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1. Introduction

Central Texas College District has purchased and is implementing an integrated administrative
software system. Datatel is the name of the company that has designed the CTCD integrated
software system. Colleague is the name of the software package we use. Colleague will be
the database for most of what we do on a day-to-day basis, including, but not limited to, the
following:

Registration

Posting of grades
Scheduling of classes
Personnel actions
Payroll

Purchasing

Processing Financial Aid

The purpose of this training is to provide a limited overview of the Colleague System and to
familiarize users with the system’s elements of basic navigation. Upon completing this
training, individuals will be able to navigate for their departmental purposes.

Colleague has five components. Each component includes various modules and

programmed applications.
Filz=  Edit | apps Favorit
UT (Utilities) application modules are e I
used by the Informational Technology (IT) Staff and System v CoRe
Administrators. cF
.

CORE application modules include information, data elements, codes,
and processes that are utilized by ALL
(ST, CF, and HR) applications. It is a central location for information and rules used
throughout Colleague. Data is entered once and shared with authorized users. An example
of shared information is a student who changes his/her address at the Records Office. The
new address is immediately available to other areas of the college. If the student is also an
employee, the change will be automatically available to Human Resources.

ST (Student System) application modules relate to data concerning all
students. It includes curriculum management, faculty information, academic records, accounts
receivable, cash receipts, degree audit, financial aid, recruitment/ admissions management,
registration, campus organizations, and residence life.

CF (Financial System) application modules relate to ALL financial data
relating to both employees of the institution and students. CF includes accounts
payable, budget management, fixed assets, general ledger, inventory, physical
plant, pooled investments, and purchasing.

HR (Human Resources System) application modules relate to data regarding

Central Texas College 5 Issued 9-1-2004
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employees of the institution and include payroll, personnel, and position control.

Webadvisor is a subset of Colleague and provides for online registration, employee leave
balances, faculty grading, and other features.

CTC has purchased the Student, Human Resource, and Finance Colleague application
modules from Datatel. Each application contains on-line forms—also called screens. Users
complete the forms by entering data in the necessary fields.

Each application shares related information. The Core application houses the related
information, and users may access that data.

ST Student Application
HR Human Resource Application
>
CF Colleague Financial Application
CORE  Data shared by all modules ’ .
Central Texas College 6 Issued 9-1-2004
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2. Access Colleague

Access Colleague by logging in with an assigned User Login ID and password. A security
code associated with your password will allow you access to the screens

required to complete your daily activities. This guide will provide general information to help
you access, navigate, and enter information into the Colleague database.

Activity

After completing the module training, you will be set up for using Colleague. Then the
(UI) icon should be visible on your desktop. If it is not visible, contact
whoever in your department is responsible for having software installed on employees’

computers.

A.)  On your computer’s desktop, locate the Datatel icon and double-click.

Example 1. You should briefly see the Datatel copyright screen,
and then you are advanced to the Login Screen shown below.

Enter a Uzer |D, Pazzword and Databaze:

User 1D | haindf
Password: | i

Databaze: | Coleduc1?_Education v

Note: For training you will use a “training” log-on for classes. Information Technology will
issue an ID and Password of your own to use afteoy complete training.

Note: This manual is designed to be used with the Education Account , and
requires a special User ID and Password as provided in steps B and C.

B.) Type your User ID: train+## (between 01 and 20)
Case sensitive (type it exactly as provided to you by IT or facilitator).
Each time you log in to Colleague, ensure that your User ID is in the box.

C.) Press: the <Tab> key.
Type: your Password: train
Case sensitive (type it exactly as provided to you).

Central Texas College 7 Issued 9-1-2004
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D.) Select your Account (Database) (Education, Test, or Live).

You must determine which account you wish to access by clicking on the drop arrow * and
choosing one of the following:

Education Account - the account used by Datatel for initial training. Data has
been created by Datatel to help explain and demonstrate the various functions and
also provide examples of how other institutions have utilized the system. Any
information entered in this account is not saved, and errors are not critical.

