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To Display Tool Tips

1. Useyour mouse to move the cursor over the top of the
button. When the mouse cursor hovers over the button,
atool tip displays for the button.
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Grid Features

To use the filter bar to filter a grid

To set grid colors
From the Toolsmenu, select Options.
Click the Gener al tab.

Fromthe Grid Area drop-down list, select the area of
the grid for which you want to change the color.

Click the Color box to open aColor window.

Click the color that you want to use. Then click the OK
button to apply it to the grid.

. To save your changes, click the OK button.
To Turn Data Saved Window On

1. OntheGeneral tab onthe Optionswindow, click to
check the Show Data Saved M essage Box checkbox.

2. Tosaveyour changes, click the OK button.

Incidents

To manage all incidents as one

1. Atthetop of the Main window, click the
ManageAll I ncidentsas Onecheckbox to select it.

. Whenthe ManageAll Incidentsas One message
displays, click the OK button to closeit.

The Filter Bar displays above gridsin the I-Suite system.

When the Manage All Incidents as One option is
selected and you are adding a resource, an I ncident
Name drop-down box displays on the Manage Resource
- Add Mode window. \erify that the correct I ncident
Name and Account Code are selected for the new
resource.

1. Typeaterminto the Filter Bar to only display those
itemsthat meet your search requirements. Thefilters
that are available are based on the columnsincluded in
thegrid.

You can type the first few characters of the search term,
rather than the entire termto filter the grid. For
example, if you enter CH in the Name filter box, every
name that begins with CH displays in the grid.

To manage incidents separately

1. Atthetop of the Main window, click to uncheck the
ManageAll Incidentsas One checkbox, if it isselected.

Fromthe I ncident drop-down list, select the appropriate
incident.

2. Toclear thefilter, click the Clear Filter Bar button.
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Name } Filter Bar
CHUCK GIBBS

CHAD JOHNSON TRUCKING | DOZER, TYPE 1
|CHAD JOHNSON TRUCKING__ [LOWBOY

S CHAGON, THD@SM-J.B:{\SE CAMPMGELE _
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When managing incidents separately, verify that the
correct incident displays in the I ncident box at the top
of the Main |-Suite window.

To sort grids by column heading

1. Click acolumn heading in the grid to sort the grid in that
order. For example, if you click theName heading, the
gridissortedin Name order.

Date Options

Pressthe following keysin the Date box to display the
listed dates:
= Current System Date

Next Date

Previous Date

When the sort is in ascending order, displays next to
the column heading. When the sort isin descending
order fd displays next to the column heading.

Press the + key multiple times to scroll through future
dates until the appropriate date displays. Press the - key
multiple times to scroll through previous dates until the
appropriate date displays.

Click B to display acalendar from which you can select a

date.
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