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Using the Workbench

Chapter

Introduction

Mercury IT Governance Center provides two areas where the user can interact
with the product: the standard interface and the Mercury IT Governance
Workbench. The standard interface uses HTML and Javascript to provide users
with access to the key areas of functionality. The Workbench is a Java applet
designed to help application administrators, product configuration experts, and
Power Users perform advanced configuring and processing tasks, such as
creating entities (like Request Types, Object Types, and Workflows). The
Workbench can also query detailed information on specific entities, such as a
particular Package.

Use the Workbench to:

e C(Create and configure entities, such as Request Types, Object Types, and
Workflows.

e Define Environments for distribution and deployment processes.

e (Configure field validations and logic.

e C(Create Project plans in Mercury Project Management.

e Set user access and security through licensing and entity configuration.

e (Create custom Reports and synchronize them with the Reporting Meta
Layer.

e Manage instances using the Migrator Object Types.

About This Document

This guide describes how to navigate and use the Mercury IT Governance
Workbench. Each chapter covers a specific topic on navigation or usage:

Introduction 1
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Key Concepts Provides the general concepts of the Workbench. This
includes screen groups and screens, workbenches and
detail windows.

Using the Describes navigating to specific detail windows in the
Workbench Workbench and explains regional and other settings
configured in the Workbench.

Field Formats Lists the field formats of the Workbench. This includes

information on all of the fields, lists, and buttons found
in the Workbench.

Intended Audience
The intended audience for this document includes:
e Users of the Workbench
e Managers who create and manage Requests, Projects, Packages and Tasks
e Managers who create and manage Calendars
e Business configuration experts who model their processes

e System and application administrators responsible for Environments
configuration

Document Conventions

Table 1-1 lists the types of conventions used in this document.

Table 1-1. Document conventions

Convention Description Example

Button, menu, tabs Names of interface components that can be Apply button
clicked (such as buttons, menus, and tabs)
are shown in bold.

2 Introduction
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Table 1-1. Document conventions [continued]

Convention

Description

Example

Fields, Windows, Pages

Names of windows, fields, and pages are
shown as displayed.

New Request window

examples of related procedure.

Code Code input and output are shown as CauchoConfigFile
displayed. C:/ITG_Home/conf/
resin.conf
Link Linked URLs, filenames, and cross references | www.mercury.com
are shown as blue italicized text.
Variable Variables are shown as italicized text. ITG_Home/bin directory
Note Used to identify note boxes that contain
additional information.
Caution Used to identify caution boxes that contain
important information. Follow the instructions
in all caution boxes, failure to do so may result .
: Caution
in loss of data.
Example Used to identify example boxes that contain

Excmple

Additional Resources

Mercury Interactive provides the following additional resources to successfully
use Mercury IT Governance Center:

o Related Documentation

e  Customer Support

o FEducation Services

Related Documentation

The Library includes additional documents related to the topics discussed in
this guide. Access the Library through the Mercury ITG Center online help.

Introduction 3
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Using the Dashboard This document provides details for defining
and configuring the Mercury IT Governance
Dashboard and custom Portlets.

Security Model Guide and This document presents an overview of the
Reference data security model and provides instructions
for controlling access to different entities.

Customer Support

Customer support and downloads for the Mercury ITG Center and additional
product information can be accessed from the Mercury Interactive Support
Web site at http.://support.mercuryinteractive.com.

Education Services

Mercury Interactive provides a complete training curriculum to help you
achieve optimal results using the Mercury IT Governance Center. For more
information, visit the Education Services Web site at http://www.merc-
training.com/main/ITG.

4 Introduction
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Chapter

Key Concepts

This chapter defines common concepts and terms used in the Mercury IT
Governance Workbench. Understanding these concepts and terms is necessary
when using the Workbench.

This chapter covers the following topics:

Screen Groups and Screens
Entity Workbench
Detail Windows

Workbench Menu Navigation

Screen Groups and Screens

Screen groups are the major functional components of the Workbench. A
screen group can be product specific or support common functionality.
Mercury IT Governance Center administration and configuration functions are
performed in the Workbench.

This section covers the following topics:

Screen Group Overview

Demand Management Screen Group
Project Management Screen Group
Change Management Screen Group
Time Management Screen Group

Dashboard Screen Group

Key Concepts 5
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e Environments Screen Group
e (Configuration Screen Group

e System Administration Screen Group

Screen Group Overview

Screen groups are a collection of functional windows grouped together under a
common product or functional area. Screen groups are listed as tabs at the top
of the Shortcut bar. Each screen group contains a sets of screens. Each screen
contains an entity Workbench and detail windows to perform end-user and
configuration functions. Screens are represented as icons below the screen
group tabs. Clicking on a screen group tab opens a different set of screens.
Figure 2-1 illustrates the Reports screen, in the Change Management screen

group.

Screen group access depends on:

([ ]

e The appropriate Security Group setting.

The appropriate licenses.

Workbench Menu File | Edit Tools Navigate Window Help

PELEILLEI ©i Report Submission Workbend

Froject Mamt
Change Mgmt Bepoiicy auery [Mone
Dashhoard R &
——— 12 Status
Change Mgmt I ONITEnts i New Report Submission
—_— Repest Flag: |l |
Caonfiguration [E——
| eI EMEER| Dates Scheduling | Netifications |
Screen Group Ppy— .
e  Date Creatll Status: [EFReport Mumber: Requested By:[John Smith (&0
Reports .-a‘,/, il Report Type.IOb]ECIH\StON Report El
Packages Object Type: | File Migration
Workbench
Object Name: |ps-12 Fieports
Reports E Performed By [John Srith = [ Screen
Icon LD Transaction Date From: | December 28, 2003
Transaction Date To: [January 1, 2004
Releazes Dest. Environment
Reports Execution Steps Only? € Yes & Mo

Detail Window

Crder By: IOh]eEIName

Enyironment
Refresh

0y

Object Types

Wiz Report View Log

oK Subrnit Cancel

eport type Inaded,

Shortcut
Bar

Figure 2-1 Change Management - Reports Workbench and window
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Demand Management Screen Group

The Demand Management screen group contains screens related to configuring
your Mercury Demand Management system. Table 2-1 lists the screens in the
Demand Management screen group.

Table 2-1. Demand Management Screens

Screens

Definition

Reports

The Reports Workbench runs standard and custom
Mercury Demand Management reports. These include
reports regarding system set-up, specific configurations,
Request Details and Contact Details.

Contacts

The Contacts Workbench is used to quickly generate new
Contacts as well as edit existing contact information.
Standard information is collected in the Contact window,
such as Last Name and Phone Number.

Request Types

The Request Types Workbench is used to define Request
Types. A Request Type is a type of template defining the
nature of a Request in Demand Management. A few of the
available system Request Types are Bug, Enhancement
Request, and Patch Request. When a Request is
generated, the fields appearing are based on the Request
Type. The base install of Demand Management includes
the default Request Types, which can be customized.
Custom Request Types can also be created.