Test Account — the account used by CTC to add “real” data. Although
real data is being loaded, it is used to test all decisions that have been made in each
of the different areas, i.e., rules, codes, procedures, etc., to ensure the system will
work for us in all anticipated situations. The Test Account will continue to be available after we
“go live,” but will occasionally be purged.

Live Account - the account that is the final product. Once all testing has been
completed, all students, staff, and faculty will utilize this account.

Choose one you are authorized and need to use.
E.) Click on: the button.

Result: You briefly see the following Login message box appear.

Logaging in, pleaze waik....

You will then see one of two Alert message boxes:

TEST TEST TEST TEST TEST TEST TEST
Y'ou are logging into the Datatel Test Account

Digclozure of infarmation protected by privacy laws iz prokibited.
IInauthonized access anddor use of thiz system iz prohibited.
Pleaze be aware that any intentional mizuge or abuze of the
[ratatel Administrative system iz a violation of Chapter 33 of

the Texasz Penal Code. Yiolators will be prozecuted in the
appropriate courts,

Central Texas College 8 Issued 9-1-2004
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OR

=esxx | IWE O LWE  LIVE LIWE LIWE  mrEes
“'ou are logging into the Datatel Live Account

Dizclozure of infarmation protected by privacy laws iz prohibited.
Ilnauthorized access anddor use of thiz system iz prohibited.
Fleaze be aware that any intentional misuze or abuze af the
D atatel Administrative system iz a violation of Chapter 33 of

the Texas Penal Code. Yiolators will be prozecuted in the
appropriate courts,

NOTE: When you choose the Education Account, only the “Disclosure” statement
appears instead of an Alert Box.

F.) Click on: the button to accept.
Result: The Ul Home Workspace Window appears.
Central Texas College 9 Issued 9-1-2004
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3. User Interface (Ul) Home Workspace Window
At the Ul home screen, use the “Apps” menu shown below to select the application that you
are authorized to work in.

File Edit | apps Favorit
CF = Colleague Financials Mremoric 709
ST = Student o
HR = Human Resources e

CCYT

Note: The screen you see may be different from trene below based on your security class.
Your screen is unlikely to look like anyone else’s-unless you perform exactly the same
job.

The Home Workspace Window is the container for all the processes you use while working in
Colleague.

System menu box Toolbar

o

Title Bar # Datatel - Coleduc17_Education - CF
Menu Bar————pm  File Edit Apps Favorkes Options Help

QUiCk ACCeSS—————m—  (fuick Accass v| Bao B Adx @& 7 @ @\
B = CF 4 &P -Accounts Payable
-d AP -Accounts Papable 4 BU - Budget Management
g B -Budget Management ~J FX-Fired Assets
[ FX-Fived Assets _J GL - General Ledger
[#-d GL - General Ledger N - Inwentary
- [N - Inwentory _d Pl -Pooled Investments
- Pl-Pooled Investments _d PP -Physical Plant
Tree Menu Pane| [#-d PP -Physical Plant _d PU-Puichasing
[#-d PU-Purchasing P -Projects Accaunting
T ™ 5.3 Pb-Piokcts Acconing 3 FM - Fise Assels Import
[#-d M - Fized Assets Import _d CC- Communications Management
[ CC - Communications Management _ CF5 - Collzague Financials Setup
[#-d CF5 - Colleague Financials Setup 4 UT - Utility Master Menu
- UT - Utility Master Menu
¢ Favoites

Note: ALWAYS EXIT THE SYSTEM USING THE ICON WITH WH ITE X ON RED
BACKGROUND ON THE TOOLBAR or THROUGH THE SYSTEM MEN U ICON. Do
NOT use the exit button on the right end of the Tie Bar.

