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The Integriti management software interface

The appearance and control of the Integriti management software is the same throughout.

It has been designed for flexibility and ease of use. This document will explain the use of the
various interface elements available.

Logical operator combining conditions

Click to change the current operator,
and add/remove conditions and groups
of conditions.
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Editors

This section describes the capabilities provided by the editor controls.

Working with Dropdown Editors

Open Editor's Dropdown

Do one of the following:

e Focus the editor and press ALT+DOWN ARROW or F4.
e Click the editor's dropdown button:

Australia - !

Close Editor's Dropdown

For all editors providing a dropdown, you can close the dropdown by pressing ALT+DOWN
ARROW, ESC or F4.

Dropdowns displaying lists of items can be closed by clicking an item with the mouse, or by
selecting an item with the keyboard and pressing ENTER.

Editing Values, Selecting Text and Using the Clipboard

Select and Deselect Editor's Contents

To select all text within an editor, you can invoke the Editor Context Menu and choose
Select All. To select a part of the edit value, click on a position where the selection should
start, drag the pointer to the end position and then release the mouse button.

Additionally, the following keyboard shortcuts allow you to manage selections.

Shortcut Description
CTRL+A or F2 Select all within an editor.
SHIFT+ARROW Extends or shrinks the selection by one character.

CTRL+SHIFT+ARROW Extends or shrinks the selection by one word.
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Clipboard Operations

Clipboard operations are supported for editors that support caret moving.
To copy selected text into the clipboard, do one of the following.

®  Press CTRL+C or CTRL+INSERT.
e Open the Editor Context Menu and select Copy.

To paste text from the clipboard, do one of the following.

e  Press CTRL+V or SHIFT+INSERT.
e Open the Editor Context Menu and select Paste.

To cut some text from an editor into the clipboard, do one of the following.

e Press CTRL+X or SHIFT+DELETE.
e Open the Editor Context Menu and select Cut.

Delete Selected Text

To delete the selected text within an editor, do one of the following:

e Press DELETE or BACKSPACE.
e Open the Editor Context Menu and select Delete.

Undo

To undo the last text editing operation, do one of the following:

e Press CTRL+Z.
e Open the Editor Context Menu and select Undo.

After you've undone an operation, you can return to the previous edit
value by executing the Undo command once again.
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Change Date/Time Values

You can edit these values without opening the dropdown calendar. Position the caret at
the portion of a date/time value that needs to be changed. To increment the value, press
UP ARROW. To decrement the value, press DOWN ARROW. Or, use the mouse wheel.

2011 1:30PM -
Thursday, 26 July 2011
4 July 2011 b

Mon Tue Wed Thu Fri Sat Sun

1 2 3

4 5 & 7 o] 9 10

11 12 15 16 17

18 19 22 23 24

25 26 29 30 31
lear Ok Cancel 1:30:00 PM -

Change Numeric Values

To increment a value, press UP ARROW. To decrement the value, press DOWN ARROW.
Or, use the mouse wheel.

40| 2

Change Values of Editors That Display Items in the Dropdown

To select the previous value, press UP ARROW. To select the next value, press DOWN
ARROW. Or use the mouse wheel.

Mr -
Mr
Mrs
Ms
Miss

13

m

Prof
Sir -

11
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Edit Images

To copy, cut, paste, load and save images in image editors, right click the image and select
the required command via the context menu.

Editor Context Menu

Text editors support a context menu providing common commands. To open the menu,
right-click an editor.

Texk iﬂ
‘—q =3 Undo

# Cut
=3 Copy

[, Paste

< Delete

Select Al
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Filter Editor

This section describes the capabilities provided by the Filter Editor, which allows users to
visually build filters:

And &
> [First Mame] Begins with Bob £
[Last Mame] Begins with Parker &
[Company] Is not blank &

g3 L
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Filter Data via the Filter Editor

Filter Editor

The Filter Editor is used to edit filter criteria. To create and customize filter criteria, use the
© and ' buttons embedded into the control and context menus supported by the editor's

elements:
Logical operator combining conditions Current expression Removes this condition
Click to change the current operator,
and add/remove conditions and groups _ "
of conditions. E‘J Filter Editor

And

Filter conditions ’, -~ [Company] Is like ABC Co.
combined in to a group - [Department] Equals Sales

[Payroll Murmmber] Is greater than or equal bo 900000
| It It ]

Column

Click to select another column.

Criteria operator

Click to change the current operator.

Operand value

Click to specify a value.

—

14
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Remarks

A filter condition group is a set of conditions combined by the same logical operator. The
following filter expression contains two groups combined by the logical OR operator:

([Product] = "Chang® And [Quantity] > 20) Or ([Product] In
("Tofu®, "Konbu®) And [Quantity] < 100)

In the Filter Editor it's represented as follows:

T Filker Editor ==

N Cr
b A
Groupl - [Company] Is like SBC Ca,
: - [Department] Equals Sales
— - [Payraoll Number] Is greater than or egual to 900000
B b And
Group2 - [Payraoll Mumber] Is less than 200000
L - [Department] Does nok equal Sales

K, l | Cancel | | Apply

For step-by-step examples of creating filter criteria, see Examples of Using the Filter Editor.

Add Conditions

To add a condition to a logical group, do one of the following:
e Focus any condition within the group or the group's logical operator and then
press INSERT or ADD on the keyboard.
e Click the & button for the group.
e Click the group's logical operator and select Add Condition.
To add a condition or a group of conditions that have been copied to the clipboard, press
CTRL+V or SHIFT+INSERT. The new condition will be added to the focused group.

15



16

INTERFACE ELEMENTS FOR INTEGRITI USER MANUAL

Delete Conditions

To delete a condition, do one of the following:
e Focus the condition and press DELETE or SUBTRACT.
e Click the ' button.
To delete a group of conditions, do one of the following:
e Focus the group's logical operator and press DELETE or SUBTRACT
e Click the group's logical operator and select Remove Group.
To delete all conditions, do one of the following:
e Focus the topmost logical operator and press DELETE or SUBTRACT.
e Click the topmost logical operator and select Clear All.
To cut a condition/group of conditions to the clipboard, focus this condition or the group's
logical operator and press CTRL+X or SHIFT+DELETE.

Clipboard Operations

To copy a condition or a group of conditions to the clipboard, focus this condition or the
group's logical operator and press CTRL+C or CTRL+INSERT.

To cut a condition or a group of conditions to the clipboard, focus this condition or the
group's logical operator and press CTRL+X or SHIFT+DELETE.

To paste a condition or a group of conditions from the clipboard to the focused group,
press CTRL+V or SHIFT+INSERT.

Change a Column in a Filter Condition

To change a condition's column, invoke the column list by doing one of the following:
e Click the current column.
e Focus the current column via the keyboard and press SPACE or ALT+DOWN
ARROW.
Then, choose the required column from the list that will be invoked

Change an Operator in a Filter Condition

To change a condition's operator, invoke the operator list by doing one of the following:
e Click the condition's current operator.
e Focus the current operator via the keyboard and press SPACE or ALT+DOWN
ARROW
Then, choose the required operator from the list that will be invoked
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Edit a Condition's Value

To edit a condition's value, click the operand value and type text.

To activate the operand value's edit box without changing the value, click the value or
focus the operand value via the keyboard and press F2, SPACE, ENTER or ALT+DOWN
To close the active edit box, press ENTER.

To discard changes to the value and close the active edit box, press ESC.

Navigation

To focus a specific filter condition or a group's operator within the Filter Editor, do one of
the following:

e Click the target element.

e Use arrow keys to move focus via the keyboard.

Examples of Using the Filter Editor

The Filter Editor allows you to filter data (display those records that meet specific
requirements), by visually constructing filter criteria in a straightforward graphical form.
The following sections demonstrate how to construct filter criteria using the Filter Editor.

How to Construct a Simple Filter Condition

Basically, filter conditions specify what data to select from a data source and display in a
data-bound control. A typical simple filter condition consists of three parts: the
column/field name, operator and a value(s). For instance, '[Discount] >= 0.05'isa
simple filter condition, where '[ Discount]' is a field name, '>="is an operator and '0.05'
is a value. This condition when applied to a data-aware control will display records that
have values in the Discount column greater than or equal to 0.05. Here is how to create a
condition via the Filter Editor (it's assumed that the underlying data source contains the
‘Company’ column, otherwise, this column will not be accessible in the Filter Editor's
column list):
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1. Invoke the Filter Editor.

To invoke the Filter Editor in a grid control, right-click any grid column's header
and select the Filter Editor option.