Request Header
Types

Similar to the Request Types Workbench, the Request
Header Types Workbench enables Request Types to be
changed by changing the Request Header. Request
Header Types are used to customize which header fields
appear, as well as the layout of these fields.

Project Management Screen Group

The Project Management screen group contains screens related to configuring
your Mercury Project Management system. Table 2-2 lists the screens in the
Project Management screen group.

Key Concepts 7
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Table 2-2. Project Management Screens

Screens Definition

Projects A Project is the fundamental entity of Project Management.
The Project Workbench contains all of the information
normally required to create and manage a Project.

Reports The Reports Workbench runs standard and custom Project
Management reports. These reports include system set-up,
specific configurations and end user reports, such as
Project Details.

Project Templates Project Templates are a reusable collections of Project
parameters and processes which can be applied to any
Project. Project Templates allow Project Managers to
rapidly create customized project plans.

Calendars The Calendar Workbench is where Project Managers
record company and individual working and non-working
days. This information is used by the scheduling engine to
aid in determining project start and finish dates.

Change Management Screen Group

The Change Management screen group contains screens related to configuring
your Mercury Change Management system. Table 2-3 lists the screens in the
Change Management screen group.

Table 2-3. Change Management Screens

Screens Definition

Packages The Packages Workbench is used to create Packages. A
Package is the fundamental entity of Change
Management. Packages contain all of the information
needed to be processed including the Package Type,
priority and status. A Package also contains a list of all
objects to be tracked and migrated as the Package moves
through the Workflow. Processing Packages and Package
Lines vary greatly depending upon the Workflow specified
for the Package.

Reports The Reports Workbench runs standard and custom
Change Management reports. These include reports
regarding system set-up, specific configurations and end
user reports.

8  Key Concepts
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Table 2-3. Change Management Screens [continued]

Screens

Definition

Releases

Using the Release Workbench, Change Management
users can manage and control software changes by
grouping them in scheduled releases. Releases codify best
practices and easily manage complex Package
dependencies.

Environment Refresh

The Environment Refresh Workbench is used to update
the audit history and in-process Packages. During the
course of day-to-day application management activity,
specific software changes are migrated to various
instances using Change Management. Change
Management maintains an audit trail of all this activity,
providing clear visibility to all the changes for each
environment.

Object Types

The Object Types Workbench is used to define the
different types of entities to be controlled and migrated.
Object Types are user-configurable. Every Object Type
has a unique set of fields determining the information it
requires, as well as any additional information it might
accept. Each Object Type can also have associated
Commands which determine its behavior as it moves
between Environments or Environment Groups.

Time Management Screen Group

The Time Management screen group contains screens related to configuring
your Mercury Time Management system. Table 2-4 lists the screens in the
Time Management screen group.

Table 2-4. Time Management Screens

Screens

Definition

Reports

The Reports Workbench runs standard and custom
Change Management reports. These include reports
regarding system set-up, specific configurations and end
user reports.

Time Management
Settings

The Time Management Settings Workbench views or
updates Time Management settings for a specific
Resource.

Key Concepts 9
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Table 2-4. Time Management Screens [continued]

Screens Definition

Override Rules The Override Rules Workbench is used to supersede
default cost rates and instead base the cost rates on
specific Time Sheet line information such as Work Item
Type and Work item. Override Rules can also be used to
override Approver information and Charge Codes.

Activities The Activity Workbench is used to view, add or update a
specific Activity. The Activity window defines basic
information for the Activity as well as the areas where the
Activity can be used.

Charge Codes The Charge Codes Workbench is used to add, view, or
update a Charge Code. Charge Codes create links
between Work ltems and charge accounts, allowing time
information to be extracted by a billing systems.

Dashboard Screen Group

The Dashboard screen group contains all of the functions required for creating
custom Portlets. Table 2-5 lists the screen of the Dashboard screen group.

Table 2-5. Dashboard Screen

Screen Definition

Portlet The Portlet Workbench is used to create new Portlets.
Application administrators create custom Portlets by
identifying the information to be displayed in the Portlet,
designing a database query retrieving the information and
creating a Portlet configuration to perform these steps.

Environments Screen Group

The Environments screen group contains screens related to configuring your
Environment. Table 2-6 lists the screens in the Environments screen group.

10 Key Concepts
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Table 2-6. Environments Screens

Screens

Definition

Environments

The Environments Workbench is used to create and
maintain Environments. An Environment is comprised of a
unique combination of server, client, database, and file
system information representing one logical group.
Environments are typically used in distribution and
deployment systems. The Environment server is the main
host machine for the Environment. The Environment client
is the remote client machine for the specified Environment.

Environment Groups

The Environment Groups Workbench is used to create and
maintain Environment Groups. Environment Groups define
a set of Environments which can be referenced as the
Sources or Destinations for object migrations. Environment
Groups are designed to facilitate the migration of objects to
multiple Environments. A Source Environment Group and
Destination Environment Group can be specified when
configuring a Workflow Execution step.

Configuration Screen Group

The Configuration screen group contains screens related to configuring
Mercury IT Governance Center. Table 2-7 lists the screens in the Configuration

screen group.

Table 2-7. Configuration Screens

Screens

Definition

Workflows

The Workflow Workbench is used to create and maintain
Workflows potentially used by all products. A Workflow
consists of a logical series of steps defining a business
process. Business process routing is configurable with
Mercury IT Governance Center, handling virtually any
situation. This allows an organization to generate
Workflows to automate existing processes, rather than
forcing users to adopt a new set of processes to perform
their work.

Key Concepts 11
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Table 2-7. Configuration Screens [continued]

Screens

Definition

Validations

The Validations Workbench is used to create and maintain
Validations in the system. Validations determine the
acceptable values available in user-defined custom fields,
such as those found in Request Types, Workflow Steps
and Object Types. Validations enforce data integrity by
ensuring the proper information is entered in a field before
it is saved to a database. More complex Validations can be
used to verify such information as whether or not a user
assigned to a Task is a valid user. These Validations can
be based on values returned from a database query or the
execution of a system command.

User Data

The User Data Workbench creates fields used to capture
specific business processes. Every entity, such as
Workflows, Packages and Environments, comes with a set
of standard fields. Every entity also has the flexibility to
hold additional information specific to business processes.

Special Commands

The Special Commands Workbench is used to create and
maintain Special Commands. Special Commands are
commands with variable parameters used in the command
steps of Object Types, Report Types, and Request Types.
Special Commands perform a variety of functions, such as
copying files between Environments and establishing
connections to Environments for remote command
execution. There are two types of Special Commands:
predefined Special Commands and user defined Special
Commands.

Notification
Templates

The Notification Templates Workbench is used to create
and maintain Notification Templates. Notifications are sent
out by products to let users know the status of an entity,
such as a Package, Request, or Project. Notification
Templates can be defined for standard messages which
might be required on multiple Workflow steps.