Title Bar Tells you which Colleague account you have accessed and are currently
running. (Always check that you logged onto the correct acco unt
(Education, Test, or Live.)

it : Datatel - Colleague 17 Test Account - CORE

Central Texas College 10 Issued 9-1-2004
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System Menu Icon This menu icon allows you to Restore, Move, Size, Minimize, Maximize, or close.
Some options may be disabled when you are in a certain stage of your work.

Menu Bar Enables you to perform routine tasks.

File Edit #Apps Favarites Ophions Help

Toolbar Provides buttons for easy access to common functions.
Quick Access Box Enables you to access any screen within the current application
directly by entering its mnemonic or by using the button to

select a previously used mnemonic. If you enter a screen that is not
within your current application (e.g., a student curriculum screen, while
you are in the HR application), Colleague will reply “Invalid Selection.”

Duick Access + | ElGo
Toolbar Buttons Section 7 defines each tool bar button and its application.
Save All Screens Cancel All
Cancel Screen Delete Record
Save Scree Tree Menu
Exit Help
R adax @ 9 @ @
Toolbar Buttons G raphical interface icons used to perform functions.

Save Button An Alert box appears when you click the Save button, |ﬂ| and the

Update button will save the screen.

Note: It is recommended that you save out of each screen
individually.

Note: Do not lock records for extended periods of time. Always save or
cancel out of all screens when you complete your wo rk. Failure to save or

cancel can limit access for other users.

11 Issued 9-1-2004
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Update record, Cancel record or Return to editing

Update Cancel | Fieturn |

The Return button will return you to the screen to
continue editing or to make corrections.

An Alert box appears when you click the Cancel button X
The Cancel button will exit the screen without saving any data
entered.

The Cancel All buttons will exit the screen(s) without saving any
data entered. Again, the Return button will return you to the
screen to continue editing or to make corrections.

Cancel record or Beturn to editing

Saves all changes simultaneously to every screen that is currently
open.

Exits Colleague—the correct way to exit the system.
Deletes entire record.
Hides or displays the Navigation Tree menu.

Provides help for the field you are working in.

Tree Menu Panel Displays a tree-structured menu and submenus of applications.

Note:  Clicking on the Plus Symbol (+) in front of afolder in the left pane displays the levels of
folders contained within that folder.

Central Texas College
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MYFR - My Processes

CPAE - Custom Paragraph Entry

QPRI - Outstanding Processes

RPRI - Bunning Proceszes

FSTH - Process Status Report

FRCM - Process Queue Management
RSPH - Reset Process Queus Handler
PSFP - Process Statuz File Purge

oy LWeleld

- WF - workflow Management Sestem

Types of Screens Descriptions of Screens

Maintenance Where users maintain (add, edit, or delete) data.

&
Inquiry ] User can “view” information without changing it.

-

Report A generated report with certain options.

Processing g Allows you to start a program that manipulates
a record or group of records behind the scenes.

Note: In the Live account, you will not see all of the applicationand modules due to security
restrictions. For example, a Records Clerk will nbhave access to HR screens.

Central Texas College 13 Issued 9-1-2004
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4, Access Screens

Each application contains different “modules.” Each application, module, folder, and subfolder
is labeled with a title.

Each subfolder has a mnemonic code. For example, ADSU, NAE, REL, EMER are
mnemonic codes that will access specific areas. It is possible to go to a specific area by
typing the mnemonic code in the mnemonic box (either upper or lower case) and pressing
<Enter> or clicking the GO button.

Screens can be accessed using one of the following four methods:

Type the mnemonic in the Quick Access box on the toolbar.
Quick Access v | Elco

At the Home Workspace Window, double-click on the screen’s mnemonic in the
“Tree Menu” panel.

Some screens are accessible only by using a button. ) (Sec. 7.)

If you are on a screen that does not allow input on that screen, you may be sent to
the proper input screen automatically. (Sec. 7.)

Activity

A.)  Using the first of the four methods,
Type: NAE now.