Drag a column header here ko group by that column

Firzt Mame Last Ma n '
E\Ir Sort Ascending

El Sort Descending

= Group By This Column

Hide Group By Box

Femove This Colurmn
Colurn Choaser
I Best Fit

Best Fit (all colurmns)

Show Find Panel
Hide Auto Filker Row

2. The Filter Editor will pop up.

When invoking the Filter Editor for a grid control, if no filtering has yet been
applied, the Filter Editor will contain a new filter condition referring to the clicked
column. If, for example, the Filter Editor has been opened by right-clicking a
Product Name column, it will look like the image below:

[ Filker Editor =

and

[Last Mame] Begins with <enter a value =

[ Cancel l [ apply
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3. Select a column.

Now, to filter against the Discount column, click the condition's link displaying a
column name ('Company'). This will display the list of available columns. Select
the Discount column in this list:

T Filker Editor =

area

Area Enkry Time

Department

Ernergency Contack
_ [ Ok ] [ Cancel l [ Apply
First Mame

L Home Email

Harme Fax
Home Mabile
Home Phone

[

T Filker Editor ==

[Compary] Beqgins with <enter a value =

ok || cancel || ooy
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4. Select a comparison operator.

To select the 'Is between' comparison operator, click the condition's operator
link ('Begins with') to display the list of supported comparison operators and
select the required operator:

[ Filker Editor ==

And

= Equals
# Does not equal
= Is greater than

2 Is greater than or equal to

Cancel

< 15 less than
] [ Apply

% Is less than or equal to

4L Is nak bebwesn %

abe Conkains

ach Does nak contain
[a]b Begins with

blc] Ends with

axe Is like

axe Is not like

~

T Filker Editor ==

And

Lo [Company]ils between; <enter a value= and <enter a value =

ok || cancel || ooy

The comparison operator list displays only those operators that are supported by
the current column's data type. For instance, if the selected column was of the
numeric type, the operator list would not display the 'Begins with' operator
and other operators that are related to strings.



INTERFACE ELEMENTS FOR INTEGRITI USER MANUAL

5. Enter the required values.

Now, click the first value box and enter a comparison value ('Company J'):

And £

[Comparny] Is between Comparry J| |an|:| «<enter a value= €

Next, click the second value box and enter a comparison value (‘Company O'):

aAnd ©

[Company] Is between Company 1 and | Comparry Q| | o

ok || cancel || apoly
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6. Save changes.

Click OK or Apply, to filter data using the created filter condition. The grid will
show the filter panel displaying the current filter criteria:

Drag a column header here ko group by that column

First Hame Lazt Mame Compary

¥

¢ Cleora Arterbury Compary
Gayle W'heeler Company 0
Latonia T aber Compary L
Lermuel 5 azparing Campaty .|

The filter panel will contain the 'Edit Filter' button, which also allows you to invoke
the Filter Editor.

How to Construct Filter Criteria with Multiple Conditions Joined by One Logical
Operator

Filter criteria typically consist of two or more simple filter conditions combined by logical
operators (AND, OR, NOT AND, NOT OR). The following example shows how to construct
filter criteria in the Filter Editor that consist of multiple conditions combined by one logical
operator. The "[ProductName] = "Tofu®" AND [Discount] >= 0.1 AND
[Quantity] > 99" filter expression contains three simple filter conditions combined
by the AND operator. To construct it, do the following:

1. Invoke the Filter Editor. When the Filter Editor is invoked for a grid control, the
Filter Editor may display an unfinished new filter condition:

[ Filker Editor ==

and

[Last Mame] Begins with <enter a value =

e H T || Apply |

2. Set the condition's operator to Equals and operand value to 'Tofu' (as described
in the previous section):



INTERFACE ELEMENTS FOR INTEGRITI USER MANUAL

To add one more condition, press the “* button next to the group's AND operator:
This will create a new condition under the current one:

For the second condition, set the column to 'Discount’, operator to '>="'and
operand value to '0. 1"

To add a third condition to the same group, click the % button again. Set the
condition's column to 'Quantity’, operator to '>' and operand value to '99'".

Below is the result:

Click OK or Apply, to apply the created filter criteria.
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How to Construct Filter Criteria Involving Different Logical Operators

Some filter criteria contain multiple logical (Boolean) operators combining simple filter
conditions. For instance, you want to see items whose price is under 10, and at the same
time, the available quantity is also less than 10. At the same time, you may also want to
see those items whose price is over 10, while the available quantity is also greater than 10.
The resulting condition will look like this:

(Price is less than 10 AND Quantity is less than 10) OR (Price
iIs greater than 10 AND Quantity is greater than 10)

This is how you can do this:
Invoke the Filter Editor.

Clear existing filter conditions (if any) by clicking the = button:

Change the root logical operator to OR. To do this, click the current AND operator and
select OR:

Add a new filter condition group by clicking the OR operator and selecting Add Group.

For the created condition, set the column to 'UnitPrice’, operator to '<' and operand
value to '10":

Click the “* button to add a new condition to the current group:

For the new condition, set the column to 'Quantity’, operator to '<' and operand value
to '10"

Add a new filter condition group. To do this, click the root OR operator and select Add
Group.

For the condition within the created group, set the column to 'UnitPrice', operator to
'>' and operand value to '10":

Click the * button to add a new condition to the new group:

For the new condition, set the column to 'Quantity’, operator to '>' and operand value
to '10"

Click OK or Apply, to apply the created filter criteria.
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Grid

This section describes the capabilities provided by the Grid control, which represents data
in a tabular form, supports data editing, sorting, grouping, filtering and many other features:

Data Presentation

Sort Grid Rows

Sort Data in Grid Views

To sort records by a column's values and replace existing sort conditions that are applied
to the current or other columns, click the target column's header, until an Up or Down Arrow
icon is displayed within the header. The Up and Down Arrows indicate ascending and
descending sort orders respectively.

Firgt Mame L\\g « 7| Last N
¥

¥ Carmelna Swatt
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To sort records by a column's values while preserving existing sort conditions, do one of
the following:
e Click a column header while holding the SHIFT key down, until an Up or Down
Arrow icon is displayed within the header.
e Right-click a column header and select Sort Ascending or Sort Descending from
the context menu that appears:

Firzt M arme . Are
. Sort Ascending k
2 .
i Sort Descendin
¥ Carmelina .a.l d St
| Sorki
Cleora =ar 2oring Sto
Gaston = Group By This Column Sta
Gayle Hide Group By Box St
Inztaller St
. Remowve This Column
Justing Pla
E
Kelley Colurmn Chooser Sio
= .
Latania ki Best Fit St
Laumn Best Fit (all columns) Sha
Lemuel T Filter Ediar... St
S aundia Shiow Find Panel Slis
Vigenta Hide Auto Fiker Row Fla

To remove sorting by a column, click a column header while holding the CTRL key down.
You can also select Clear Sorting from the column header context menu.
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Group Grid Rows

Group Data

To group by a specific column, do one of the following:
e Drag a column header from the column header panel to the group panel:

F

o Users
4L

Fipsk flarme §' 1at column
‘l}:le Icon Panel Mame |First Marne hd | Lask
Mo image data Type here to search, .. q Type here to search... "T; Tyt
Mo image data Mew Virkual Panel Irsks
Mo image data Mew Yirtual Panel willetta Basr
Mo image data Mew virtual Panel Gayle Wit hie

[ nt TR (R 1

e Right-click a column header and select Group By This Column from the context
menu:

Firsk Mam ‘E‘l Sort Ascending
El Sork Descending
Clear Sorking
willetka
Gayle = Group By This Calurmn Wit
Lauryn | == Hide Group By Bo De
Cleara Rermave This Column Arl
Lemuel & Column Chooser G
Latonia T4
| q
Best Fit
Kelley li—+ Lal
carmeling Best Fit (all columns) o
3aston T? Filter Editor. .. Pl
Wicenta Shaw Find Panel D3
Justine Hide Auto Filker Row i
Tanna Kir
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Ungroup Data

To ungroup data by a grouping column, do one of the following:
e Drag a column header from the group panel to the column header panel:

-
ol Users
Firsk N%e -
e
Role Icon Panel Mame Firsk Marme k Mame
Mo image data Type here to search. .. Qﬁ}rE here ta

{ b First Mame: (Count=1)

L YT TR SN TR ST

e Right-click a grouping column's header and select UnGroup from the context
menu:

First Mame —=
Full Expand

Role Icon [ ] Full Collapse e
Mo image data
5 % Sort Ascending
7 S A

b First Nomd Al Saork Descending

B First Name Clear Sorking

[* First Mame Sork by Summary 3

[ Firsk Marne = UnGroup

-

L == Hide Group E%Eh:-x

[+ Firsk Marg

b First Name Remove This Column

b First Mame B Column Chooser

[+ Firsk Marmg Best Fit (all columns)

b Firsthsme <2 Fiter Editar. .,

[» Firsk MNarng

Show Find Panel
[ Firsk Marmg
b First Mame Hide Auto Filker Row

>

Eivembk Bl ermmma e e S b
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To remove grouping by all columns, right click the group panel and select Clear Grouping
from the context menu:

First Mame [] FullExpand
Role Toan [ Full Collapse
g i 8
Mo image data = Clear Grouping
| I First Mame: (Count=1) | B Hide Group By Box |

[ Firsk Mame: faron (Counk=1}1
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Change Group Order

To change group order, move a grouping column header to another position within the

group panel:
r-
ol Users
+
el e Nmst ﬁame
‘i} COmpany - T
Role Icon Panel
Mo image data Tvpe b

PP Fivek hlarmer S mmb=1%

Filter Grid Data

Invoke the Filter Dropdown List

e In Grid Views, hover over the column header. Click the filter button (¥) within the

column header that appears.