Report Types

The Report Types Workbench is used to create and
maintain Report Types. Report Types define the standard
or custom reports defined within Mercury IT Governance
Center. These reports are configurable and can be run by
both administrators and end users. Reports are run from
the Reports window and produce textual reports viewable
through a Web browser.

12 Key Concepts
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System Administration Screen Group

The System Administration screen group contains screens related to
administering your system. Table 2-8 lists the screens in the System
Administration screen group.

Table 2-8. System Administration Screens

Screens

Definition

Users

The Users Workbench is used to create and maintain all
users in the system. Mercury IT Governance Center
provides a secure access mechanism and a complete audit
trail of activity. Each user definition contains essential
information about the user, including the user's email
address, start and end dates, the user’s authorized
applications, and the user’s Security Group.

License

The License Workbench is used to assign licenses to
multiple users or modify the license assignments to
already-licensed users.

Security Groups

The Security Groups Workbench is used to create and
maintain Security Groups. Security Groups provide a
means of grouping users together into screens and
functional access levels.

Server Tools

The Server Tools Workbench views the technical status of
the application server. This workbench offers a series of
queries against the server to give information such as
connected users and number of database sessions. This
Workbench is primarily used by the application
administrator to view application activity or trouble-shoot
connection problems.

Entity Workbench

Every configuration entity has a Workbench to help query detailed information
on a specific entity. These entities are selected by entering search criteria in the
Query tab of the Workbench, which returns the matching entities in the Results
tab. Figure 2-2 shows a sample Workbench.

Key Concepts 13
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G Package Workbench =g
g Package | advanced | =
<]

Package No. Package Groug: | tomization B Query: [Mone hd
wiorkflow: [ gvu CE Test! B Package status: |aLL =
Assigned User: [ohn Smith B Greated By: [ ohn Smith (& Priority: [ALL -
Assigned Group Object Type: Packags Type: [ALL -

Object Narme: [USER_DATA_CONTEXT_30003 1zip [
Property Dates

¥ Eigibie Action only | © DASCreAted @ pon  [ormperat 2003 T

" Date Madified

e P [ day(s) ¥

hesum

[V Submitted Only

New Package Meix Raws |200 Save Query | Clear | List I

Ready

Figure 2-2 Package Workbench

Detail Windows

Every configuration entity has detail windows to view, define, create, edit or
delete the entity. Detail windows are reached through an entity’s Workbench.
Figure 2-3 illustrates the Request Type detail window.

@i Request Type : Untitled2 |0l x|

Request Type Mame: |Dacumemanon Bug

Request Header Type: | Default 5
Crealion Action Name: [Doc Bug

Wew | Open
Category: IMIEEEHEHEDuS LI

Accelerstor: |

PEEET T Do cumentation 5]

Weta Layer Yiew: [MREG_ |DOCUMENTATION_ELIG

Max Fields: [50 | Enabledt & wes C Ho
Commands | Sub-Types | Workflows | User Access | Notifications | User Dt Ownership | Help Cortent
Fields Layout Display Columns Request Status Status Dependencies Rules
Prompt Token Enabled Componert Type “alickation
- Surmary ;I
Reguest Mo. REQUEST_ID *f|Text Field Text Field - 40 J
Request Type: REQUEST_TYPE_ID |Auto Complete List CRT - Request Types - Restricted Ena
Created By CREATED_BY |Auto Complete List KMNTA - User Names - Enabled
Departrment: DEPARTMENT _CODE |Drop Down List KMNTA - Department - Enahled
Sub-Type: REQUEST_SUB_TYPE |Auto Complete List CRT - SubTypes - Enahled
| Craatar On CREATION DATE YDate Flfld Date _'LI
4 3
o] =an|  mew Edit Remove

Ok Save Cancel

Ready

Figure 2-3 Request Type window

Workbench Menu Navigation

The Navigate menu can be used instead of the Shortcut bar to access entity
Workbenches. All available screen groups and Workbenches are accessible
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through the Navigate menu. The Navigate menu’s structure mimics the
Shortcut bar and is accessible at all times.

Navigate Menu
WOrkbenCh Menu File Edit Tuo\sINavigate If\tmdow Help

Project Mamt Project Mgmt »

Change Mgmt P b -
Change Mgmt i INDHE —I
| Dashboard ¥ L T
EEleEE Envirenments Envirenments - Enviranments i
Enwironments Configuration » Environments - Environment Groups

Configuration Sys Admin » T

S5 Adrin Open My Dashboard  PI=¢ | =

e?

Environments

PLE
2
’ )
Environment
Groups

Mewy Environment Grouy Save Glery Clear List I
Shorteut | = - | |
Bar

Figure 2-4 Navigate Menu
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Chapter

Using the Workbench

This chapter details information and procedures for using the Mercury IT
Governance Workbench including the different ways of navigating between
detail windows in the Workbench. Additionally, this chapter details how to
search for entities, using the advanced search features, and how to change the
way the Workbench looks and operates.

This chapter covers the following topics:
e Logging On and Off the Workbench
® Navigating Between Detail Windows
e Searching for Entities

e Using Advanced Query Searches

e Using Saved Queries

e (Configuring User Profiles

e (Configuring Regional Settings

e (Configuring Server Settings

e Using the Navigation Menu

® Changing Your Password

® Accessing Entity-Dependent Menus

Using the Workbench 17
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Logging On and Off the Workbench

The Workbench is accessed through the standard Mercury IT Governance
interface. This section details the steps required to logon to the Workbench and
to log off the Workbench.

To Logon to the Workbench:
1. Logon to the Dashboard.
2. From the Menu bar, select Administration > Open Workbench.

The Workbench opens.

To Log off the Workbench:

1. On the Workbench menu, select File > Exit.

File Edit Tools MNavigate Wiindow Package Help
LGB 11| ©i Package Workbench ;lgll
Open
@y 2 | Pactage | satvanceu| =
=
Delete <} Package Mo | Package Group: | Guery: [Mone -
Close: % Woarkfiow: [ Package Status lm
Revert
) us Acssigned User: | Bl crestedy [ 0] Priority: [ALL -
" Assighed Group: Object Type: Package Type: [ALL -
et Marme: |
?‘,// Praperty Dates
Packages I™ Eighle action ony | | DeteCreated @ o [ o
" Date Moditied
E ™ Submitted Only e £ Wit last |4 dawis) v ||
Reports L=
Hew Package Max Rows [200 Save QUEry | Clezr | List |
e Ready
Releases
Enyironment it
Refresh
[*]
(Y