Before the screen is activated, the Lookup Prompt appears so that you can
specify the record you want to work with.

B.)  The Person Lookup prompt is shown below.
Type: Lucky in the box. Click OK.

B

Perzon Lookllp

[
0k | Cancel | Detal | Finish | Help |

If Colleague cannot find your entry, the following Alert message box displays.

Recard nat found - Reenter ar Add

0K | &dd

Central Texas College 14 Issued 9-1-2004
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What responses do you see?

C.) Clickon: the button.

D.) Confirm: the spelling of the name, and check for typing errors in the entry.

Central Texas College 15 Issued 9-1-2004
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5. Access a Record

because duplicate records remain permanent.

Note: Always search by SSN and/or all possible naBEEBEORE adding a record t€@olleague

must use other search techniques.

Note: DO NOT enter AN ELLIPSIS (...) for a person lokup. The database is too large; you

Three entries allow you to look up (search for) a record:

1. Social Security Number

2. Name: Enter the partial last name and the partial first name of the student.

3. Colleague ID# (system assigned), if known

To search for Existing Record

Location: [Person Lookup Prompt]

Perzon LookUp
fl
ok | Cancel | Detail | Firish | Hep |

Type the SSN, if known, or type 3 or more letters of the last name and first name for the

record you need in the Person Lookup prompt.

OR

Type part of the last name, and, if desired, a “comma” and the first name, or part of the

first name.

Example — Looking for Sally Moore Smith, you type:

smi

smith

sm, sa

smith, sally

smith, sally moore
smith, sally m
sally smith

sally moore smith
sally m smith

Central Texas College 16

Type 3 or more
letters. A 2-
letter look-up
generates a long
delay. Using
only 2 letters,
the built-in index
will not operate.
Thus the look-up
will do a full
database scan.
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Limiting Searches :

You can limit your searches by adding codes after, or instead of, the name. Valid codes
are listed below:
; C city name
; st state name
) Z Zip code

 f country
Y class
;'S source
;pS  status

The following examples include a city search and a social security search.

Limit the Search using a “city” code:

Example: You want to find Sally Moore Smith in Dallas.
Type: the name, followed by the “city code,” then the city name

record namec city

Example: sally moore smith ; ¢ dallas

Limit the Search using a “social security” code:

Example: You want to find Sally Smith whose social security number is 354-43-9222.
You can type a social security number. Hyphens are not required.

Type: the name, followed by “ss code,” then the SS#:

record namessSS#

Example:
Type: sally smith; ss 354439222

Click on: the button.
Result: The Person Lookup Screen window is displayed.

Note: If you have not logged out and wish to retur ~ n to a previous record, type
the @ sign in any Lookup box.

Central Texas College 17 Issued 9-1-2004
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This Resolution Screen’s function is to display the requested information and provide a means
to select specific records.

Sequence Number

Selection Box

MAE-Mame snd dddress Entry | MAE-Name and Address Entry

PERSON Lockup Sereen
wsing PERSON, View: Combined

[J| ses: Wame Address =8N
ID, Status (Reunion Class) Entry Date
Source ({Birth Name) There Used Eirch Date o
I:‘ l: Bailey, Clifton 1 Main 5t 123-42-1850
0001153 Utopia, TH 76543 03702705
FAC - Facu VEN 03702705
F 2: Bailey, Joazjeja 185 a Rockhill Rd 001-00-0012
00009836, Inactive Rockhill, SC Z373Z 10718704
VEN - Vend VEN
F 3: Bailey Business Works, 185 Spring Rd
0000187 Rockhill, S8C Z373Z 1007701
VEN — Vend COR,VEN
_—El 4: Bailey's, 186 Rockhill RA
00009325, Inactiwve Rockhill, BC Z373Z lo/1e/04
VEN - Vend COR,VEN
-
Controller LookUp Resclution Page 1/2 —
Seq Muuber, {Filag, (Viiew, [Blorc/Belect, (A1dd: || / |ﬂ| |i|

Controller Lookup Resolution Field

Note: DO NOT release information from the Resolutbn Screen. Records may be
“flagged” for privacy reasons. The “fag” will not appear on the Screen.