Panel Mame % ¥ | Street

Type here to search. .. '1_:" Twpe b
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Create a Simple Filter Condition

To select records that contain a specific value in a specific column field, do the following:

1. Invoke the filter dropdown list containing available filter values.

2. By default, if filtering is applied, the filter dropdown will only display the values
which match the current filter criteria. If the SHIFT key is pressed while opening
the filter dropdown, all values will be listed (not only those that match the current
filter criteria).

Select the required filter value in the filter dropdown list:

Sul:ll.lrl:l [T T TN ik

(Custom) - |
Type here to search. .. (Blanks) = here
{Monblanks)
Abbeywood
Maleswarth ":"bt":'tSt_"-'r'?"' ar Cou
Maleswaorth .ﬁ.ber!ﬂaln .ar o
Acacia Gardens % i
Acton Park, |
Dripstone Adamstown Heights {Counky
Drripstone Adelaide Zounkl

Adelaide firport
Adelaide Mail Centre

Hanwood ;uerra

Afterles I
Hanwood 1= Y

Agety |

Airds |
Spring Grove alberton Morth
Spring Grove Albion Marth

Aldershok |

aldinga Beach |
Yacka nga beat bz Me

Aldoga - |
Yacka Lbs e

The filter dropdown list will be immediately closed, and the control will display the records
which contain the specified value in the specified column.

If the filter dropdown list provides check boxes to the left of filter values, multiple values
can be selected (checked) simultaneously.

In this mode, click OK to close the filter dropdown list and apply the filter.
You can sequentially filter data against multiple columns using the method described
above.
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Use Microsoft Excel Style Custom Filter Dialog

To construct filter criteria involving up to two conditions, do the following:
e Invoke the filter dropdown list (see above) and click Custom. This will invoke the
Custom Filter Dialog, allowing you to compare a column with one or two values:

Cuskom AukoFilker @

Shiow rows where:

frea

equals - (Enker a walue) -
@and  (or

(Select an operator) - (Enker a walue) -

(] 4 Cancel

Use Advanced Filter Editor Dialog

To invoke an advanced Filter Editor dialog, do one of the following:
e Right-click any column's header and select Filter Editor:

Drag a column header here to group by that column

First M amme Last Ma A '
El Sort Ascending

El Sort Descending

= Group By This Colurmn

= Hide Group By Box

Remove This Column
Colurmn Chooser
Il Best Fit

Best Fit (all columns)

Shiow Find Panel
Hide Auto Filker R
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e If the filter panel at the bottom of the grid control is visible, click the Edit Filter
button:

* | | [Area) = Foyer' | = Edit FiIt%

The Filter Editor is also invoked when choosing the (Custom) item in a column's filter
dropdown list, if the current filter criteria applied to the column consists of three or more
simple filter conditions, or if the filter criteria contain advanced comparison operators such
as"ls between"and"ls any of".

Firsk Marne | 2k hlarns
(Cusko

Tvpe here to search. ., (Blanks)
(Mon blanks)
Aaron
Abbie
Abdul
Abel
Abigail
Abraham
Abram
Ada
Adalberto
Adam
Adeline
Adell
Adelle
Adolfo
Adalph
Adrian
Adriane -

mi »
——=
=

To learn how to work with the Filter Editor, refer to Filter Data via the Filter Editor.

Clear the Filter

To clear the filter applied to a specific column, do one of the following:

e Invoke the filter dropdown list (see below) and click (All).

e In Grid Views, right-click the column header and select Clear Filter:
To clear all filter criteria, click the Close Filter button within the Filter Panel:

%J [Area] = Fover' | = Edit Filker
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Disable/Enable the Filter

Click the Enable Filter button within the Filter Panel:

* [Area] = 'Foyer' -

Edit Filter

Layout Customization

Expand and Collapse Rows in Grids

Expand/Collapse Group Rows in Grid Views

To expand/collapse a group row, do one of the following:
e Click the row's expand button:

» [ Area; Car park Ground

[ Area: Common Area Ground

%ﬂ.rea: Plant Roorn Ground
Yicenta Dizzpa
Juztine Merta

[» Area: Store Foom

e Double-click the group row.

e Double-click the indicator cell corresponding to the group row:

[+ Area: Car park Ground

— @&

—® [ Area Common &rea Ground

—® 4 Area: Plant Room Ground

—® Yicenta Diggzpa
—® Justine Merta
__.

[+ Area: Store Foom

Indicator Cells

e Focus the group row and press PLUS (to expand the row) or MINUS (to collapse

the row).
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e Focus the group row and press RIGHT ARROW (to expand the row) or LEFT
ARROW (to collapse the row).

To expand or collapse all group rows, right-click the group panel at the top of the control.

This opens the group panel context menu. Then select Full Expand or Full Collapse
respectively:

bAreg -

First Mame [ ] Full Collapse Last M.

2 Clear Grouping e

Hide Group By Box  froeeeees

[+ Area: Commo

4 Area: Plank Room Ground

Wicenta Digzpa
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Hide and Display Grid Columns

Hide Columns in Grid Views

Do one of the following:

e Click a column header/band header and drag it onto the grid control's cell area,
until the cursor changes its image to a big 'X'. Then drop the header.

|First M ame ?| Last Mame
¥
» icenta \gzpain
Justing bl erta
Lauryn Drereu

Lemuel I—-: :H."-ﬁ:nri
. Firzt Mame
Latonia [ aber

b = llm s I — viemmmr

e Drag and drop a column/band header onto the Customization Form if it's open:

| First Marme hJ | Lazt Mame Area
¥

Wicenta Digzpal N — i ol
¢ Justine berta o o Grow

Laryn Drerau Depar M

Lemuel [ azpari m

_ Emergenc
Latonia T aber ) m
- Haome Email

Keley Lauings " - m

Camneling Swatt First Mame m

Gazton Plueger e e % m

[ P | E P
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Display Hidden Columns in Grid Views

1.

INTEGRITI

USER MANUAL

Open the Customization Form by right-clicking a column header and selecting

Column Chooser:

Last Mame
El Sort Ascending
Z A
Disspain p'l Sort Descending
bderta
Dereu = Group By This Calumn
BEspED Hide Group Byw Box
T aber
i Remave This Calurn
Lauinger |
Cwalt l@ Column Chooser k
= .
Plueger li—l Best Fit
Wheeler Best Fit {all columns)
Atterbuy | < Eirer Editor. .
Litzau

Shiow Find Panel

Hide Aot Filker Fow

ik Foor
ik Foor
e Foaon
e Roon
e Roon
e Roon
& Roon
e Roon
MO )
nmnor A
park. Gi
park. Gi

The Customization Form will be displayed listing hidden columns and bands (if

any):
First Mame Last Mame
¥
Yicenta [izsnain
Telfae Customization-, (]
¥ Lauryn Compary . il
Lemel Department
Latonia Emergency Contact =
Felley Home Email
Carmelina Home Fax
Gastan Home tabile
Gayle Home Phane
Cleara Payrall Hurnber
Saundra Pozition -

lhstaller
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2. Drag the required column/band from the Customization Form onto the

column/band header panel and drop it at a specific position.