Object Types

Navigating Between Detail Windows

Workbenches and detail windows are accessed by selecting a screen group and
screen, as displayed in Figure 3-1. Examples of entities with Workbenches
include:
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e Request Types

e Request Header Types
e Projects

e Portlets

e Object Types

e Environments

e User Data

e Validations

Workbench Menu File | Edit Tools Navigate Window Help

Change Mgmt
Screen Group

Reports &

Workbench

Reports
Icon

Reports
Detail Window

RELEULLFI @i Report Submission Workbench{Change Manageme:

Froject Mamt

Change Mgmt E‘ v e INWQ
(<] Report Type: d
Dashhoard B pert Ty 5
———— W £ |RequestedBy: i S
Enviranments 3 & @i New Report Submission
_ epest Flag
Coriguration i —&— Detes Peremeters | Scheduing | Natifications |
Sys Admin

" Date Creafll Status: EFReport Nurmber: Reguested By:[Jahn Smith

il Report Type.|0b]ect Histary Report

Packages Chjsct Type: IFHE Migration H t

Object Name: |ps-12 epor S
E Pertormed By: [John Smith @ |§ Screen
Reports

Transaction Date From: | December 28, 2003

Transaction Date To: [January 1, 2004

Releases Dest. Environment: | CITEICTI0E

Execution Steps Only?  © Yes & Mo

Enyironment Ordler By, [Obict Name
Refresh

W
T wigw Repart “iew Lag oK oy p—

eport type Inaded,

Shortcut
Bar

Figure 3-1 Screen Group, Screen, Workbench, and Detail Window

Detail windows are accessed through the entity workbench, which consists of a
Query tab and a Results tab. Figure 3-2 illustrates how to navigate to a detail
window.
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@i Request Type Workbench =]}
al
2 Guery: INuﬂe LI
Z Recuuest Type: [T crest o | o
1. Enter search E Request Header Type: B Accelerstor |al L -
— Frompt: Status:

criteria and click
List to see matching
results.

Enahled: lm

Hew: Request Type

Save Guery | Clear | List

eady

Request Type Workbench
Query Tab

2. Select the desired
entity and click
Open to view details.

@i Request Type Workbench

Request Type Descrption Enabled

TestRT1

TesiRT2

Fluults Query

ﬂl Copy | Delete | Refresh | Setup Reguest Header |

Qi Request Type : TestRT

|8 Request Type Recards are loaded.

Request Type Workbench

=185 Results Tab

Recuest Type Name: [TestRT

Reguest Header Type: [TestRHT El

Creation Action Name: [TestRT

New | Open

category: | =
Acceleraior, | =1
Description: |
Meta Layer Visw: [MREQ_ [TESTRT
M Field: [0 | Encbled: & es o
commonds | subTypes | worktows | Usermcoess | naumcmons | Userodts | ownersne | e cortert
Fields Layaut Display Columns Regiest Stetus Stalus Dependencies Rules

3. Detail window

Prompt

Token | Enalied | Companent Typc

Waork Itern Figlds

opens.

Created B

Suh-Twna

oK Save Cancel

Ready

Request Type
Detail Window (Bug)

Figure 3-2 Navigating to a detail window

If multiple detail windows have been opened, they can be accessed using the
buttons at the bottom of the Workbench, as shown in Figure 3-3.
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File | Edit To

ols  Mavigate Window ReguestTwpe Help

T i Request Typewarkbench

Project Mamt
Change Mgmt

Dashboard

Environments

Configuration

Sys Admin

Request Header
Types

Request Type |

z | Descrigtion | Enabled
3 [TesiRT v
a [E]
2
E TestRT2 i
£ =loix]
Recuiest Type Name: | TestRT ‘ ‘
et e | Reauest Header Twne: [TastRHT =
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Resuest Type Mame: | EETAN
et Type Hame: 12 Request Header Type: | Default
#| Crestion Action Mame: [TestRT1
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Category: | =]
el Accelerator: | =
Descrigtion: |
F Reaue
—— | Comms| tetaLayer View: [MREG_ [TESTRTY
Fields Max Fields: [50 | Enabledt & wes C Ho
| Cotimands | Sub-Types | Warkflows | User Access | Matitications | User Det Ownership | Help Corttent
Gurn|  Fields Layout Display Colurins Reduest Status Status Dependencies Rules
Fraimpt Taker Eraabled | Componert Type Walidation
El- Summary |
Request Mo REQUEST_ID “|Text Field Text Field - 40 J
Request Type. REQUEST_TYPE_ID Y]Auto Complete List  |CRT - Reguest Types - Restricted Ena
Created B CREATED_BY YlAuto Complete List  |KINTA - User Names - Enabled
Department DEPA ENT_CODE ¥|Drop Down List KMTA - Department- Enabled
Sub-Type: REQUEST_SUB_TYFE.. YlAuto Complete List  |CRT - SubTypes - Enabled
| Creatar On CREATION DATE YIDate Fifld Date _'LI
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dhai| =ai|  mew Edit Refmove
Ok SAYE Cancel
Ready

Requestiﬂme Wnrkhennhl Teali

or detail windows

| TT* Click to access workbench

Figure 3-3 Navigating between multiple open detail windows

Searching for Entities

An entity’s Workbench provides an interface for users to search for a specific
entity, such as a Package or Request Type. These entities are selected by
entering search criteria in the Query tab of the workbench, which returns the
matching records in the Results tab.

To search for an entity, enter criteria in any combination of the fields in the
Query tab. Clicking List searches for all records matching the criteria and

reports the results in the Results tab. See the following topics for more detailed
information:

“Query Tab” on page 22
“Results Tab” on page 22
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Query Tab

Results Tab

The Query tab of a given Workbench includes all of the fields used to search
for an entity. For example, the Request Type Workbench Query tab includes
fields included in a Request Type.

@i Request Type Workbench =]}

Query

cuery: [None =]

Recuuest Type: [T Created By: | &

Resuest Header Type: Accelerator: [ALL -
Froipt: Status:
e T |

Fuulh

Hew: Request Type Save Guery | Clear | List I

eady

Figure 3-4 Request Query Tab

Each Workbench has one field used to query the primary name for the entity.
When searching for the name of an entity, the value entered in the field is case
insensitive and can be a partial value. For example, entering “test” in the
Request Type Name field returns Request Types with names like “TEST
Project’ and ‘Testing Case Project.’

The Query tab also accepts a wildcard character (“%”) when searching on the
entity’s name. This matches against any characters. For example, to query all
Request Types with “ample” in their name, search by “%ample”. This query
returns Request Types with names like ‘Request Type Example’ and ‘Sample
Request Type’.

Some Workbenches also have a Max Rows field. This field limits the number of
rows returned by a query. Regardless of the total results in the system matching
the query parameters, no more than 200 rows will be returned. Decrease the
number of maximum rows to yield faster queries.

The Results tab is automatically displayed when a query is submitted. The
Results tab displays all of the entities matching the query criteria, along with
key data fields for each entity. The results can be sorted on any of the fields by
clicking the column header. In the Results tab, select any of the returned
entities (or a range of entities) for viewing, copying or modifying.

