Example” menu, and on the drop down menu that appears click

on “Enter”.

File Edit

|B70ECHMOZ06-00

||B70ECMO906-00

Post Record y E““ | SEP-07 |670ECMO907-00  |E70ECKMOS07-00
AMCE
Past Tyopajations,. = — SEF-07  |67OECMO910-00 |E70ECKOZ10-00
Post ttachiments. . EhewlLastiCriteria SEP07  |EFOECMD91100  |B70ECMOS11-00
Count WMatching Records |
Post o, Dt : EEP-07 |G70ECMO928-11  ||670ECMO0928-11
Post Adjustment  |SEP-07  |B70ECM928-12  |[B70ECMO328-12
Reguest -
P05t e rererrrere— Adjustment  |SEP-07  |B7OECMI002-00  ||[670ECK1002-00
Postad |Manual Adjustment  |SEP-07  |[670ECM1003-00  ||670ECM1003-00

e Enter the data you want to find in the blank form. If you want to search for more than
one record of data you can use the “%” as a wildcard as seen in the example below.
We are querying up all batches with Batch Names beginning with “670” in the period
of “SEP-07".

@GPl 8 e 1L 512

Period Journal Name Journal Dehit

SEP-07]

Batch Mame
670%

Source Category Currency

e Click on the *View” menu again, select the “Query by Example” menu and click on
“Run”.

w Folder Tor

Shovy [Mavigatar
Z00rm

Find..
Fird Al

ample  HESEEE

Record ¥

cancel

A Translations...

| attachments.. Show Last Criteria

Count Watching Records [——

< Requests || ||
1L | 1L |

1 BurnrmaryDetail

e —

Ll
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© Enter Journals (RIT)

Category Period Batch Name Journal Marne Currency Journal Dehit
| Manual Adjustment |SEP-D7  [670ECMO906-00 B70ECMO908-00 UsD 2,208.47
Pasted IManual Adjustment  |SEP-D7  [670ECMOS07-00 F7OECMO907-00 usD 212957
Posted Manual Adjustment  |SEPD7  [670ECMO910-00 B7OECMO910-00 UsD 478,59
Posted Manual Adjustment |SEP-D7  [670ECMO911-00 B7OECMO911-00 UsD 557.74
Pasted IManual Adjustment  |SEF-07  [670ECMDS28-11 B7OECMO925-11 1,155.00
Posted Manual Adiustment  |SEPD7  [670ECMO928-12 B7OECMO928-12 UsD 116.10
Posted Manual Adiustment |SEP-D7  [670ECM1002-00 B7OECM1002-00 UsD 8,137.3
Posted [Manual Adjustment  (SEP-07 |670ECM1003-00  |l570ECMI003-00 2,393.61

4

e To save this query and have it run each time this form is opened, click on the Folder
Tools icon on your Oracle toolbar. The Folder Tools toolbar will open.

e Click on the “Save Folder” icon. The Save Folder window will open.

Enter a Name for the query and view in the Folder field.

e |If you want the query to run automatically when the form is opened select “Always”
in the Autoquery region. If you want the Oracle to prompt you every time select “Ask
each time”.

If you want the query to be your default form, select “Open as default”.

e Click on the “OK” button to save the folder.

O Save Folder

S COS QUERY

Inen as Default

W Public

L ach time ®lInclude Cluery

O Folder Tools

g@ ohow Cluery

* *
G . . Ance
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Summary of Steps to Perform Queries
1. Click on the Flashlight icon on your toolbar, a “Find” window will open.
2. Enter the data you want to find and click on the “Find” button.

Or

Place your cursor in the region you want to perform a query.
Select “Enter” under the “View” / “Query By Example’ menu.
Enter the data you want to find.

Select “Run” under the “View” / “Query By Example” menu.

Eal AN

Quick Review
In this lesson, you learned how to query or find information such as journal entries and

journal batches.
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Lesson 9: Other Helpful Hints

Item 1: Change Oracle Password

When you first sign-on to the Oracle applications, you will receive a message that your
password has expired. A window will open allowing you to change your password. You
may change your password at any time while you are signed-on to Oracle using the Edit
menu in the Navigator window.