] » JE

-

JEI’Iitlr.f'u;; a column header here ko group by thak colurmn

Fole & Raole Icon
Cu:? ATy
I'vpe here to se ':;'L Mo image data
Mone Mo image data
Maore (UErERs Customizaktion
ore Mo ima Card Murnber
Mone Moimage of
Mone Mo image j| Cnmp}h.-'
Mone Mo image
. Caunkry

More Mo image J
None Mo image g Drake OF Birth
Mone Mo image of Department
More Moimage ) Email (Home)
Mrme M irnans e

After you've undone an operation, you can return to the previous edit value

by executing the Undo command once again.

Rearrange Grid Columns

Reorder Columns and Bands in Grid Views

To reorder columns, drag and drop a column header to a new position:

D@g a column header here &k Collnn
LreBiER e Last Mame Area |®Entr}| Time 7|5
¥
YWicenta Dizzpain Flant Boom Ground  11:37 Ak fd
Justine Merta Flant Room Ground — 11:37 AM

[ e e S S W S e e~ S _ G e =
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Resize Grid Columns

Resize Columns in Grid Views

To resize columns and bands, drag the right edge of the target column header:

Firzt Hame +—kast Hame Are

To change a column's width so that it displays its contents compactly in their entirety, do
one of the following:

e Double-click the right edge of the column header.

e Right-click the column's header and select Best Fit:

Last M =a b
T ‘E‘l Sort Ascending "
El Saork Descending
Digzpain a7
berta a7,
Dereu "= Graup By This Column 28,
G azparing Hide Group By Box e
T aber ] 38,
Remaove This Colurn
Lavinger e 38,
Zolumn Chooser
Swatt 38,
Plueger 38,
Best Fit {all columns
YWheeler ¢ ) 33,
Arterbury T? Filter Editar. .. a8,
Litzau Show Find Panel 38,
Hide Auto Filker Row 38,

To change the widths of all columns so that they display their contents in the best possible
way, right-click the header of any column and select Best Fit (all columns).
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Selection and Navigation

Locate Grid Records

In Grid Views, you can locate a data row by typing the initial characters of the values
contained in this row.

To locate the nearest row that contains a specific value in a specific column, do the
following:
e Focus any cell in the column, against which a search will be performed.
e Type the initial character(s) of the value to be located. The nearest row that
contains the specified value in the clicked column will be located.
[}

To proceed with the search in the forward direction, press CTRL+DOWN ARROW.
To proceed with the search in the backward direction, press CTRL+UP ARROW.

To erase the previously typed characters in the search string, press BACKSPACE.

Navigate Through Grid Records

Move Focus Between Rows

To move focus between cells and rows use the ARROW, TAB, HOME, END, PAGE UP and
PAGE DOWN keys. Note that the ARROW, HOME and END keys are used for navigation
between rows only when the focused cell is not being edited. Othewise, these keys affect
focus movement within the currently edited cell.

To focus the next cell, do one of the following:

e Press TAB.

e In Grid Views, press RIGHT ARROW. In Layout Views, press DOWN ARROW. If a
cell editor is active, pressing RIGHT ARROW moves focus to the next cell if the
caret is positioned at the end of the current cell's text, or if the cell's text is
selected in its entirety.

To focus the previous cell, do one of the following:

e Press SHIFT+TAB.

e In Grid Views, press LEFT ARROW. In Layout Views, press UP ARROW. If a cell
editor is active, pressing LEFT ARROW moves focus to the previous cell if the caret
is positioned at the beginning of the current cell's text, or if the cell's text is
selected in its entirety.

To focus the first cell within the current row in Grid Views, press HOME.

To focus the last cell within the current row in Grid Views, press END.



INTERFACE ELEMENTS FOR INTEGRITI USER MANUAL

To focus the first row:
e press CTRL+HOME in Grid Views.
e press HOME or CTRL+HOME in Layout Views.

To focus the last row:
e press CTRL+END in Grid Views.
e press END or CTRL+END in Layout Views.
To move focus to the Auto Filter Row displayed at the top of a Grid View, do one of the
following:

e  Click this row.
e If a top data row is focused, press CTRL+UP ARROW.

Move Focus Away From the Grid Control

Press CTRL+TAB or CTRL+SHIFT+TAB.

Select Grid Rows

Select Individual Rows

To select a row and clear the existing selection, do one of the following:
e In Grid Views, click the row's indicator cell or any of its data cells:

— @ [+ Area; Car park Ground

—® [ Area: Common Area Ground

—® 4 Area: Plank Room Ground

—® Yicenta Dizzpa
—® Juztine Merta
__.

[» Area: Store Foom

Indicator Cells

e Select the row using the ARROW keys.
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Select Multiple Rows

To select a row while preserving the current selection, do the following:
e In Grid Views, click the row's indicator cell or any of its data cells, while holding the
CTRL key down.

To toggle the focused row's selected state, do one of the following:
e Press CTRL+SPACE.
e Click the row while holding the CTRL key down.

To move focus between rows while preserving the current selection, use CTRL+ARROW
keyboard shortcut (supported by Grid Views).

Select a Range of Rows

To select all rows, press CTRL+A (supported by Grid and Layout Views). Before pressing this
shortcut, ensure that the focused cell is not being edited

To select a continuous range or rows, you can do the following
e Use ARROW, PAGE UP, PAGE DOWN keys while holding the SHIFT key down.

e To selects all rows between the currently focused row and another one, click the
target row while holding the SHIFT key down.

Copy Selected Records to the Clipboard

Press CTRL+C or SHIFT+INS.
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Print Preview

This section describes the capabilities provided by the Print Preview form:

B

=EH S=E P J B O &y e & 4 >
open 5w uick: [ S — ook Mt
& ~

% G @ | g T
n O & @@ B g Ty
* MaryPapes Zcomou Zoom Toomin | Fepecoior Wabemak  Cipot

Pt Options  Facametr MesderfFodter Sl Margns Orentaton e

File Management

Save a Print Preview to a File

If you've modified your document, and there's a chance you'll need to print out this
document version more than once, you can save the document to a file on disk. After that,
you can simply load your document and print it out, without having to apply the same
changes again.

([LuE

=]

Save

To save a document to the file, click the Save button on the toolbar, or press

CTRL+S.
On the invoked Save As dialog, locate a folder where you want to store your file, enter the

document's name and click Save.

Your document will be saved with the .prnx file extension. Note that this extension will be
added to the file name even if you enter another one.

If you open a document which was previously saved to the hard drive, it is
0 impossible to change its page settings (e.g. page size, orientation,
margins, etc.). So, the Page Setup and the Scale buttons will be disabled.
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Load a Print Preview from a File

=1

| Dpen
To open a previously saved document, click the Open|  'button on the toolbar, or
press CTRL+O.

On the invoked Open dialog, define the file and click Open.

If you open a document previously saved to the hard drive, it is impossible
0 to change its page settings (e.g. page size, orientation, margins, etc.). So,
the Page Setup and Scale buttons will be disabled.

Printing and Page Setup

Print a Document via the Print Dialog

To print a document, do one of the following.

=
| Print

e Clickthe Print! __ |button on the toolbar, or press CTRL+P.
e On the File menu, click Print....

The Print dialog will be invoked.
Specify the necessary settings and click Print.

To print a document without invoking the Print dialog, see the Print a Document Using
Default Settings topic.

If you try to print a document whose margins are outside of the printable
. area, you'll see a warning message. Click Yes to print the document

anyway, if you are sure that your printer supports the specified page
margins.
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Print a Document Using Default Settings

To send a document directly to the default printer without customizing print settings, do
one of the following.

Ciick,
e Click the Quick Print | M| putton on the toolbar.
e On the File menu, click Print.

To learn how to select a printer, number of copies, and other printing options, refer to the
Print a Document via the Print Dialog topic.

If you try to print a document whose margins are outside of the printable
o area, you'll see a warning message. Click Yes to print the document
_ anyway, if you're sure that your printer supports the specified page
margins.

Change Printing Settings via the Page Setup Dialog

To start the page setup dialog box, do one of the following.
e Click the Page Setup button on the toolbar:

= IQ Mo o

—

e Margins Orientaktion  Size Find  Bookmarks First  Prewious — Mes
7 4 w7 Page Page Pac
Page Setup % Mavigakion
age Setup

Show Ehe Page Setup dialag.

e On the File menu, click Page Setup....
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The following dialog will be invoked.