From the Results tab, you can access the detailed information on the desired
entity (for example, Request Header Type). Select the result and click Open to
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proceed to that entity’s detail window. Click on a record to select it, or use
Ctrl-click (press Ctrl while clicking the mouse) to select multiple distinct
records. Use Shift-click (press Shift key while clicking the mouse) to select a
range of records.

The Results tab also provides buttons for executing other common tasks. From
the Results tab, users can also create New records, Copy or Delete existing
items, or re-run the query by clicking Refresh. A sample Results tab is shown
in Figure 3-5.

Qi Request Type Warkbench =

Request Type Descrption Enabled

BsiR
TestRT1
TestRT2 L

Fesults Query

Hew | Open I Copy | Delete | Refresh Setup Reguest Header

|8 Request Type Recards are loaded.

Figure 3-5 Results Tab

Using Advanced Query Searches

Tip

The entity Workbench provides an interface for users to search for a specific
entity, such as a Package or Request Header Type. These entities are selected
by entering search criteria in the Query tab of the workbench, which returns the
matching records in the Results tab of the Workbench.

To perform an advanced query, click the Advanced tab on the Workbench’s
Query tab. Here you can set up custom lists of inclusions and exclusions in the
database search. New conditions can be set up and conditions of an existing
advanced query can be edited, enabled, disabled, and deleted. A search is first
performed on the information in the Query. Whatever results are processed
from the simple query are passed through the advanced query.

To use only the advanced query, make sure to leave the simple query tab
blank.
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To create new criteria for an advanced query:

1. On the Query tab of a Workbench, click the Advanced tab.

The Advanced tab opens.

g
Z | Package acvanced | =
3 |y ;
& |Find Packages that match thess crteria cuery: [None =]
% Operation | Fisld Condition Value Enabled |
£
v | e | e | .
New Package Mex Raws [200 soveauery | cew [[Tist |
Ready
2. Click New.
The Advanced Query window opens.
5
Define more criteria:
Field Conition Value

[aned Group: B [ike [ [+558
Fieldt Type: IFankage Header Fields
Vaiidation Mame: [KINTA - Security Graup i - Al
Token: [ASSIGNED_TO_GROUP_ID

Enabled; % Yes o

Add Cancel

Ready

3. In the Field field, choose a field from the auto-complete field.

4. In the Condition field, select the condition from the drop down list.
See Table 3-1 for the list of conditions.

5. In the Value field, enter a value for the field.

6. Click Add.

The additional logic is added to the list of parameters. The list of results
considers each parameter on the list, and only items matching all of the
logic are displayed. If zero matches are returned, be less restrictive by

disabling or removing some of the criteria.
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Qi Package Workbench =}

T | Package Advanced | =

é Find Packages that match these criteria: Query: [None

Z

= || operation | Field | conion | Value | Enabled |

F4 [A=signed Group: [iike 455 F |

e | Edit | Delete | Erwble: | Dissils | -
New Package M Revws [200 Sawe Guery | ear [ wst |
eady

Descriptions of the Boolean operators available in the Condition drop down list
are shown in Table 3-1.

Table 3-1. Boolean Operators

Condition Description

Like Like looks for close matches of the value to the contents of the
selected field.

Not like Not like looks for contents in the selected field which are not close
matches to the value field.

Like Like looks for close matches of the value to the contents of the
selected field.

Not like Not like looks for contents in the selected field which are not close
matches to the value field.

Equal to Equal to looks for an exact match of the value to the contents of
the selected field.

Not equal to | Not equal to will return all results which are not an exact match of
the value to the contents of the selected field.

Is null Is null will return all instances in which the selected field is blank.

Is not null Is not null will return all instances in which the selected field is not

blank.

Greater than

Greater than looks for a numerical value in excess of the value
entered in the Value field.

Less than

Less than looks for a numerical value below the value entered in
the Value field.

Greater than
equal to

Greater than equal to looks for a numerical value in excess or the
same as the value entered in the Value field.

Using the Workbench 25



Using the Workbench

Table 3-1. Boolean Operators [continued]

Condition Description
Less than Less than equal to looks for a numerical value below or the same
equal to as the value entered in the Value field.

Using Saved Queries

Saved queries provide a quick method for performing standard, reoccurring
searches.

This section covers the following topics:
e “Saving a Query” on page 26

o “Using a Saved Query” on page 27

® “Deleting a Saved Query” on page 28

Each day a query is run for all Packages assigned in the last day. These query
@ parameters can be saved to avoid entering the same parameters every day.

Saving a Query
To save a search query:
1. On the Query tab of a Workbench, enter the search parameters for a query.
2. Click Save Query.

The Save Query window opens.

x

Flease enter information to savethe query
uery Name | HEREER

3. In the Query Name field, enter a unique query name.
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4. C(Click Save.

The query is saved. Once the query is saved, the saved query can be
selected from the Query tab’s Query field drop down list.

Qi Request Type Workbench =10

=

g Query: Ikd Query LI

Z Request Type: (Kt Quer

S
Z Reruest Header Type: |15

= Promet: | Status: |

Enabled: lm

Mewy Renuest Type

Save @uery. | Clear | List I

FSave" Successul.

( Only the user who saved the query can access and use that saved query.
Note

Using a Saved Query

To use a saved search query:

i Request Type Workbench

a \
Enabled: lm

New Recuest Typs

Save @uery. | Clear | List I

FSave" Successul.

1. From the Query field list, select a saved query name.

The fields of the Query tab are populated.

2. Click List.

The search is run with the saved parameters of the selected query.
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Deleting a Saved Query

To delete a saved search query:
1. From the Query drop down list, select a saved query name.
The fields of the Query tab are populated.

File Edit Tools MNavigate Wiindow ReguestType Help

Mew [@-quest Type Workbench ;lgll
Open kd Query

[t (3% Ikd Query

Reguest Ty

Reguest Header Type: Acceleratar |ALL -
Frompt Status

Enahled: |ALL hd

Save kd Query
Exit

Hew Regusst Type Save Guery | Clear | List |

['save” successiul

Request Types

2. From the Workbench menu, select File > Delete <query name>.
A Question Dialog opens.
3. In the Question Dialog, click Yes.

The saved query is deleted.

Configuring User Profiles

The User Profiles window determines the way certain Workbench features
function for a particular user. These user profiles are set on a per-user basis.
Changes to a user’s profile does not affect other user’s Workbench settings.
Open the User Profiles window by selecting Edit > User Profiles from the
Workbench menu.

This section covers the following topics:
e “Setting User Profiles” on page 29
e “Setting the Display of Workflows” on page 30
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e “Setting the Display of Cancelled Package Lines” on page 32

Setting User Profiles

The General tab of the User Profiles window controls common settings for the
Workbench. This section lists the fields of the General tab and provides an
example of configuring a setting on the General tab. To access the General tab,
from the Workbench menu select Edit > User Profiles. Figure 3-6 shows the
General tab of the User Profiles window. Table 3-2 defines the fields of the
General tab of the User Profiles window.