Directions:
e From the “Edit” menu in the Navigator screen, select “Preferences” and click on
“Change Password”.

» Edit Wiew Foldar Tools Window Hel

A Undo Typing

Gut - JOLURMAL EMTRY

: Loy
Faste
J Duplicate F

Clear e

Select Al
| Deselect Al

ourhial Wizard
| Edit Field...

Change Password...

N Profiles

e A Password Update window will open. Enter your old password on the first line and
a new password on the second and third line. Click on the “OK” button to save your
changes.
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Item 2: File / Print

You may use the File / Print function to print an Oracle form, or window to your desktop
printer (rather than on the printer that is networked and registered for Oracle reports).

Directions:
o If you want a “screen print” of a form that you are looking at in the applications, be

sure that you can see all of the data that you want to print on your screen.
e When you are ready to print, select “Print” from the “File” menu.

File | Edit Folder Toaols

B

i
apen

bSO P AN L ADD 2512

Save
Saye and Proceed Categaory Period Journal Name Journal Debit Journal Credit
Nex:Step Gl Adiustrment  |SEP-07 ||670ECMOSOB-00 |67OECMOS06-00 2,208.47 2,208 47
Export
;T::E on Navigatr H Adjustment  |SEP-07  |e70Ecmoscr0n |e7oEcmoscron JusD 2,129.57 2,129.57
H Adjustment  |SEP-07  |e70Ecmozioon |e7oEcmosioon  fusD 478.59 47859
'g°gt°::5aD'ﬁeLEI”;USE“ L Adustment  |SEF-07 |G70ECMOS11-00  |G7DECMOS11-00  |USD £57.74 £57.74
switeh Responsibili
[ Adjustment  |SEP-07  |670Ecmosza-1 |e7OECMOZa1 JusD 1,155.00 | 1,155.00
M_LI Adjustment  |SEP-07  |670Ecmosza-i2 |e7oEcMoszaiz JusD 116.10) 116.10
Close Farm H Adjustment  |SEP-07  |e7oEcwmioczon |eroEcwioozon JusD 8,137.36 8,137.36
ExitOracle Applications | Adjustment SEF-07 |67DECM1003-00 |670ECH1003-00 lusD 2,393.61 239361
e When the Print window opens, select the printer.
H [1] H ”
Click the “Print” button.
print x|
[f'general r Page Setup r Appearance |
Print Service
Hame: |HF' DeskJet 950CHA52C10959C |v| | Properties... ‘
Status: Accepting johs
Type:
Info: []Print To Eile
Print Range Copies
® Al Humber of copies: 1 E
¥| Collate
i) Pages To =
| Pﬁ"thJ| Cancel |
L
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Item 3: Record History
Information about who created a record is available by using the “Record History”

function.

Directions:
e Select the record you are inquiring about.
e Choose “Record History” from the “Help” Menu.

Eile Edit View Foldzr Tools Window Help

E S | (o &) & P || window Help
= . OracleApplications Library
Kevhoard Help...

O Journals (RIT) - GYOECKMO906-00

m Diagnostics
Journal

Eecord History

Description
About dracle Applicatiun

Ledger
. ! ittt B e G- SEP-2007

e The Batch in the example below was created by user ECMSSE, and updated by
GPMATG. The “Updated By” information reflects information about the last user
who accessed the record. It is usually the Accounting Office since they post all
journals created by Oracle users. To find out the identity of the user from the user id,
contact the Accounting Office.

© About This Record

reated By: ECMSSE
Creation Date: 06-3EP-2007 03:52:53
Table Mame: GL_JE_HEADERS %
Updated By: GFMATG

Update Date: 24-5EP-2007 08:24:21
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Item 4: About Oracle Applications

The About Oracle Applications function on the “Help” menu provides Product
information such as the version of the Oracle Applications that you are using. It also
provides Login information such as the responsibility you are currently signed in as, your
Oracle user id and the Application you are signed-on to.

© Ahout Oracle Applications

Dracle Applications

Copyright () 2004 Oracle Corporation,
Redwood Shores, California.

Al Rights Resereed.