Faper

Size:
Source:
Crientation
(7 Portrait

@ Landscape

Ad -
Margins (inches)
Left: 02 Right: 0.2
Top: 0.4 Bottoam: 0.4
| ok || Cancel

This dialog allows you to do the following:

e Change page orientation (choose Portrait or Landscape).

e Select paper size.
e Choose paper source.
e Change page margins. (This can also be done in the Print Preview dialog)

USER MANUAL

If you're working with a document that was loaded from file, the Page
Setup commands on the toolbar and main menu will be disabled.
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Specify Page Margins in Print Preview

To set document page margins, do one of the following.
e Use the Page Setup dialog

In the Page Setup dialog, enter the required top, left, bottom and right page

margins' values into the appropriate editors.
b arginz [millimeters)

Left Right:  |5.09
Top: Bottam: | s

Then, click OK to save changes.
e Use drag-and-drop in the Print Preview window

To use this approach, point to the dotted line indicating the margin's border.
When the pointer changes to *I*, drag the pointer to move the margin.

Left Maragin: 14 mm |

If you're working with a document that was loaded from file, it is
impossible to change its page settings (e.g. page size, orientation, margins,
etc.).

(i)
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Headers and Footers

Insert Page Header and Page Footer into Printed Documents

To insert a page header and page footer into a document, click the Header and Footer

=

HeaderFooker
button on the toolbar. This will invoke the Header and Footer dialog.

|£| |£| |£| 3 0) '2, ~ m il ol | Font Microsoft Sans Serif, 8.25pt

(@) Header:
| Inner Range Integriti User
Listing
[ ! Footer:
Printed by: Installer Page [Page # of Pages #] Printed At [Time Printed]

on [Date Printed]

QK l [ Cancel

Specify header and footer content using the appropriate text boxes, depending on the
required alignment.

If needed, you can also adjust vertical alighment and font settings.
Click OK to save changes and close the dialog.

Insert Page Numbers into Printed Documents

To insert or remove page numbers from a document, first invoke the Header and Footer
dialog.

Focus a text box, depending on the required alignment, and do one of the following:

e If you need to simply display the current page number, click the Page Number |:#]
button.

e If you needto displlay the page number out of the total number of pages, click the
Page # of Pages # %] button.
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When you click one of these buttons, the dialog adds an alias within square brackets at the
current cursor position. You can surround this alias with any text you like. If you no longer
need page numbers in your document, delete this alias.

Click OK to save changes and close the dialog.

Insert Date and Time into Printed Documents

If you need to display the date and time when a document is printed, first invoke the
Header and Footer dialog.

Then, click on the appropriate text box, depending on the required alighment, and do the
following:

e To add a date stamp, click the Date Printed Z) button.
e To add atime stamp, click the Time Printed '~ button.

When you click one of these buttons, the dialog adds an alias within square brackets at the
current cursor position. You can surround this alias with any text you like. If you no longer

need to display date and time in your document, delete this alias.

Click OK to save changes and close the dialog.

Insert the User Name into Printed Documents

To insert user name into a document's header or footer, first invoke the Header and
Footer dialog.

Then, focus an appropriate text box, depending on the required alignment, and click the 2
button.

When you click this button, the dialog adds an alias within square brackets at the current
cursor position. You can surround this alias with any text you like. If you no longer need to

display user name in your document, delete this alias.

Click OK to save changes and close the dialog.
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Scaling

Scale Print Preview by Entering a Zoom Factor

To scale a document, click the Scale P button on the toolbar. The Scaling dialog will be
invoked.

Set the required percentage value in the editor.
(radjustko: | 100 2 % normal size

-

Click OK to save changes and close the dialog.

If you're working with a document loaded from file, you cannot use scaling.

Scale Print Preview by Specifying Width in Pages

To scale a document to fit into X pages, click the Scale button on the toolbar. The Scaling
dialog will be invoked.

Set the required number of pages in the editor.

(IFitka 12

pages wide

Click OK to save changes and close the dialog.

If you're working with a document loaded from file, you cannot use scaling.




INTERFACE ELEMENTS FOR INTEGRITI USER MANUAL

Zooming

Zoom Print Preview In or Out

Zoom In and Out of a Document

e Tozoom in a document, click the Zoom In %, button on the toolbar, or press
CTRL+PLUS SIGN.
e To zoom out of a document, click the Zoom Out <., button on the toolbar, or press
CTRL+MINUS SIGN.
To zoom in or out of a document, you can also hold down CTRL and rotate the mouse
wheel.

Use the Magnifier Tool

Use the Magnifier Tool 4 to switch between 100% and "fit whole page" views. Simply
click anywhere in the document, to toggle views.

Zoom Print Preview by Entering a Zoom Factor

To zoom to a specific zoom factor, do one of the following.

e Click the Zooming dropdown list button. The following list will be invoked.

Page ‘width
Text Width
Whole Page
Two Pages
S00%
200%
150%:
100%:

F5%

S0%s

25%:

Exack: 100%

Choose one of the zoom factor presets.
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e You can manually enter any value into the Zooming box.

Exackt: | 100%

Zoom Print Preview to Show Whole Pages or Fit Content

Zoom Documents to Fit Page Content

To zoom to the page or text width, click the Zooming box. The following list will be
invoked.

Q

Lo

_Eg

Page Width
Texk Widkh
Whole Page
Twio Pages
S00%:
200%:
150%:
100%:z

75

0%

29%a

Exact:  100%

e To zoom to the page width, click Page Width.
e To zoom to the text width, click Text Width.

If the preview window will be resized later, the current zoom factor will
also be changed, to fit the current page or text width.
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Zoom Documents to Display Whole Pages

First, invoke the zooming dropdown (see above).

e Todisplay one whole page at a time, click Whole Page.
e To fit two pages into the current view, click Two Pages.

If the preview window will be resized later, the current zoom factor will
0 also be changed, to fit the current page or text width.

If you want to preview more pages simultaneously, refer to the Show Two or More Pages
in Print Preview topic.

Show Two or More Pages in Print Preview

IDHJ
Many Pages

To preview two or more pages at one time, click the Multiple Pages - button on
the toolbar.

Then, in the invoked dialog, hover over the page icons, depending on the required number
of pages to preview.

A A A

g% 12 Pages

When the required number of pages has been selected, click the popup window to close it
and apply changes to the document view.
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Viewing and Navigating

Navigate Between Pages in Print Preview

First | Prewious
To navigate between pages, use the scrollbars or navigation buttons | 232 | FPage

> | =l
Mexk Lask

Page | Pade o the toolbar. These buttons allow you to switch to the first, previous,
next, or last page of a document.

Use the Hand Tool in Print Preview

The Hand Tool enables you to scroll content by dragging the document instead of using
scrollbars.

To activate the Hand Tool, click the Hand Tool {‘T? button on the toolbar.

Then, after you click a document's page, the mouse pointer is changed from @ to 1.
Drag the mouse pointer to scroll the document.
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Search for a Specific Text in Print Preview

et

Find
To search for a specific text within a document, click the Search button on the
toolbar, or press CTRL+F. The Find dialog will be invoked.

Find what: - Find Mext
[ atch case
[] Match whole word
[] search up
Ready

In this dialog, you can input the text to find, and specify whether to match case or the
whole word during the search, or set the search direction.

To start searching, or search again, click Find Next or press ENTER.

Watermark and Background

Change Watermark and Background Settings in Print Preview

Invoke the Watermark Dialog

.

7

Wakermark,

To add a watermark to a document, click the Watermark button on the toolbar,

or click Watermark... on the Background menu. The Watermark dialog will be invoked.
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Add a Text Watermark

To add a text watermark, open the Text Watermark tab.

INTEGRITI USER MANUAL

Text Watermark | Picture Watermark

Clear all

Text: Some WatermarkTexﬂ hd

Direction:  Forward Diagonal | = Color: ] -

Font: - Size: 36 -
] Bold [] 1talic

Transparency (0-255): 50

Paosition Page Range

() In front @ al () Pages:

@) Behind Enter page numbers andjfor page ranges

separated by commas. For example; 1,3,5-12

QK l [ Cancel

Input the required text, or choose one from the provided options. If required, define other
text properties, such as direction, color, font, size, transparency, etc.
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Add an Image Watermark

To add a picture watermark, open the Picture Watermark tab.

Text Watermark | Picture Watermark

Size mode: Zoom -

Harizontal alignment: Center -

Vertical alignment: Middle -

- gig=ss| | [Ting
integriti:::
EEE
Transparency (0-255): 0
INTEGRATED SOLUTIONS

U

Paosition Page Range
(") In front @ al () pages:
@ Behind Enter page numbers and/or page ranges

separated by commas. For example; 1,3,5-12

Clear all QK l [ Cancel

Load the image and customize its properties, such as size mode, horizontal and vertical
alignment, tiling, transparency, etc.