To select a specific record

A.) Click on:

B.) Click on:

OR

A.) Type:

B.) Press:

Result:

Central Texas College

the Selection Box for the name you want.
the Diskette icon at the bottom of the screen |ﬂ|
or the Diskette icon from the toolbar.

the Sequence Number for the person in the Controller Lookup Resolution
field.

<Enter>.

The actual record is called up for you to view.

18 Issued 9-1-2004
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The Alert message box shown below is displayed when the record is locked because someone
else is working on that record.

PERSOM - 0002632 locked by uzer 0

Retry | Cancel I

Click on: the button or button.

When a record has been accessed and is being used, no one else can access that record. For
that reason, we must be careful to exit a record when we must leave it—even if we must return
to it later to finish a task.

If you receive the locked record alert, try again later .

If access is still unavailable, contact Information Technology (IT).

Central Texas College 19 Issued 9-1-2004
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6. Screen Navigation

Your work in Colleague is done through screens, sometimes referred to as forms. Scroll bars
are available when the screen does not fit your monitor. To navigate through fields on the

screen, you can either

Screen Areas

<Tab> or <Enter> to advance to the next field,
shift-<Tab> to go back a field, or
use the mouse to point and click in a field.

Screen Name Tab Displays the screen mnemonic and screen name. If more than one
screen is open, the tab to the far right is the active screen.

Header Block Identifies the record you are working in, i.e. a person’s name and ID
Data Area Consists of the fields where you view or enter data. Fields are usually
identified for the type of information they contain.

Status Bar When there is more information on the active field, messages will be

displayed in the status bar. For example, when your cursor is in the
Ethnic field you see the word Lookup. Type an ellipsis (...) and press
<Enter>. You will see a Lookup table for that field.

Screen Name T
MAE-Marme and Address Entry

Header Block —— - Jf=

Data Area ——p

Status Bar >

Central Texas College

Prefix - Person (D | 0001158
Name LFH |
Suiffi v
Address E]
Cly/StZp/ Tty

Fies Cnty/State
Country Source L B

Phone/Ext/Ty (1] @ w
OriginDr ate v @
S5M Address Change
Birth D ate [@ Source v
Ethric/Gender Date
Mail Codes L By
E-Mail Adr v =
Pref Name
tail Mame
Dther LFM

Controller &ddress MNew Record Mo Values

20 Issued 9-1-2004
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7. Screen Buttons and Fields

Drop Arrow Button

MAE-Name and Address Entry

Persaon, Mew 10: 0007188

Prefix v Person I | 0007188
ame Lrot | ™
Suiffis v
Address @

Chy/St2p/Crity
Fies Chty/State
Country Source w <

Phone/Ext/Ty

Qrigin/D ate
S5M Address Change
Birth D ate [@ Source
Ethnic/Gender
tail Codes e
E-Mail Adr v
Pref M ame
M ail Mame
Dther LFK

Cantraller &ddress Mew Recaord Moalues Detail Button,
Aka Drill-Down Button

Multi-value Butto
Free Entry Field Small Scroll Button

Free entry field Text entered here is not part of a required list but allows you to
enter any appropriate data.

Fref Hame

Detail Button E] Also referred to as a drill down .
Click on this button for more information related to this field.

You may be taken to a

Resolution Screen where you must make a choice
Sub-menu screen showing a list of mnemonics
A deeper level screen showing information

Drop Arrow Button b

Clicking on the arrow allows you to select a value from the list. Also, if you know the
value, you can manually type it in.

Central Texas College 21 Issued 9-1-2004
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Multi-value Button =

The Multi-value Button can have more than one value entered. Also,

some fields consist of value sets. Multi-value fields have a multi-value
button to their left and a scroll button to their right. Use the scroll buttons to
navigate to other entries.

