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. This procedurs cez 2lse be ron memmally, if necsssary. The report vou gensrzied m Step 3
coztaing the informaticn necassary to skt the cormact call up om & mezn.

B. oo the Dynamic Aenn MWaimienamce. Salactibe Menn Cade Flile Warmtenanee optton. Yo

will se the fellowing screen:
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8. In the MWenn Name fiald, enter the zame of the menn you meed to wpdate. It is the smiry in
tha Propram colume of the “Dvozmic Meam Changes Listng.” Click 0K You will sse tha
follewing scraan:
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Cluﬂbﬂ 3: Pose-Imsiallation Se:ni Inseructions
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If vou wans to skow 21l accounts thet god with the weed, emcumbrance, typs ¥encumbranca
iz the Deserdpidon Sald of the Subset scresz, aod click OEC
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Tha current sabset of toe (20 Acosmm Fromplt, Yencombrance, is displayed 25 the activs

subset in the top left coroer of the scen. Unhl changed, the active subset will remaiz 211
rocounts that s=d with the word, emenvebrance.
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If vou wa=t to show all accou=ts that cogfzip writh the word, encumbrance, aoywhem = thetr

descriptiozs, typs Bancumbranced i the Desoripifon fiald of the Swbrat somen, azd click
OE:



Wildeard Searches
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The curreat subset of e (A Acoswe Frompr, Yeocombrance®s, is displayed as the active
sufoset o the top beft corner of the sorean. Unttl changed. the active subsst will remai= 201

aocombs that comtaiz with the word, encrmebramoe.

Yo also may wse the wildcard % symbol to show all acconnts that begiz with ooe werd, sk
25 duedger, and snd with azothar, such 2z comtrol. To deo 5o, typs brdgatécontral in the

Descripiion Geld of the Subset soresz, end click OK:
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Tha current sobsst of the (A Acosim Frompy, bodset®icontrol, is displayed as the active
subset to the top left cornaer of the scrasn. Untl changsed. the active subse: will remaiz= 211
accounts that begin witk the word, budger, and eod with the weond, conrfral,

In addsteem to the (20 Account Prompe, te following sereans offer the new Wildcesd faaters:
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Chapter 3: Posc-Imsiallaton Secup Insiruciion:

Screen Screen Number Wildcard Fields
vendor Inquiry APOTO0 vendor Nama
Wark whn Customer | ARD120 |f:..~.srumar Last Name, Customsr First Nama |
|Eu5||:rer Promp | ARDZTD |n:.‘usm.mar Lagt Mams, Customsr First Name |
|J.:=:-:.m Recelvanie Ingquiry | ARD3ES |f:..~.srumar Lagt Nama, Customsr First Namg |
|.i.:=:|:|:'5 Receivadie Payment Prompt | ARD4SS |-:.‘L.'at-:u.marLa.:He.lm. Customer First Name |
Wark whin GIL Aczounts | GLOS1D |.ﬂ|:nu|.'.'1rl:lus-mp:mn |
\Meork whin \enors | GLOSED |'m-uhrHama |
Viendor Promgit | GLOZEL |'munrmm Vandor Contact Name |
|F|na'r:ﬂ Inguiry | L1300 |Sunsarnrﬂ-as|:r.|pnur:- |
\Wark wiin Empioyees | HRA070 ||'.a'.ilf Naims, First Nams |
|Em:d:1:.‘e~e Promot | HR*025 |E.m,u1'|:-j'aa iama |
Work with Emplicpee Hours HR2I20 Laat Namma, Firsl Nama
Deparmantal ingulry ‘ KRN Empivysa Last Name, Empioyas First Nams
|Em:d:1:.‘e-e Inguiry | HR7150 ||'.a-5t Naims, First Nams |
|E:E|:a'lme'ial Cneci Inquiny | HR7440 |E.m,u1'|:-j'aa Last Nama, Empioyea Firs: Nama |
|I::E|:a'lma'i3| Hours Calegary Inquiry HR7450 ||'.a-5t Naits, First Nams |
RADGID |

|Fm~erue Accounting Inquiry |

My Tasks
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Thiz feamre has bean addad to the Legos software suite to nodfy a uses, trough -mail or the
Ly Tznkr moamu option, wiez 2 follow-up respomse to an antomatic system procass is mguiced
or whan dafe bas changed 25 2 result of a syshim process.

Tha fellowning system processes will igger smployes otifizadon:
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Joumas Earl jour=al is associzied with 2n sneployse meponsibla for procesing it
Whiee jourzals 2rg cosated, the respomsible smployes will be notiSied.

Whee requasts 2rs snbaed in Work with Ragquasts, authonzed parsconsl in
Departrnent Approval the depermes: mory zead to 2pprove tose raquests befome they ars

Pending pockased. The ammploryess responsible for approvels will e zetiSed whez
Taqoests 20s sxtared im feir depertonom?.
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