51

Genersl | warktiow Status | Package |

Startup In This Sereen: [Deliver - Packages

¥ Shorteut Bar? Postion: [Left Side
IV Save Window Size on Ext?
I~ Reuse Inrier Windows?

[V Show Change Warning Messages?

Lelled

Detautt Browssr:

ol
Cancel

\Ready

Figure 3-6 User Profiles Window - General Tab

Table 3-2. User Profile Window - General Tab

Fields

Description

Startup in this
Screen

Determines which screen group is first seen when logging
into the application.

Shortcut Bar?

Determines whether or not the shortcut bar is shown. If the
shortcut bar is not shown, navigate between windows using
the Navigate menu.

Position

If the shortcut bar is shown, determines which side of the
Workbench it appears on.

Save Window Size

Saves the size of the entire Workbench when exiting the

on Exit? application. The window retains its size when logging back
into the application.

Reuse Inner Determines whether or not multiple windows can be open at

Windows? once. If this field is unchecked, only one detail window for

each entity from its workbench can be selected.

Show Change
Warning Messages?

Determines whether or not warning messages are sent
when attempting to change the entities (such as Project
Templates).
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Table 3-2. User Profile Window - General Tab [continued]

Fields Description

Default Browser Determines which browser is used to view attachments and
URLs.

The following is an example of setting a field on the General tab. The
following process details the steps required to hide the Shortcut bar.

To hide the Workbench Shortcut bar:
1. On the Workbench menu, select Edit > User Profiles.

The User Profiles window opens.

& user profiles |
General | orkfiow Stetus | Packege |
Startup In This Sereen: [Deliver - Packages =l
¥ Shortcut Bar? Postion: [Left Side 2|
IV Save Window Size on Ext?
I~ Reuse Inrier Windows?
[V Show Change Warning Messages?
Defaut Browser 0
Cancel
Ready

2. De-select the Shortcut Bar checkbox.

3. Click OK.

The change is accepted and the Shortcut bar is no longer visible on the
Workbench.

Setting the Display of Workflows

The Workflow Status tab of the User Profiles window controls settings for the
display of Workflows based on the status of their steps. Table 3-3 lists the
fields of the Workflow Status tab and details how to show all of a Workflow’s

steps. To access the Workflow Status tab, from the menu select Edit > User
Profiles.
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& User Profiles x|

Gengral Workflow Status | package |

Workflow Steps:

Cancel

\Ready

Figure 3-7 User Profiles Window - Workflow Status Tab

Table 3-3. Workflow Status Options

Field Option
Workflow Steps Sets the display of Workflow steps. The following
lists the options of the Workflow Steps field:

e Show all Workflow Steps

Show all the steps in the Workflow. No options
are available.

e Specify steps to show
Choose whether to show traversed steps, and
also whether to hide immediate and condition
steps not in progress.

The following process details how to show all of the steps in a Workflow.

To show all of a Workflow’s steps:
1. On the Workbench menu, select Edit > User Profiles.

The User Profiles window opens.

& user profiles |
General | orkfiow Stetus | Packege |
Startup In This Sereen: [Deliver - Packages =l
¥ Shortcut Bar? Postion: [Left Side 2|
IV Save Window Size on Ext?
I~ Reuse Inrier Windows?
[V Show Change Warning Messages?
Defaut Browser 0
Cancel

Ready
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2. Click the Workflow Status tab.

The Workflow Status tab opens.

Gengral Workflow Status | package |

workflow Stey

Cancel

Ready

3. In the Workflow Steps field, select Show all workflow steps.
4. Click OK.

The Show all workflow steps option is set.

Setting the Display of Cancelled Package Lines

The Package tab of the User Profiles window controls settings for the display of
cancelled Package Lines. This section details how to hide cancelled Package
lines using the Package tab. To access the Package tab, from the Workbench
menu select Edit > User Profiles. Figure 3-8 shows the Users Profile window
Package tab.

General | Wrkflow Stetus Package

I™ Hide Cancelled Package Lines

Cancel

|Ready

Figure 3-8 User Profiles Window - Package Tab

To hide cancelled Package lines:
1. On the Workbench menu, select Edit > User Profiles.

The User Profiles window opens.
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& user profiles |
General | orkfiow Stetus | Packege |

Startup In This Sereen: [Deliver - Packages =l
¥ Shortcut Bar? Postion: [Left Side 2|
IV Save Window Size on Ext?
™ Reuse Inner Windows?
[V Show Change Warning Messages?

Defaut Browser 0

Cancel
Ready

2. Click the Package tab.

The Package tab opens.

£ user Profiles x|

General | Workflow Stetus Package

™ Hide Cancelled Package Lines

Cancel

Ready

3. Select the Hide Cancelled Package Lines checkbox.
4. Click OK.

The Hide Cancelled Package Lines option is set.

Configuring Regional Settings

Users can modify the display of dates, times, and numbers using the Regional
Settings window. Each user’s computer operating system has a locale setting
specifying the user’s language and country. Mercury IT Governance Center
reads this setting and displays dates, times, and numbers according to the
region’s customary format. For example, in Germany dates are displayed in
day-month-year format with periods as separators (18.4.2001). In the United
States, dates are displayed in month-day-year format with backslashes as
separators (4/18/01).
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All dates, times, and numbers are set to display using the default settings for
@: the user’s locale.

To modify the display of regional settings:

1. On the Workbench menu, select Edit > Regional Settings.

Automatic: Setting

’V ¥ Use Detautt Setting?

rManual Setting

Date | Time | Mumber |

short gy =]
e [lon g =]
o
Separator. [ 7]

Cancel

]«

|«

Reacdy

2. De-select the Use Default Setting check box.
3. Click the Date tab.

The Date tab is used to set the display of dates to short, medium and long
format. The following lists examples of date formats:

e Short - m/d/yy
e Medium - dd-Mon-yy
e Long - Month d, yyyy

Users can also specify the characters used to separate days, months, and
years. Formats and delimiters are updateable through drop down lists.

4. Click the Time tab.

The Time tab is used to set the display of times in either the 12 or 24-hour
format. Users can also specify AM and PM symbols and the character used
to separate hours, minutes, and seconds. Format, symbols, and delimiters
are updateable through drop down lists.

5. Click the Number tab.

34 Using the Workbench



Using the Workbench

The Number tab is used to configure which characters are used to denote
decimals (either a period or a comma). Users can also define the grouping
of digits, the symbol used to group them, and the sign used to mark
percentages. Decimal markers, digit groupings and symbols, and
percentage signs are updateable through drop down lists.

Click OK

The new settings for the date, time, and number are saved. These settings
are saved in each user’s personal profile, and are not editable by any other
user.

Log off of the Workbench.