Scroll — Large Displays two or more values at a time. (not shown)
Scroll — Small Displays only one value at a time.
Lookup Type an ellipsis (...) to bring up a Resolution Screen that gives a

list of options from which to select a value. Also, if you know the
value, you can manually type it in. This type of field displays the
word “Lookup” in the Status Bar — located in the lower left area of
your window.

Field Courtry ||

I Country LookUp
Status Bar
Comment Screens

Click on Detail button to advance to another screen where you freely type
Information (comments).

Comments -

Comment screens have two different looks:

1) Comment Screen

Click on: <Edit> menu and select <Date/Time/Login Stamp>.
Click on: <Edit> menu and select Free typing that will word wrap.
Cornments
April 25 EOOLE  1E:38pm  Joann Matthews E]
|
Central Texas College 22 Issued 9-1-2004
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2) Comment Screen

Comments
|

@

PRSP-Prospect Summary

Lucky, br. Bill ID:
Haome: 125
General Prospect Status Date Career Goal
ING v 04/25/05 [ = v
General Acad Level EPS Code
Houzing Desired [N Fiating F
Initial Contact w Comm Code Status
Initial Contact Dt
---Prozpect--- App
Dept Loc Status /Date St
v @
v @
v @
H—l
Demugraphlcs * @J Ref/dppts @
Date/Calendar Calculator

Deta|| Screen
Type A Detail Screen
Type B

Note: While a screen is open, you can click on the Tree icon Edit
menu and select Hide Tree Menu; the screen will fil | the whole
viewing area.

Date/Calendar The ! button gives you access to a calendar. If a date is
already in the field, the calendar will display that month, day, and year. If
the Date field is blank, use the calendar to enter, or key in, the desired
date.

Calculator A button, located on the right of each Numeric field, gives
you access to a calculator. If the field contains a number, that number will
automatically display in the field. If the field is blank, the calculator will
display without any numbers entered.

Central Texas College 23 Issued 9-1-2004
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These sets of buttons indicate that more information for that
entry is entered onto a detail screen.

Type A—Details to a screen

Type B—Details to a menu of screens

24
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8. Get Help
Three online help options are available:

1. Field Help.......... Explains the data contained in a particular field.
2. Function Help....Provides help with function keys available in Colleague.
3. Process Help.....Explains the purpose of the screen and how it is used.

Field Help :
Click: in the field in which you need help.
Click on: “Help” on the menu bar. The Help menu appears.
Click: “Field Help” on the Help menu. OR
Click in: the field in which you need help; then click on the ? button on
the tool bar.

HELP infor

Enter a zuffis code or title far the individual.

bdore | Ernough |

Function Help :

Click on: “Help” on the menu bar. The Help menu appears.

Click: “Function Help” on the Help menu. This displays the keystroke
combinations that can be used to perform functions which are
normally accessed by using the mouse in Windows.

Process Help :

From the screen you need help with,

Click on: “Help” on the menu bar.
The Help menu appears.

Click: “Process Help” on the Help menu.

Central Texas College 25 Issued 9-1-2004
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9. Add a Record

Note: Before you add a record (like a record for gerson), you must do a thorough search to
make sure the record does not already exist in theatabase.
(See Section 5 for specific direatis and tips on searching for a person.)

Each word typed into the Person Lookup dialog box will automatically be capitalized.

For typical one-word first names and one-word last names, just type the names into the Person
Lookup dialog box as you normally would. Still, check the names once you are at the screen
to make sure Colleague parsed it correctly.

For names that have multiple parts like Jo Anne Van Dyke, you will need to signify to
Colleague how the name should be parsed into the fields on the screen.

Use an underscore character between words to keep the spacing.
Entering Jo_anne van_dyke into the Person Lookup dialog box as shown below ...