Specify the Pages Where you will Display Your Watermark

Specify the required pages to apply a watermark in the Page Range section of the dialog.

Page Range

@ al () Pages:
Enter page numbers andfor page ranges

separated by commas, For example: 1,3,5-12

Separate page numbers with commas, or specify page ranges using a dash.
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Add a Background Color to a Document

D)

Page Caolor
To add a background color to a document, click the Background Color - button
on the toolbar, or click Color... on the Background menu. The Background Color dialog will

be invoked.

| Cuskam | Weh | Syskem

e,

Then, choose a color from the Custom, Web or System palettes.

Remove a Watermark in Print Preview

To remove a watermark from a document, invoke the Watermark dialog. Click Clear All,
then click OK to save changes and close the dialog.

Exporting

Exporting from Print Preview

There are two options available for a document being exported to.

e Export Document to a File on Disk
e Send Exported File via E-Mail

Export Document to a File on Disk

To export a document and save the resulting file on your hard drive, do one of the
following.

[For
LH
Expaort
e On the toolbar, click the arrow near the Export Document... button | T2~
e On the File menu, choose the Export Document... item.
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Choose the required format from the invoked list.
L@ - POF File
LE Adobe Portable Docurment Format

[ED-| HTML File
LE wieb Page

(@5 MHT File
E Single File Web Page

E@ | RTF File
I_E Rich Text Farmat

[ - L5 File
I_E Microsoft Excel 2000-2003 waorkbook

[EI-| %L5x File
LE Microsoft Excel 2007 workbook

B C5v File
LE Cormra-Separated Yalues Text

Ed - Text File
L

E Plair Text
I .
0@ - Image File
[ &tP. GIF, JPEG, PG, TIFF, EMF, WHF

Then, you may be prompted to define format-specific options. See corresponding help
topics in this documentation for details, e.g. PDF-Specific Export Options.

Once you've specified exporting options, the Save As dialog appears, allowing you to enter
the file name. Then, the following message will be invoked.

Click Yes, if you want to preview the exported file.

Send Exported File via E-Mail

To send the resulting PDF file via e-mail, do one of the following.

FOF Ll

W=
E-rail
On the toolbar, click the arrow near the Send via E-Mail... button | #5~
On the File menu, choose the Send via E-Mail... item.
Choose the required format in the invoked list.
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BT | POF File
LE} Adobe Partable Docurment Format

3~ MHT File
LE} Zingle File web Page

E@ | RTF File
LE} Rich Text Forrat

08 5| %LS File
LE} Microsoft Excel 2000-2003 w'orkbook

=1 %S File
LE} Microsoft Excel 2007 warkbook,

=S| CSY File
I_El Cormma-Separated Yalues Text

@ | Text File
I_El Plain Text

I8 - Image File
|_[=q EMP, GIF, JPEG, PNG, TIFF, EMF, WMF

Then, you may be prompted to define format-specific options. See corresponding help
topics in this documentation for details, e.g. PDF-Specific Export Options.

Once you've specified exporting options, the Save As dialog appears, allowing you to enter
the file name.

Finally, the created document will be attached to a new empty message, created in your
default mail program.
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PDF-Specific Export Options

When exporting a document, you can define PDF-specific exporting options using the
following dialog.

Page range:

Don't embed these fonts:

Convert Images to Jpeg

Images quality: Highest -

Compressed

["] show print dialog on open

Password Security: (none)

Application:

Author:

Keywords:

Subject:

Title:

I Cancel

General Options

e Pagerange
Define the pages which will be included in the complete file. Separate the pages
with a comma, set a range of pages with a dash.

e Don't embed these fonts
Define the fonts that will not be embedded in the complete file, to reduce the file
size. Separate the fonts with a semicolon.

e Images quality
Choose the required document's image quality level. The higher the quality, the
bigger the file, and vice versa.

e Compressed
Check this to enable compression.

e Show print dialog on open
Check this, if desired.
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Password Security Options

Require a password to open the document

Document Open Password:

Permissions

Restrict editing and printing of the document

Chanage Permissions Passward:

Printing Allowed: Low Resolution {150 dpi) -

Changes Allowed: Filling in form fields and signing existing signature fields -

[] Enable copying of text, images and other content

Enable text access for screen reader devices for the visually impaired

Ok l [ Cancel

These options allow you to adjust the security options of the resulting PDF file (e.g. enable
open document, editing, printing and copying protection, and specify which changes are
allowed).

Additional Options

You can also fill the Application, Author, Keywords, Subject, and Title fields.
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HTML-Specific Export Options

When exporting a document, you can define HTML-specific exporting options using the
following dialog.

HTML Export Options -2

Export mode: Single file -

Page border color: | I Black hd
Title: Document
Character set: Unicode (UTF-8) -

[] Remove carriage returns

[ Embed images in HTML

Ok ] | Cancel

Export mode
The following modes are available.

0 The Single file mode allows export of a document to a single file, without
preserving the page-by-page breakdown.

0 The Single file page-by-page mode allows export of a document to a single
file, while preserving page-by-page breakdown. In this mode, the Page
range, Page border color and Page border width options are available.

0 The Different files mode allows export of a document to multiple files, one
for each document page. In this mode, the Page range, Page border color
and Page border width options are available.

Page range
Specify the pages which will be included in the resulting file. Separate page
numbers with commas; set page ranges using hyphens.

Page border color
Choose the color for the page border from the available palettes.

Page border width
Define the page border width.

Title
Enter the required document title.

Character set
Define the character set for your HTML document.

63



64

INTERFACE ELEMENTS FOR INTEGRITI USER MANUAL

e Also, using the appropriate check box, you can choose whether to remove carriage
returns.

MHT-Specific Export Options

When exporting a document, you can define MHT-specific exporting options using the
following dialog.

MHT Export Options @

Export mode: Single file -
Page border color: | I Black -
Title: Document
Character set: Unicode (UTF-8) -
|:| Remove carriage returns

[ concel

e Export mode
Choose one from the available modes to export a document.

0 The Single file mode allows export of a document to a single file, without
dividing it into pages.

0 The Single file page-by-page mode allows export of a document to a single
file, divided into pages. In this mode, the Page range, Page border color
and Page border width options are available.

0 The Different files mode allows export of a document to multiple files, one
for each document page. In this mode, the Page range, Page border color
and Page border width options are available.

e Pagerange
Define the pages which will be included in the result. Separate page numbers with
commas; set page ranges using hyphens.

e Page border color
Choose the color for the page borders from the available palettes.

e Page border width
Define the width of page borders.

o Title
Enter the required document title.
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e Character set
Define the character set, which will be used in the exported document.

e Also, using the appropriate check box, you can choose whether to remove carriage
returns.

RTF-Specific Export Options

When exporting a document, you can define RTF-specific export options using the
following dialog.

RTF Export Options ﬁ

Export mode: Single file page-by-page -

Page range:

» | Export watermarks

e Export mode
Choose one from the available modes to export a document.

0 The Single file mode allows export of a document to a single file, without
dividing it into pages.

0 The Single file page-by-page mode allows export of a document to a single
file, divided into pages. In this mode, the Page range, Page border color
and Page border width options are available.

0 The Different files mode allows export of a document to multiple files, one
for each document page. In this mode, the Page range, Page border color
and Page border width options are available.

e Pagerange
Define the pages which will be included in the result. Separate page numbers with
commas, set page ranges using hyphens.

e Also, using the appropriate check box, you can choose whether the exported
document should include watermarks (if they exist).
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XLS-Specific Export Options

When exporting a document, you can define XLS-specific export options using the
following dialog.

¥LS Export Options ﬁ

Export mode: Single file -
Sheet name: Sheet
Text export mode: |Value -

[] show grid lines
Export hyperlinks

Q
-

| Cancel

e Export mode
Choose one of the available modes to export a document.
0 The Single file mode allows export of a document to a single file, without
dividing it into pages.
0 The Different files mode allows export of a document to multiple files, one
for each document page.

e Pagerange
Define the pages which will be included in the result. Separate page numbers with
commas; set page ranges using hyphens.

e Sheet name
Define the sheet name.

e Text export mode
Choose whether value formatting should be converted to the native XLS format
string (if it is possible), or embedded into cell values as plain text.

e Show grid lines
Check if it's required to show grid lines in the resulting XLS file.

e Export hyperlinks
Check if it's required to export hyperlinks.
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XLSX-Specific Export Options

When exporting a document, you can define XLSX-specific export options using the
following dialog.