Users must log off of the Workbench and then logon again for the new
regional settings to take effect.

Configuring Server Settings

The Server Settings window is used to configure how much information is
logged by the server while running the application. This log information is
used to analyze performance issues and gather information while the
application is in use. Figure 3-9 shows the Sever Settings window. Table 3-4

shows the fields of the Server Settings window.

Unless specifically told to do so by the application administrator, do not

change the Server Settings.

User

Debug Level |Nu dehbugaing information j
Log User Mame ¥ Log TimeStamp [V

Enable DB Trace Mode [

Debug Level Mo debugging infarmation LI

Enable JDBC Logging [

Cancel

\[Enter Mew Settings]

Figure 3-9 Server Settings Window
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Table 3-4. Server Settings Field Definitions

Field Definition

Debug Level (User) Sets the debug level for the client. The following lists the
options of the Debug Level (User) field:

¢ No debugging information
System debug level is set to NONE. Only critical
events are written to the log file.

¢ Normal debugging information
System debug level is set to LOW. System
performance is degraded.

e Maximum debugging information
System Debug level is set to HIGH. System
performance is degraded.

Log User Name Sets whether to include the username in the Log file.

Log TimeStamp Sets whether to enable a timestamp in the Log file.

Enable DB Trace Mode | Sets whether to enable the database trace mode.

Debug Level (Server) Sets the debug level for the client. The following lists the
options of the Debug Level (Server) field:

¢ No debugging information
Server debug level is set to NONE. Only critical
events are written to the log file.

¢ Normal debugging information
Server debug level is set to LOW. System
performance is degraded.

e Maximum debugging information
Server Debug level is set to HIGH. System
performance is degraded.

Enable JDBC Logging Sets whether to enable JDBC.

Using the Navigation Menu

The Navigate menu on the Workbench menu can be used instead of the
Shortcut bar. All available screen groups and the Workbenches are accessible
through the Navigate menu. The Navigate menu’s structure mimics the
Shortcut bar and is accessible at all times.
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To hide the Shortcut bar, use the General tab of the User Profiles window. For
@ more detailed information, see “Setting User Profiles” on page 29.

File Edit Tools | Navigate Window Help

[ Project Mgmt »

Project Momt
hmgewgm| | eretem iw [ame 5
= Dashboard b Lo T

ashboard Envirenments Envirenments - Enviranments |

Enviranments Configuration > Environments - Enwironment Groups !

Caonfiguration -% T

ledt [ALL =1

S5 Adrin Open My Dashboard

8P

Environments

Environment

Meww Environment Group Save GIUErY | Clear | List I

Ready

Figure 3-10 Navigate Menu

Changing Your Password

The Tools menu on the Workbench menu can be used to set a user’s password.
This functionality is identical to setting a user’s password from the
Dashboard’s menu bar Settings > Edit my Profile page.

To set the standard interface password from the Workbench:
1. On the Workbench menu, select Tools > Change Password.

The Change Password window opens.
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File E Tools MNavigate Wirgw ReguestTwpe Help

Deman Change Passward ;lgll
Project
Guery: |kd Query

Change Mgmt

L]

Recuest Type: [kd Created By: |

Regjuest Header Type: Accelerator: [ALL
Prompt Status

Enabled: |ALL -

Dashboard

49

l:(uults

Environments

[

Configuration

Sys Admin

£ change Password

Confirm Ol Pasawaord:

Ertter Mewy Passwor

Confirm Mewvy Passweort:

Mew Reguest Type

['save” successiul

Cancel

|Ready

Figure 3-11 Tools Menu

2. In the Confirm Old Password field, enter the old password.

3. In the Enter New Password field, enter the new password.

4. In the Confirm New Password field, re-enter the new password.
5. Click OK.

The new user password is accepted.

Accessing Entity-Dependent Menus

Certain entities have extra configuration or processing options which are
accessed through their own menus. These extra menus appear on the
Workbench menu when the entity is selected. For example, when selecting a
Request Type, the Request Type menu is added to the Workbench menu (see
Figure 3-12 on page 39).
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File Edit Tools Mavigate Wing ReguestType  Help

Demand Mgmt [T S0y Request Header Setup
Request Type Category Setup

ol

Project Momt

—
Change Mgmt é . LI
Dashboard = Request Type: [kat Crested By: | 3]
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o

Configuration
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=

izt
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Request Header
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Figure 3-12 Entity-Dependent Menu - Request Type
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Appendix

Field Formats

The Mercury IT Governance Workbench features a number of standard
interface components. This appendix summarizes these components.

This appendix covers the following topics:
e Artachment Field

e Auto-Complete Lists

o Arrows

® Check Boxes

® Dates

® Drop Down List

e [Lists

® Radio Buttons

o Text Areas

( The field labels for required fields are always marked with red text.
Note

For detailed information on altering the look and feel of these fields, consult
the Validations appendix in Configuring a Request Resolution System or
Configuring a Deployment System (Change Management).

Field Formats 41



Using the Workbench

Attachment Field

Attachment fields occur as part of Request details or header fields. Attachment
fields also occur as User Data fields. Attached documents are viewable by
clicking on the hyper-linked name. When no file is attached, the Attachment
field consists of the text field and a Browse button.

Attachment: (ho document sttached) L@ |

Figure A-1 Attachments field without attachment

Once an attachment is added and saved, such as by saving a Request, the name
of the attachment and a Remove button are added to the Attachment field.
Clicking the Remove button removes the attachment.

Clicking the Browse button allows a different file to be selected, which

replaces the currently attached file.

Attachment Adding & Task Error.doc @ | X

Figure A-2 Attachment field with attachment

Auto-Complete Lists

Auto-complete lists are used for fields validated against a list of pre-defined
values. When entering a partial value into an auto-complete field, press the tab
key and an auto-complete list opens. The auto-complete list shows all of the
pre-defined values matching the partial value. Clicking on the icon located in
the field also opens the auto-complete list.

Figure A-3 Auto-Complete List field

If no value is typed into the auto-complete field and you tab out of the field,
the auto-complete dialog will not open, even if the field is required. If a
mouse is used to navigate out of the field, the field will not be validated. If
the field is left without using the tab key, the field will be validated at the
next save.
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5
I Cormmand Name starts with: || Find

Page: 4|1 » Showing 1-48 of 48

Carmrrearn

ksc_begin_script
ksc_capture_output
ksc_check_out_file_rcs

ksc_check_out_obj_type
ksc_clear_exit_value
ksc_comment
ksc_concsub
ksc_connect_dest_client
ksc_connect_dest_server
ksc_connect_source_client

ksc_connect_source_server
ksc_copy_client_client

ksc_copy_client_server
Ec_copy_clem_tmp

ksc_copy_script_dest_client
ksc_copy_script_dest_server

ke e e enure o I _>ILI

Returned 45 choices.