Perzon LookUp

|J|:u_anne van_dykel
(] 4 I

... will result as shown here:

Cancel | Dt Firish Help

MAE M ame and Address Entry

10 0034479

“an Dyke, Jo Anne

Frefis v
MName LFM §
Suffix
Address E]
Cly/St4Zp/ Crity
Fies Crtp/State

Person |0 | 0034479

Country Source L =
Phone/Ext/ Ty w
Origin/D ate (]
S5H Addrezs Change
Birth D ate: = Source w
Ethnic/Gender Date

Mail Codes

E-Mail Adr v

Pref Mame | JoAnne Wan Dyke
Fdail Marme JoAnneYan Dyke
Other LFM (1

Ey

Mew Record

If the name is displayed incorrectly on the screen, or if the name has multiple capital letters,
adjust the name’s format on the NAE screen.

Central Texas College 26 Issued 9-1-2004
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10. Edit a Field

Once the screen appears, if a name is not displayed correctly, you can edit inside the name
fields by clicking inside the field and re-entering the data.

Names with Multiple Caps:

For example, assume the person’s first name is JoAnne and Ul interpreted the initial input as
Joanne.

Click : in the First Name field.
Result: The whole text is highlighted.
Mame LFk REEEIEEs E] L Ganne

Type: =JoAnne

Note: Theequal symbol =) tells Colleague to keep the formatting of th name exactly as you
typed it. The same is true when typing abbreviatins in names or addresses with more
than one capital letter, e.g., P.O. must be typedP.O.; FBI must be typed =FBI.

Press: <Enter>.
Result: The name should now display multiple caps.
MNarne LFM RS E] Jodinre

Central Texas College 27 Issued 9-1-2004
Revised 5-30-2006




Basic Navigation
Central Texas College

11. Delete a Field Entry
Deleting from a Single-value field

To delete the contents of a field, click on the field, then go to the Edit
menu, and select Field Delete . Though using the delete key on the
keyboard may appear to remove the contents of a field, it may or may
not delete the information that was populated in other screens or fields
based on this entry.

This procedure will
not delete an
entire record, just
data within one
field.

Depending on the field type, you can delete some field entries you have entered. Because
some fields are required, you may be able to only change the entry, but may not be able to
leave it blank.

If you attempt to leave a screen without entering required fields, you will be prompted for an
entry (or entries) before you may save the screen and continue your work. The following Alert

dialog box will show. In order to continue, you must click and then enter information into
the required field or fields.

Fust enter data for REQUIRED field. Press HELFP for assistance

Deleting from a Multi-value field

Click on a multi-value button.
MAE-Mame and Addresz Entry

|D: 0034473

Wan Dyke, Jotnne

Prefix w Perzon 1D | 0034479

Mame LFM

Wan Dyke
Suiffin w
Address (1) E]
Chy/SHZpsCity
Res Chty/State

Country Source b4
Phane/Ext/Ty (] v
Origind D ate - @
SSM Addrezs Change
Birth D ate [@] Source “

Ethnic./Gender Date Multi-value
Mail Codes "B By button
E-Mail Adt v

Fref Mame | Jodnne Wan Dyke

ke ail Marne Jadnne Wan Dyke

Other LFM (1) Aumstead B =

Element Other LFM MNew Record Walue 141
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Click on: Delete.
The next message will appear allowing you to confirm your choice.
Delete FIELD, "WHOLE GROUP, ar CAMCEL delete
Cancel I Field | YWhale Group
Click on: Field. The data in the field will disappear.
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12. Print Screen

This quick and easy process allows you to capture an active screen image to use for
information.

Activity
A.)  On your monitor, show the screen that you want to capture.

B.)  Press the Print Screen key located to the left of the Scroll Lock key on the
keyboard.

No visible activity will display on the screen, but a copy of the screen will be captured. Now
open MSWord and paste the copy.