Login

Site : TRIT11 12.0 MMigration Instance

Application : General Ledger

Responsihkility : RIT - GL - JOURMAL ERNTRY ORLY
Security Group @ Standard

User Mame : SDOE

Databhase Server

S 10.Z2.0.2.0
Dracle Anolications

Item 5: Customizing your Home Page

Your Oracle Home Page will open once you click on the “Login” button on the Oracle
Applications sign-on screen. In the “Navigator” section of your home page will be a list
of the responsibilities you have access to.

On your home page you have the option of adding other pages, a Favorites page for
example where you can keep a list of your favorite web sites.

Directions:
e On your home page, in the “Favorites” box, click on the “Personalize” button.

Logged In As SDOE

‘Waorklist  Favorites

| Full List Personalize
From Subject Sent fou have not selected any favorites. Please use the Pt ! hutton

There are no notifications b this view. Up yaur favarites,
“TIP Yacation Rules - Redirect aor auto-respand to notifications,
“TIP Warklist Access - Specify which users can view and act Lpan your notifications,

Navigator

| Personalize

|J IRecruitment Employee Candidats Please select a responsibility.
i_J RIT - GL- COS RPT & INO - 67000-67099

[ RIT - GL - JOURNAL ENTRY. ONLQ
[ RIT Employes Self-Service

[ RIT Purchasing Renuestor

[ RIT Workfiow User

Logout Prefers

Oracle Training: Navigating through the Oracle Applications 40
Revised February 2008



e The “Customize Favorites” window will open. To find a function that you want to
add to your Favorites list, select the responsibility that uses this function from the list
of values in the “Responsibility” field in the “Search and Select” section. Click on
the “Go” button to search for the function.

Customize Favorites

[cocel] oy

Search and Select
Function Prompt [Erter T (LT - G- JOURNAL ENTRY OHLY

Destription |Enter Jourmal Enfry GIJE

Select Function Prompt Description Menu Hierarchy Responsihility
Mo search conducted,
Selected to Display
TIP A favorite may not be updateable if the resonsbility from which that favorite was criginally added i ot avaleble from the current server hierarchy ar is expired
Maove
Select Up Down  Favorite Description Responsibility URL
Mo results found,

| Add URL

, Oracle. All ights resened.

Horne Logaut Preferences

e Select the function from the list of functions that appears by clicking in the Select
checkbox to the left of the function name. Click on the “Add” button.

Customize Favorites

Search and Select

Function Prompt Responsibility |RIT - (2L - JOURNAL ENTRY ONLY j

Description. | M

Select Functions: | Add

Selact All | Select None

Select Function Prompt Description Menu Hierarchy Responsibility
W Entry Enter journals Journals RIT - GL - JOURNAL ENTR'Y ORLY
" Encumbrance Enter encumbrances Journals RIT - 2L - JOURNAL ENTRY ONLY
" Requests Concurrent Requests: View Form RIT - GL - JOURMAL ENTR'Y ONLY
" Frofiles Frofile User Yalues Form RIT - GL - JOURMAL ENTRY ORLY
" Launch Journal Wizard Journal Wizard Launch page RIT - GL - JOURMAL ENTRY ORLY
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e Click on the “Apply” button to make the change permanent.

Customize Favorites

Search and Select

Function Prompt Resporisibility [RIT - GL - J0URNSL ENTRY ONLY =

Description | | Go

Select Functions: | Add

Select 4l | Select Mone

Select Function Prompt Description Menu Hierarchy Responsibility
I Entry Enter journals Journals RIT - GL - JOURNAL ENTRY CNLY
T Encumbrance Enter encumbrances Journals RIT - GL - JOURMNAL ENTRY OMLY
™ Requests Concurrent Requests: Yiew Form RIT - GL - JOURNAL ENTRY CNLY
T Profiles Profile User Yalues Form RIT - GL - JOURMNAL ENTRY OMLY
™ Launch Journal Wizard Journal Wizard Launch page RIT - GL - JOURNAL ENTRY OMLY
. Selected to Display.

“TIP A favorite may not be updateable if the respansibility from which that favorite was originally added is not available fram the current server hierarchy or is expired,

Select Favorites: | Remove

Select All | Select MNons
Move
Select Up Dovin Favorite Description Responsibility URL

® Entry (Journals) Enter journals RIT - GL - JOURNAL ENTRY OLY

| cancel (App’l’\,'ei

e Your home page now appears with the function listed in the “Favorites” section.
Now no matter what responsibility you have selected in the “Navigator” section you
can easily get to this function by clicking on it in your Favorites list.