Figure A-4 Auto-Complete Single Selection window

Long auto-complete lists return all matching entities in a paging mode. Users
navigate through multiple pages of entities using page numbers or arrow
buttons. The number of returned pages and the current position in the list is
displayed.

Filter fields at the top of a Validation window can be used to shorten the list.
Enter some or all of an entity’s name and click Filter. To clear the filter fields,
click Clear.

Some auto-complete lists can be configured to hold multiple values. When the
auto-complete’s Validate page opens, an available page listing all available
entries is opened and an adjacent selected page is also opened.
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=
I Securty Group starts with: | Fingt
Page 4|1 b Shawing 1-13 of 13
Available: Selected: ¥
Security Group barme Seq | Securty Group Name
vu-ALL
ovu-noConfig
gvu-noCreate
|HY_eligible_sg
F-5G
intana Administrator Provide Kintana Adrninis:
intana Deliver Config Man..|Configuration Manager fc 4=
RAJM - Portlet Test 56 =Y
rups no override
SC_Al_Access
tnsgsc
it N0 Owetride
KT | Mo |
—
eturned 13 choices

Figure A-5 Auto-Complete Multiple Selection window

To select more than one item from the auto-complete list:

1. Enter the values directly into the auto-complete field using a semi-colon to
separate the entries.

Resource; !johnsmith;agaeiz

or

1. Click the

The auto-

2. Select an

het

Click the

auto-complete icon.
complete’s Validate page opens.
entity to include from the available page.

Right arrow button 21 to move the entity to the selected page.

Repeat the process to add additional entities. To remove an entity from the
selected page, select the entity and click the Left arrow button . Move
multiple entities by using Shift + click for adjacent entities or Ctrl + click
for non-adjacent entities.

4. Move an item up or down in the selected page by selecting the entity and
clicking the Up or Down arrows #| [&].

5. Click OK to accept the multiple selections.

44 Field Formats



Using the Workbench

Arrows

The Validate page closes and the selected entities fill in the auto-complete
field.

Resource: |EREEI-Alld=adiy)

Arrows are used to move an item from an unlinked (inactive) state to a linked
(active) state. The following displays arrows used to move items to a linked
state.

Available Access Grants Linked Access Grants

Category Marme i Category 1 Mame Description
Config Edit Motification Templates
Config Edit Special Commands
Config Edit User Data
Config Edit Validations
Config Edit Validation Yalues ’ o
Config Efit o rkflowes | § j..j:!.j)
Config WView Motification Templates B
Config View Report Types
Config View Special Commands
Config WView User Data
Config WView Validations
Config WView YWarkflows =
e : S _ _.rl

Figure A-6 Arrows

Check Boxes

Check boxes are used for fields where there are only two choices, such as On
and Off. To indicate On, click on the box beside the label and a check appears
in the box. To indicate Off, the check box next to the label should be empty.

zfieldis: W wisible to all users

Figure A-7 Check Box field
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Dates

The date field is used to enter dates and time in any valid format. Mercury IT
Governance Center automatically converts these dates into a standard format
for the field. An example of a standard format is “March 15, 2001.”

Example valid date formats for “March 15, 2001 are:
e 3/15/2001
e [5-Mar-2001

e March 15,2001 3:15 PM
(For a date with an associated time of 3:15)

e Valid date formats depend on the user’s locale.

Start Date From:

Figure A-8 Date field

Date fields must be entered using a valid date (time) format. If an invalid
date format is entered, a message appears showing sample valid date entries.
If the field also accepts time entries and an invalid format is entered, a
message appears showing sample valid date and time entries.

Clicking the date field calendar icon opens a date selection page which
populates the date field by selecting a date from a calendar. The date selection
page shows dates, time, or both, depending on the source of the field. Display
of dates, times, and numbers can be altered.

| June 2003 v |
S ] T Wy T F S
12 3 4 5 & 7
g9 10 11 |EE ez 1
15 16 17 18 18 20 2
22 23 24 25 W 728
29 30
o | Ok i Cancel ’

Figure A-9 Calendar
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Drop Down List

Lists

Drop down lists feature a pull-down list of valid values. Fields are selected by
clicking on the field and using the mouse to make a choice. Also, fields can be
selected by tabbing into the field and using the up and down arrow keys, or
tabbing into the field and entering the first letter of the targeted choice.

Enabled: ]ALL __'j

Figure A-10 Drop Down List field

Lists are used to display multiple records with multiple items. Click on a
column heading to sort the list by the column heading. Resize columns by
centering the cursor on the lines between adjoining headings. When the cursor
changes to a double headed arrow, click and drag the bar to the required
position. To switch the columns, hold down the mouse button on a column
header and drag it to the desired location. Any changes made to the list are
temporary and the list reverts to the default format at the next logon.

Available Access Grants

Category Marme
Config Edfit o rkflowes o]
Config [iew Report Types J
Config WView Motification Templates
Config Edit Motification Templates
Config WView Validations
Config WView User Data
Config Edit Validation Yalues
Config Edit Validations
Config Edit Special Commands
Config Edit Repart Types
Config View Special Commands
Config WView YWarkflows
Config Edit User Data =
e = _.rl

Figure A-11 List field

Radio Buttons

Radio buttons are used for fields where there are two or more choices.
Selecting one option disables the other associated options. For example,
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clicking Yes in a Yes/No radio button pair disables the No option. To select a
choice, click the button to the left of the appropriate choice.

Transaction History:  Yes & po

Figure A-12 Radio Button field

Text Areas

Text Fields

Text areas are generic entry fields. Text areas are displayed on multiple lines
using a scroll bar, if necessary. Text areas can be configured with Field Help
Icons ( 2}), providing specific information concerning the text area. Text areas
can be pre-configured to only accept certain types of data, such as pure text or
numbers. Non-conforming values cannot be entered into a text area. For
example, entering the letter ‘A’ into a numeric text area is not accepted. In
addition, text areas can be configured to accept only certain types of formats,
such as Social Security numbers or telephone numbers.

Bocy:

<html> fi
<head»

<titlerKintana Notification</title>

</head=

<STYLE TYPE="text/css">

body {background: #FFFFFF; color="#0000007;}

A:link [font-fawily:Verdana; font-size:dpt;

color: #000099; text-decoration:underline;}

Aractive [font-fawily:Verdana; font-size:dpt; __'J

AT s EOAAANN . +rars Adnmnarntd mensarendnae ] dan el

Figure A-13 Text Area field

Text fields are generic entry fields. Text fields are displayed on a single line.
Text fields can be configured with Field Help Icons ( 2 ), providing specific
information concerning the text fields. Text fields can be pre-configured to
only accept certain types of data, such as pure text or numbers. Non-
conforming values cannot be entered into a text fields. For example, entering
the letter ‘A’ into a numeric field is not accepted. In addition, text fields can be
configured to accept only certain types of formats, such as Social Security
numbers or telephone numbers.
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Creation Action Mame: !

Figure A-14 Text field
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