Ll Document2 - Microsoft Word

File | Edit | Wiew Imsert  Format

[ 7 Undo Typing  ChrH+2
Final §

B
0 =

R Paste Chrl+y
R =

You now have a desk copy of your screen image. You can then save or print.

Remember to destroy sensitive material after you ar e done with it.
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13.  Exit the Datatel/Colleague Ul

Exit Colleague Ul safely by using one of the recommended methods described in Section 3.
You should never use the Close button [X], as shown below.

After saving or canceling all screens — Click on the icon.
Exit
Exit icon
Result: Colleague closes.
CAUTION: When your log-in has been inactive for some time, the system will abort

your connection. Even if you are in a screen doing a task, and have been
called away, the system will abort the session. There will be no indication
that the abortion has taken place until you resume your task. When enter
is pressed, the following screen will appear. Click on the X to quit. Then
log on again.
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14.  Changing the Colleague Password

There may be an occasion when a Colleague password needs to be changed. The following
procedure may be followed:

A. In the CORE module, type XPWD into Quick Access box, and click on Go.

B. Enter the old password.

Note: Blinking cursor will not respond to keyed entries and characters entered will not be visible on
screen; after each completed entry press enter on your keyboard and continue.

C. Enter the new password.

D. Enter the new password again and press enter. The system will then return to the User
Interface Window. Click on exit to log out of Colleague.
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15. Self-Check Competencies

Upon completion of today’s training, | can . . .
define Colleague

define Datatel

define mnemonic

list the three major applications/modules used in Colleague
access Datatel/Colleague using login and password
change from one application area to another

exit Colleague properly

identify Maintenance screens

identify Inquiry screens

identify Report screens

identify Processing screens

access a record using search methods

save information entered into a screen

cancel entries made in a screen

add a record

edit a field entry

delete a field entry

access help options

capture a screen image

save a screen image

date/time/name stamp an entry in a Comment field
navigate between fields

make a selection from a resolution (lookup) screen
use shortcut to retrieve last record

use the mnemonic box to access screens

enter information into the following field types

Free entry
Drop down
Lookup
Calculated
Date
Detail
Multivalue
Comment

©Oo0OO0OO0OO0OO0OO0OO0o

Central Texas College 33 Issued 9-1-2004
Revised 5-30-2006



Basic Navigation
Central Texas College

16. Glossary

Calculator : The calculator button at the right of each numeric field gives you access to a
calculator. See Section 7.

Colleague : The name Datatel Corp. has given to the software system we use to file records
and retrieve reports.

Core: Central location for information and rules used throughout Colleague.
Datatel : The name of the corporation that developed Colleague.

Detail or Drill-

down : Click on the downward-arrow button to view a detail screen or add more

information. See Section 7.

Drop Down : The drop-arrow that displays a predetermined set of valid entries, known as
“Code Tables”; i.e., additional menu selections.

Field: The space in which you may type or view information.

Field Entry : The data entered as requested in a particular space.

Free entry : Text entered here is not part of a required list, but allows you to enter any
appropriate data.

Icon : A simple figure that leads the user to a particular part of a program or process.
Inquiry Screen : A read-only screen
Lookup : Type <...>to bring up a Resolution Screen that gives

a list of options from which to choose a value. (You
can manually type in the value if you know it.) This
type of field displays the work Lookup in the Status
Bar—Ilower left of the window.

Maintenance
Screens : Screens in which users maintain (add, edit, and delete) data.

Mnemonic code : Short letter codes that give user access to specific areas.

Quick Access Box_: The field in which the user types the mnemonic code and then presses
<Enter> or clicks on the GO button.

Central Texas College 34 Issued 9-1-2004
Revised 5-30-2006



Basic Navigation
Central Texas College

Multi-value : Indicates that there can be multiple values for this field.

Navigate :  To move smoothly throughout the Colleague system to accomplish specific

tasks.

Resolution

Screens : The Resolution Screens display information and provide a means to select
specific records.

NOTES
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