XLSX Export Options e 2|

Export mode: Single file -
Sheet name: Sheet
Text export mode: |Value -

[] show grid lines
Export hyperlinks

Cancel

e Export mode
Choose one of the available modes to export a document.

O The Single file mode allows export of a document to a single file, without
dividing it into pages.

0 The Single file page-by-page mode allows export of a document to a single
file, with each shown in a separate sheet.

0 The Different files mode allows export of a document to multiple files, one
for each document page.

e Pagerange
Define the pages which will be included in the result. Separate page numbers with
commas; set page ranges using hyphens.

e Sheet name
Define the sheet name.

e Text export mode
Choose whether value formatting should be converted to the native XLSX format
string (if it is possible), or embedded into cell values as plain text.

e Show grid lines
Check if it's required to show grid lines in the resulting XLSX file.

e Export hyperlinks
Check if it's required to export hyperlinks.
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CSV-Specific Export Options

When exporting a document, you can define CSV-specific exporting options using the
following dialog.

CSV Export Options ﬁ

Encoding: Windows-1252 -

Text export mode: | Text -

Text separator: ;

Quote strings with separators

e Encoding
Define the encoding used in the exported document.

e Text export mode
Choose whether to use the formatting of the data fields in the bound dataset for
the cells in the exported document. Note that if this property is set to Text, all data
fields are exported to the CSV file as strings, with the corresponding formatting
embedded into those strings.

e Text separator
Define a text separator (comma by default).

e You can also specify whether to quote strings with separators.
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TXT-Specific Export Options

When exporting a document, you can define TXT-specific exporting options using the
following dialog.

Text Export Options ﬁ

Encoding: Windows-1252 -

Text export mode: | Text -

Text separator: TAE

|:| Quote strings with separators

e Encoding
Define the encoding used in the exported document.

e Text export mode
Choose whether to use the formatting of the data fields in the bound dataset for
the cells in the exported document. Note that if this property is set to Text, all data
fields are exported to the Text file as strings, with the corresponding formatting
embedded into those strings.

e Text separator
Define a text separator (TAB by default).

e You can also specify whether to quote strings with separators.
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Image-Specific Export Options

When exporting a document, you can define image-specific exporting options using the
following dialog.

-

Image Export Options I&

Image format: PMNG -
Resolution (dpi): 96 -
Export mode: Single file -

..................................

.................................

Image format
Choose one from the available image formats to export a document: BMP, EMF,
WMF, GIF, JPEG, PNG or TIFF.

Resolution (dpi)
Define the required image resolution.

Export mode
Choose one from the available modes to export a document.

0 The Single file mode allows export of a document to a single file, without
dividing the output into pages.

0 The Single file page-by-page mode allows export of a document to a single
file, divided into pages. In this mode, the Page range, Page border color
and Page border width options are available.

0 The Different files mode allows export of a document to multiple files, one
for each document page. In this mode, the Page range, Page border color
and Page border width options are available.

Page range
Defines the pages which will be included in the result. Separate page numbers with
commas; set page ranges using hyphens.

Page border color
Specifies page border color.

Page border width
Sets page border width.
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Miscellaneous

INTEGRITI

USER MANUAL

Customize Printing Settings of Grids

If allowed by your application vendor, you can customize additional print settings of a
document. For example, if you are about to print out a grid, you may be able to customize

grid printing options.

i}

Options
To do this, click the Customize button on the toolbar. The Print Options dialog will
be invoked.
Options Behavior | Preview:
Product Name Category Unit Price
E Header Discontinued: Unchecked
[] Preview Gorgonzola Telino ﬁ Dairy Products £9,50
| Footer Marijimup Dried Apples s Produce £53.00
Group Footer Fil Mix iy Grains/Cereals £10,20
= Horizontal Lines Ravioli Angelo s Grains/Cereals £19.50
m Vertical Lines Camembert Pierrot j Dairy Products £34.00
i [CFitter | 5] | MAX=8§53.00
[] Details Discontinued: Checked
E ] Ewven Row Tofu i Produce £23.25
Appearance Mascarpone Fabioli j Dairy Products £32.00
B O Odd Row Geitost %#] Dairy Products £2.50
Appearance Raclette Courdavault j Dairy Products £55.00
= []selected Rows 4 MAX=555.00

Q Set up various printing optians far the current view.

e Options tab

Ok

Allows you to uncheck elements that you don't want to print.

e Behavior tab

Allows you to pre-process a grid before printing it. For instance, you can enable
automatic column width calculation, or automatic group row expansion.
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Warnings and Error Messages in Print Preview

Warnings

Errors

The specified file doesn't have a PRNX extension.

This message is invoked if you try to open a file with an extension different from
PRNX.

Click Yes if you are sure that the file contains the compatible markup. Otherwise,
click No.

One or more margins are set outside the printable area of the page.

This message is invoked when you try to print a document, whose margins are
outside of the printable area of the page.

Click Yes if you are sure that your printer supports the specified page margins.
Otherwise, click No.

The specified file doesn't contain valid XML data in the PRNX format. Loading is
stopped.

This message is invoked if you try to open a file with an incompatible markup.
This file cannot be loaded in the Print Preview. Try to open a file with a compatible
markup.
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Layout Manager

This section describes the capabilities provided by the Layout Manager. It maintains a
consistent layout of controls within a form for you, so whenever you resize the form, the
controls do not overlap. You can invoke customization mode to temporarily hide specific

editors, and then show them again, resize the controls, save and then restore the layout, etc.

Layout Customization

The layout of controls can be modified in customization mode. Layout customization is

performed under the designer tab:
# Designer

As a result, the Customization Form opens a list of service items and currently hidden
elements:

User Fields

B~

All Tkems | Hidden Ikems | Layout Tree Yiew | Layouk Tools

& Biling City - Hidden il

m

£ Biling Country - Hidden
£ Biling Post Code - Hidden
) Biling State - Hidden

) Biling Street - Hidden

& Biling Suburb - Hidden
& Card Number - Shown
) City - Shown

Remove All Tkems

Now, you can modify the current layout using drag-and-drop and resizing operations and
commands provided by context menus. Context menus that can be invoked by right-
clicking within the Layout Manager provide various customization commands. Different
commands are available depending upon the type of a layout item which has been right-
clicked (a regular control, a group or tabbed group).
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Previewing Layout Customization

To preview your customized layout, select the preview tab:
« Preview

Hide and Display Elements using a Layout Manager

Hide an Element

Do one of the following:
Right-click on the layout item and select Hide Item from the context menu:

J Basic |C|:|nta|:t | Address |

tritle Mk - iFirst Marme
Gender 5 Reset Layout

axb Rename

T Hide Text
ampany

[ Texk Position 3
Position

[T, Group

[ Creake EmpkySpace Ikem

01 Size Canstraints »

Drag the layout item onto the Hidden Items list of the Customization Form.

Display a Hidden Element

Drag the required item from the Customization form's Hidden Items list onto the main
form.

Change Element Layout

To perform layout customization, first invoke Customization Mode. After customization
has been completed, exit customization mode.

To rearrange items within the form, use drag-and-drop operations.
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Resize Interface Elements

To perform layout customization, first invoke Customization Mode. After customization
has been completed, exit customization mode.

Resize Layout Items

To resize a layout item, drag the layout item's edge:

iKion | Fram Reviewr#Eser Type
Generate |Extra Area
= ||Extra Door

* ||Extra Doar Lisk

Lock Size

To lock a layout item's size, and prevent it from being resized (for instance, when the size
of the container changes), right-click on a layout item and select the Size Constraints |
Lock Size menu command:

Basic | Contack | Address

Title M * ||Firsk Marne
:Genu:ler el .__ﬂl Reset L-a';.-'tll;lt -
axb Rename
Comparty T Hide Text
Position I Text Position "_
Department & Hide Item
. Group
[ Creake EmpkySpace Ikem
= .

Conskrainks K5 Reset to defaulk

—
i

(&) Free sizing

G, Lock width
I Lock Height
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Add Empty Regions, Separators, Splitters and Labels

To perform layout customization, first invoke Customization Mode. After customization
has been completed, exit customization mode.

Empty regions enable greater control over element layout. They can be used, for example,
if you want elements to be aligned to the right or bottom edge of a resizable container. To
add an empty region, do one of the following:
e Drag the Empty Space Item from the Customization form and drop at the required
position on the form.

e Right-click the Layout Control and select Create EmptySpace Item from the
context menu:

‘ Basic |C|:|nta|:t I Address

Title Mlr * | First Mame

:Gender Male = I nate OOF Rirth
“3 Reset Layouk

axb Rename
Company
T Hide Text
Pasition
(] Text Position r
Department
? % Hids Ttem

o Group

1 Size Constrainks L

A new empty region will be added at the bottom of the Layout Control. Then, drag this
item to the required position.