Logged In A3 SDOE

Workst |

Full List Personalize
From Subject Sent @ Eny Juumal?
There are rio notifications in this view.

#TIP Vacation Rules - Redract or auto-respond t notifications,
TIP Warklist ccess - Specify which users can view and act uon your notifications.

 Navigator
| Personalize ]

\:I Recruitment Emplovee Candidate RIT - BL - JOURNAL ENTRY ONLY
CIRIT - & - COS RPT & IN - 7000-67099 El
= eQuests
\_J RIT - GL - JOURNAL ENTRY ONLY & rui
CRIT Emplotee Self-Service Profles
LI RIT Purchasing Requestor
CRIT Workfiow User ]Eurnals

3 Enry

@ Encurrbrance
E Launch Journal Wizard

Oracle Training: Navigating through the Oracle Applications 42
Revised February 2008



Item 6: Changing Your Window Color Scheme
The default color scheme for the Oracle applications is blue. You can change this by
changing your personal profiles.

Directions:
e While in the Oracle applications select the “Edit” menu from your menu bar.
e Click on “Preferences” and then “Profiles” from the drop down menus that
appear.

Z  oOracle Applications - DRIT1I - Cloned from PRIT1I on 0Z2-APR-2008

Folclzr Tools WY

Undo Typing

N Ut
oy
Easie
Cuplicate

Clear
Celete | Top Ten List

Sealect All

|l meselect Al brance

Journal Wizard

1 Edit Fieldl..

4 Change Password. .
Erafiles

e When the “Personal Profile VValues” window opens click on the flashlight icon on
your toolbar.

Default %alue
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e The “Profiles” window will open. Type “Java color%” in the “Find” field, and
click on the “Find” button.

Profiles

dfavacoofy
Profile Matme a

@l : Perform Inflation A tment
CABM Analyzer Help
- ABM Help

- Dark Caolar RGE String
sdava Currency Farmat String

s Java Date Format String

s Java Date-Time Farmat String
s Java Mumeric Format String

s Light Colar RIGE String
cLook And Feel Class
CMedium Color RGE String

. ORB Gatekeeper [OR

. L = =

e The profile “Java Color Scheme” will show up on the list. Click the “OK” button.

Cancel
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e Click on the List of VValues button in the “User Value” column to see a list of
available colors.

al Profil

_ Profile Mame

titanium

o Select the color you want from the list and click the “OK” button.

lar Scheme

Java Calar Scheme
blue

khaki

olive
 purple

red

SWiEn

teal

titanium

3D

e Click the Save icon on your toolbar to save your changes. Your changes will take
effect the next time you login to the Oracle applications.

(=1]]

PO I FM o BSPIROME LD DG

_ Profile Mame Default %alue
| Java Color Scherme
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	Summary of Steps to Navigate within a Window 

	  Lesson 3: Use the Main Menu Bar 
	 File Menu: Lets you perform several actions in the Oracle applications.  
	 
	               
	 
	 
	New… record 
	Open… menu 
	Save… data 
	Save and Proceed... onto next record 
	Export … data to a file 
	Place on Navigator… journal or report  
	 
	Switch Responsibility… responsibility list 
	 
	 
	Print… screen 
	 
	 
	 
	 
	Undo Typing… in current field 


	 
	Cut… data in current field 
	Copy… data in current field 
	Paste… data just copied 
	Duplicate… from record/field above 
	 
	Clear… record/field/block/form 
	Select All… data in form 
	 
	Edit Field… to make changes to field 
	 
	Expand… function 
	 
	Expand Branch. 
	Expand All… functions 
	Collapse All… functions 
	 
	 
	 
	Summary of Steps to Use the Menu Bar 
	Quick Review 

	The toolbar is a collection of buttons that you may select to perform specific actions within the Oracle applications.  Each toolbar button replaces a commonly used menu item (see Lesson 3).  Depending on where you are, or what form you are using in the Oracle applications, a tool bar button may be enabled (indicated by a color) or disabled (grayed out). 



