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Look up: Displays a list or a search window.

Pins the Actions menu to the window.
Click to slide menu to left.

Information: Hover to display the description
of the field.

Arranges Quad View windows side-by-side
or in separate browser tabs.

Information message.

Arranges Quad View window horizontally
or in separate browser tabs.

Opens the details in a new window, called the
Quad View, in the browser. Enables you to
view the search results and details of the
selected record simultaneously.

Error

Closes the Quad View window. Does not
close browser.

Mandatory. Asterisk appears at the end of
a mandatory field.
Calendar (date picker)

Displays a list of records that match the
search criteria.
Clears all fields.

Creates a new record. Displays a blank
details window. Ignores any information
entered as search criteria.

Click underlined text to drill down to details.
Double-click anywhere on the row to do the same thing.

You need only type the first few letters in any drop-down
box to make a selection.

Closes the window. Never use the browser
back button; always click Close to return to
the previous window.

Click here to enlarge the type on the browser window
(lower right corner of your browser).
Save changes made to the record.

Restores record details; does not save any
changes.
Save | Print | Zoom | Display PDF toolbar
| out/in|

Results displays can be sorted by double-clicking on a column heading.
Before: Default order is by Demo Id column

After: Sorted by Status Description. The arrow indicates the sort is in descending order.

To change the order of the column, click and hold on a column, then drag it to its new location.
Before:

After: The TRA No column has been moved to the first column.

To change the width of a column, click and hold on a column border, then drag it to its new location.
Before:

After: The EEIN column has been made wider.

