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DETAILED LESSON OUTLINE 

COURSE: I-Suite 

UNIT: 2.4 – IRSS:  Working with the Tools menu. 

SUGGESTED TIME: 1 hour 

TRAINING AIDS: Computer projector, screen, PowerPoint presentation, computer 
(one for instructor and one per trainee). 

OBJECTIVES: Upon completion of this unit, the trainee will be able to: 

 1. Modify Index Lists. 

2. Refresh data. 

3. Change the other column titles. 

4. Change table views. 
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INTRODUCE THE UNIT. 

PRESENT UNIT OBJECTIVES. 

THE TOOLS MENU ALLOWS YOU TO PERFORM THE 
FOLLOWING FUNCTIONS: 

• MODIFY LISTS 

• CUSTOMIZE THE LAYOUT OF IRSS WINDOWS 
AND SCREENS. 

 

I. INTRODUCTION: 

A. Modify Index Lists. 

EXPLAIN THAT MODIFYING INDEX LISTS CAN HAVE A 
NEGATIVE IMPACT ON OTHER I-SUITE PROGRAMS 
AND ADVERSELY AFFECT YOUR REPORTS. 

CHANGE AN INDEX LIST ONLY WHEN ABSOLUTELY 
NECESSARY AND ONLY AFTER YOU HAVE FOLLOWED 
THE PROPER CHANNELS AND OBTAINED PROPER 
APPROVAL. 

B. Refresh data. 

C. Change the other column titles. 

D. Change table views. 

 

II. EXERCISES 

EXPLAIN THAT THE TOOLS MENU ALLOWS YOU TO 
MODIFY THE INDEX LIST AND CUSTOMIZE THE 
LAYOUT OF YOUR DIALOG BOXES AND SCREENS. 

A. To add a new code to the Kind/Position index. 

1. On the Tools menu, click Index Lists. 

2. On the Index Lists dialog box, click to select 
Kind/Position. 
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3. Under Kind/Position, scroll to the bottom of 
the table, and then click in the first available 
blank row, in the cell to the right of the . 

4. Type the new data as appropriate for that 
new Kind/Position. 

5. To save your entries, press TAB to advance 
the cursor to the next available blank row. 

 

B. To refresh data on your screen. 

EXPLAIN THAT THE REFRESH DATA OPTION IS GOOD 
PRACTICE FOR DISPLAYING THE MOST CURRENT 
DATA ON YOUR SCREEN. 

1. On the Tools menu, click Refresh Data. 

C. To change Other Column Titles. 

EXPLAIN THAT THE GENERAL TAB ON THE OPTIONS 
DIALOG BOX ALLOWS YOU TO SET PARAMETERS 
THAT DEFINE WHAT IS AVAILABLE TO YOU IN MANY 
IRSS SCREENS. 

USE CAUTION WHEN CHANGING YOUR DEFAULT 
TABLE VIEW COLUMNS. 

1. On the Tools menu, click Options. 

ON THE OPTIONS DIALOG BOX, SHOW THE GENERAL 
TAB AND THE LOCATION OF THE “‘OTHER’” COLUMN 
TITLES. 

2. On the General tab under Other Column 
Titles, type to replace the existing text in the 
following boxes with the Titles of your 
choice. 
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a. Other 1. 

b. Other 2. 

c. Other 3. 

3. When finished, click the Apply button and 
then click OK. 

D. To change the Table View. 

1. On the Tools menu, click Options. 

 

2. On the General tab under Default Table 
View Columns, click to select the box of 
your choice, and then click the drop-down 
arrow to select the Title of your choice for 
the following boxes. 

a. Column 1. 

b. Column 2. 

c. Column 3. 

d. Column 4. 

e. Column 5. 

f. Column 6. 

g. Column 7. 

3. When finished, click the Apply button and 
then click OK. 

 

E. To add additional Kinds for Quick Stats. 

1. On the Tools menu, click Options. 
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2. On the General tab under Additional Kinds 
used for QuickStats, click to select the first 
box, and then click the drop-down arrow to 
select the Kind of your choice.  

3. Add additional Kinds as appropriate. 

4. When finished, click the Apply button and 
then click OK. 

 

F. To change field sizes. 

1. On the Tools menu, click Options. 

2. On the Options dialog box, click the Field 
Sizes tab. 

 

3. On the Field Sizes tab under Field Sizes to 
be used for Custom Reports, click the Field 
Size box for the corresponding Field Name 
that you want to change, and then type to 
replace the existing Field Size with the new 
Field Size number. 

4. Change additional Field Sizes as appropriate. 

5. When finished, click the Apply button and 
then click OK. 

 

G. To display a new field name. 

1. On the Tools menu, click Options. 

2. On the Options dialog box, click the Active 
Fields tab. 

3. For each Field and for each resource type 
(A, C, E, O), click to select or click to clear 
the appropriate check boxes of your choice. 
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4. When finished, click the Apply button and 
then click OK. 

H. To customize a Checkout Form. 

1. On the Tools menu, click Options. 

2. On the Options dialog box, click the 
Checkout Form tab, and then click the 
Customize Checkout Form button. 

3. On the Checkout Form under Logistics 
Section, click to select one or more of the 
check boxes of your choice. 

a. Supply Unit. 

b. Communications Unit. 

c. Facilities Unit. 

d. Ground Support Unit. 

 

4. Under Planning Section, click to select the 
Documentation Unit check box, as 
appropriate. 

5. Under Finance Section, click to select the 
Time Unit check box, as appropriate. 

6. Under Other Section, click to select the 
Security Unit check box, as appropriate, and 
then complete the following fields as 
appropriate. 

a. To add an additional unit in the 
Other Section, click to select the 
check box, and then type the unit 
name of your choice in the text box. 

b. Complete the second check box and 
unit name as appropriate. 
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7. When finished, click OK on the Checkout 
Form dialog box, click the Apply button and 
then click OK on the Options dialog box. 
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