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Navigating and Using Online Help 

NOTE:  The fields displayed on the screen may vary from the illustrations below based on 

an individual user’s security rights or based on the specific configuration of the database. 

For any questions related to these fields, contact your system administrator. For 

additional definitions of fields which are not shown below, see Online Help. 

 

 

 

1. Modules are displayed in the top 
right hand corner of each page. 
These are links to the main areas 
of functionality. For example, 
“Logbook” consists of work 
orders”, and “Asset” consists of 
equipment data. A user’s access to 
modules is based on that user’s 
security profile. If you require 
additional modules, contact your 
system administrator.  

2. An arrow points to the module 
that you are using. For example, in 
the illustration to the left the user 
is in the Logbook module. 

3. Each module is divided into Tabs, 
which display below the module 
links. For example, “Create 
Request” and “Find Request” are 
tabs within the Logbook module. 

4. Blue links are usually shortcuts to 
other pages. For example, clicking 
the link for the Property would 
display a window showing the 
service address for that property. 

5. Clicking on a Slider will expand a 
section to provide additional data. 
To the left, “Miscellaneous Fields” 
and “Procedure” are examples of 
sliders. 

6. The Help link in the lower right 
corner will display the Online Help 
window.  

7. TIP:  You can right-click a module, 
tab or link to open a new window, 
and then close that window to 
return to your original screen. To 
update your original screen with 
new data, click “Refresh” on your 
browser toolbar. 
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ONLINE HELP: 

8. You can access Online Help by 
clicking the Help link from any 
page when you are logged into the 
system. Help is located in the 
lower right corner of the screens.  

9. Online Help is organized in 
sections (see “TOC”, Table of 
Contents, to the left). If you click 
on folders in the TOC portion of 
the window, they will expand to 
display sections or subsections.  

 

 

 

 

 

 

 

 

 

 

10. The What’s New section describes 
new enhancements that have 
been released. This section is 
updated on a regular basis. 

11. Details display in right side of the 
window. If you click a blue link in 
that section it will expand the 
section, or take you to another 
window. 

12. You can search Online Help by 
clicking the Search box in the 
lower left corner of the window.  
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13. The screen will then display a box 
in which you can type a keyword 
for searching. 

14. Enter the keyword and click 
SEARCH.  

15. The system will display below the 
Search box all the pages that 
reference the keyword you 
entered. You can then click any of 
the pages in the left portion of the 
window to display the details from 
that page in the right portion of 
the window. 

16. To return to the Table of Contents 
in the left portion, click TOC. 

 

 

 

 

  

17. To access instructional videos on 
key functionality of the system, 
choose the ProTips folder under 
the TRAINING folder in the Table 
of Contents, TOC.  

18. In the right side of the window, 
choose one of the displayed links 
to access specific ProTips, such as 
Base Modules. 
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19. To watch a video, click the video 
title. For example, in the 
illustration to the left, you could 
click “Creating an Asset”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

20. In the next screen, enter 
Facility742 if prompted for a 
password.  
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