Add Splitters

To allow controls to be resized even when no customization is being performed, you can
add a splitter between these controls. To add a splitter, drag the Splitter item from the
Customization form onto the main form.

Add Separators

A separator is just a line that allows you visually separate the Layout Control's areas. To
add a separator, drag the Separator item from the Customization form onto the main form.



INTERFACE ELEMENTS FOR INTEGRITI USER MANUAL

Add Labels

To add a static text label to the Layout Control, do the following:
1. Drag the Label item from the Customization form onto the main form.

2. To rename the label, right-click the created label and select Rename from the
context menu.

Change Text Label Options

To perform layout customization, first invoke Customization Mode. After customization
has been completed, exit customization mode.

Rename Labels

To rename a layout item's text label, right-click the item and select Rename from the
context menu.

I Biasic |C|:|ntan:t | Address |

ITItlE Mr - iFir-:I' Mlare
L
1 5 ResetlL k
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— T Hide Text!
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— [ Text Position L4
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f— L | & Hide Item
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o Group

[ Create EmptySpace Ikem

I Size Conskraints »

Change a Label'’s Visibility

To hide a layout item's text label or a group's caption, right-click the item/group and select
Hide Text from the context menu.

To display a layout item's hidden text label or a group's hidden caption, right-click the
item/group and select Show Text.

Change a Label's Position

To change the position of an item's label or a group's caption, right-click the item/group to
open the context menu. Then, select Text Position and the required command from this
submenu.
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Work with Interface Element Groups

To perform layout customization, first invoke Customization Mode. After customization
has been completed, exit customization mode.

Combine Layout Items into Groups

1. Select a layout item that is to be added to a new group by clicking it.
You can select multiple items simultaneously by clicking them while holding the
SHIFT key down.

2. Right-click any of the selected layout items and select Group from the context
menu:

| Basic |C|:unl:a|:l: I Address I

iTItlE |'l,|'|r — i!l—:..-l. Al
35 Reset Lavout
Gender Male
T Hide Text
(& Text Position »
ompeny % Hide Trem
Pasitian
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Note that only adjacent selected layout items can be combined into a

o group, and only if the region occupied by them forms a rectangle.
Otherwise, the Group command is not available when right-clicking the
selection.

As a result, a new group is created:

iternl

Title Mr * | Firsk Mame

You can subsequently rename the group and customize its contents using drag-and-drop
and context menus if required.
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Rename Groups

Do the following:
1. Right-click the group's caption and select Rename:

Arcess
% Reset Layouk

Fin T Hide Text
Expiry Da [E Text Position C
Evpired L @, Ungroup
[ Create EmpkySpace Ikem
[ Create Tabbed Group

Type a new name and press ENTER.

Change Group Content

To customize the layout of controls within a group, use drag-and-drop.

Ungroup Elements

To ungroup elements, right-click the group's caption and select Ungroup:

Basic |Cu:|nta-:t | Address |

iterml .
3 Reset Lavout

Title Mr ~| @»b Rename
T Hide Text
Tl Text Position r

[ Creake EmptySpace Ikem

0 Create Tabbed Group

Create and Delete Tabbed Groups

To perform layout customization, first invoke Customization Mode. After customization
has been completed, exit customization mode.
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Combine Layout Items into a Tab Control

Select a layout item that is to be added to a tab control by clicking it.

You can select multiple items simultaneously by clicking them while holding the SHIFT key
down.

Right-click any of the selected layout items and select Group from the context menu:

| Basic |C|:|n|:a|:t I fiddress l
i—rltle Mr ill_' L Bl
% Reset Layouk
Gaender Male
T Hide Text
[ Text Position »
-ompary o Hide Item
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Note that only adjacent selected layout items can be combined into a

o group, and only if the region occupied by them forms a rectangle.
Otherwise, the Group command is not available when right-clicking the
selection.

As a result, a new group is created:

iterml

Title r * | First Mame
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Right-click the group's caption and select Create Tabbed Group.

] Biasic |C|:|ntan:t | Address |

itern
35 Reset Layout

Title | 4*b Renarne
______ T Hide Text
[l Text Position *

JDE'r Ungroup
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B Create Tabbed Group

This creates a tab control with one tab displaying the contents of the original group.

j| itemS I

Title Ir = ||Firsk Mame

You can subsequently rename the created tab and customize the contents of tab pages
using drag-and-drop and context menus, if required.

Combine Groups into a Tab Control

To transform a group into a tab control, right-click the group's caption and select Create
Tabbed Group.

] Basic |Cu:|nta-:t Address

ikermn1
% Reset Layout

Title | @*b Rename
______ T Hide Text
Gender .
[ Text Position k

JDDr LIngroup

[ Create EmpkySpace Ikem

B Create Tabbed Group

To add a group as a tab page to an existing tab control, drag the group's caption onto the
tab control's header area.
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Rename Tab Pages

Do the following:
1. Right-click a tab header and select Rename:

S K Reset Layout

Tl m
| 7 Hide Text

marr o

[l Text Position *

% Hids Tkem
[ Create EmptySpace Ikem

2. Type a new name and press ENTER.

Customize Tabbed Groups

To customize the layout of controls and the order of tab pages within a tab control, use

drag-and-drop.
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Ungroup Tabbed Groups

To disassemble a tab control into regular groups, right-click the tab control's header area
and select Ungroup Tabbed Group.

; |C|:|nta|:t | fddress |
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As a result, the tab control will be destroyed and all its tab pages will be displayed as
regular groups, one below another.

Easic

Title Fr = ||First Mame

e | .
Gender Male = ||Dake OF Birth

Camparny

A Poston ———
F

Skrest

Suburb

ity

Skake

Postcode

Counkry

Save and Restore Interface Layout

You can save the current layout of controls to an XML file, and subsequently, restore it.
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Save the Layout of Controls

Invoke Customization mode.
In the Customization form that opens, click the Save Layout button (E]).
The Save As dialog will appear. It allows you to specify the XML file to which the layout is

to be saved.

Load a Layout of Controls

Invoke Customization mode.
In the Customization form that opens, click the Load Layout button (=),
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Ribbon

Frequently Used Ribbon Commands

Frequently used commands are typically displayed within the Quick Access Toolbar, at the
top of the Ribbon:

-
| =3 o
? - J ﬁ i
{ =3 | m Home e Intruder W access Contral Automation
&% 8 : ~ F - es
Discaver Controller IUsers  Permission Dioor Lisks — Area Lisks Eweryvthing
Controllers  Conneckions Sroups

To add any command to the Quick Access Toolbar, right-click the command and select Add
to Quick Access Toolbar:

? " a ¥ Inn
I8 - fa Horme &, Inkruder B sccess Contral 55 automation
- - — — g
Add to Quick Access Toolbar % ' %
Disc Showe Quick Access Toolbar Below the Ribbon Area Lisks Ewerything
Zonk
Minimize the Ribbon

To remove any command from the Quick Access Toolbar, right-click the command and
select Remove from Quick Access Toolbar:

i = | =i | _ ]
F R e (glg’
Remove From Quick Access Toolbar
_ i 257 Aukomation
Show Quick, Access Toolbar Below the Ribbon
ﬁ Minirnize the Ribbon %
Discover Controller dsers  Permission  Door Lisks  Area Lisks Ewerything
Contrallers  Connections Graups
Swskermn Permissions
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Invoke Ribbon Commands

To select a specific command, you can click it with the mouse or invoke it via its shortcut.
See below for more information.

Shortcuts are associated with each page and command in the Ribbon. To see the shortcuts,
press ALT or F10. Shortcuts will appear next to the corresponding tab pages and
commands:

Iy

'=2= Aubomation
&

®

Discover Controller Users  Permission  Doar Lists  Area Lisks Everything
Controllers  Conneckions Groups
Swabem Petmissions

Shortcuts can be composed of one, two or three symbols. If a shortcut is represented by
one symbol, you can invoke the command by pressing this symbol. If a shortcut is
represented by two or three symbols, to invoke the command, press the symbols one after
another.

Initially, when pressing ALT or F10, shortcuts are displayed for commands within the Quick
Access Toolbar (at the top of the Ribbon) and for tab pages. To access shortcuts for
commands within a specific tab page, you need to press the shortcut associated with this
page.

For example, to display shortcuts for commands within the Home page (see the image
above), press H:
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L | @
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