Learning Guide for User Interface 4.3

This guide will help you learn how to use Datatel User Interface 4.3. It includes instructions for
accomplishing various tasks, such as accessing a screen or mnemonic, saving your work, and using

online help.

The Ul Window

If you are familiar with the Datatel Ul Desktop or Ul Web interfaces, you may notice that this
interface is very similar, but with some features not previously available. Below, Figure 1 is an
example of the new Datatel User Interface 4.3. Additional details on the various sections of the
interface can be found in the “Parts of the Ul Window”.
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Parts of the Ul Window

Search Area

The search area of the Ul window, in the upper left corner (see Figure 2), lets you search for
people or forms to work with. You can click the icon to the left of the search text box to switch
between searching for a person (human figure icon) or a form (computer screen icon). In this
area, you can also expand the search box to view previous searches or click Edit Search History
to clear some or all of your search history.

Figure 2: The Search Area
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Tabs

Figure 3 shows the following tabs available in the Ul Window.

e Search Results Tab. When you search for a person or form, the search results appear on
the Search Results panel. Search results from other LookUps are also displayed on the
Search Results panel. This panel is hidden after you select the records or form you want.
When the panel is hidden, you can click the Search Results tab to return to the results of
the last search. If the person icon is selected in the search area, the last person-related
search results are shown. If the form icon is selected in the search area, the last form
search results are shown.

e Navigation Tab. Click the Navigation tab to access a Datatel form by navigating through
the menu structure, which you can use to view and access all menus and forms that you
have permission to use. Use the Application drop-down menu to view the menu
structure for any available application.

e Favorites Tab. Click the Favorites tab to access all forms that you have saved as Favorites.

You can save an item to Favorites by clicking the Add to Favorites (gold star) button in the
Ul Form Area (for forms), or while in the Favorites panel.

Figure 3: Tabs in the Ul Window
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Menus
With Ul 4.3, menu items are available on the left side of the tool bar (which is just above the

form area). These menus provide access to many of the Ul controls and features.

File Menu
The File menu provides access to the following features. Many of these features are also

available using keyboard shortcuts:

Save: Saves data on the current form

Save All: Saves data on all open forms

Cancel: Cancels changes on the current form

Cancel All: Cancels changes on all open forms

Detail: Accesses the detail form (or menu of available forms) from the current field
Add Active Form to Favorites: Adds the current form to Favorites

Print Form: Prints the current form (size is optimized for the page).

Logout: Proper method to exit Ul

Options Menu
The Options menu provides access to the following features. Many of these features are also

available using keyboard shortcuts:

Preferences: Accesses the Preferences dialog box, where you can change

preferences such as the color theme, font size, and other settings

Clear Search History: Accesses the Clear History dialog box, where you can clear search
history, contexts, and form scale values. See the online help for the Clear History dialog
box for more details about this feature

Reload Colleague Session: This option lets you refresh your session with software
updates that may have been made or loaded into the environment while you were
logged in. This feature is used primarily in Colleague development environments

Show Field Sequence: Shows the current tab sequence for fields on the current form
Disable Custom Field Sequence (if available): Restores the default tab sequence for
fields on the current form. If selected, this option applies to all forms in a Ul session until
this option is cleared

Customize Field Properties (if available): For the current form, allows the user to
customize the default tab sequence for fields and mark fields as required. See the online
help for the Customize Field Sequence & Properties dialog box for more details about
this feature
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e Set Form Scale Default: Sets the global default scale factor for all forms to the current
scale factor (set using the slider bar at the top of the Ul form area). Forms with
individual scale factor overrides are not affected by this global default

e Clear All Form Scale Values: Clears all individual form scale factors and the global
default scale factor. Without these scale values, forms are rendered using a “best fit”
algorithm based on the size of the Ul window

Help Menu
The Help menu provides access to process and field help for the current Datatel form. It also

provides access to the quick tour, a list of all keyboard shortcuts, and a Help About message that
provides information such as the current Ul version number.

The Context Area

The Context Area (see Figure 4) displays one or more “cards,” which contain information about
the current person-related records that you are working with. The Context Area currently
displays information only for person-related forms.

If the Context Area is blank, use the Person search feature to select Person or Organization
records to work with. When you open the selected records, they are loaded into the Context
Area as “cards.” If you have opened a person related form first (with no cards in the Context
Area), you can use LookUp to search for records and load them into the Context Area as cards.

Figure 4: The Context Area
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The Form Area

The Form Area displays the Datatel forms that you are currently working with. See Figure 1 on
page 1 for an example of the Form Area.
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Datatel Forms in Ul

This section describes each part of the form in more detail and provides information on how to
use the features within a form.

Form Mnemonic and Name

The form name and mnemonic for the current form are displayed on a tab at the top of the

form, just below the tool bar (see Figure 5). If one or more detail forms are also open, a tab is
displayed for each form. The form’s mnemonic provides you with a quick way to identify a form.

|‘[ MAE-Mame and Address Entry ]_|

Figure 5: Form Mnemonic and Name

Fields

A field is any place on the form where data is displayed or where you enter data. In most cases,

each field is accompanied by a field label indicating what kind of data belongs in the field.

Tables

A table within a form is a set of related fields. A table can have a different value on each line, or
row. Furthermore, there are usually several fields in each row of a table that are associated with
each other in some way. Some tables are row-oriented and some are column-oriented. In either
case, the intersection of a column and a row is referred to as an element.

Table Operation Button
A Table Operation button, Figure 6, enables you to insert or delete a row of data within a table.

Address . 1 28345 Park Way Dr
~y

Table Operation Button
Figure 6: Table Operation Button

When you click the Table Operation button, a dialog box is displayed, as shown in Figure 7.

Select Table Cperation to Perform

[ Insert ) (. Delete ) ([ Cancel )

Figure 7: Select Table Operation Dialog Box
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From the Select Table Operation dialog box, select one of the following options:
e Click Insert to insert a new row above the current row.
e Click Delete to delete the current row.
e C(Click Cancel to leave the row unchanged and return to editing.

Scrolling and Exporting

When your cursor is within table, a controller appears at the top of the table that lets you scroll
through the rows and pages of data (see Figure 8). This controller also includes a Background
Toggle button that lets you make the background transparent and an Export button that lets you
export the entire contents of the table to an Excel spreadsheet.

If the controller blocks your view of another field on the form, you can click and hold the word
“Page” on the controller to grab it, then move your mouse to slide it left or right. Release the
mouse button to let go of the controller when it is at the desired location.

When the last row of data in the table is shown, you can click Next Page to access a new blank
row. If the form allows it, you can add new data on this blank row.

Export to Excel Click and hold on Click Next Page
Button “Page” to slide after last row to
controller add a new row

I@ F‘dye:i of 1|k M

E-Mail Address{es)
ks
Ll T

Background Toggle Scroll Buttons

Button
Figure 8: Scroll and Export Controller

Detail Button

Some forms give you only limited or summary information about a certain item, but provide you

with the capability of moving to another form. This form, which is known as a detail form,
provides more complete information on that item.

You will know a detail form is available from a field if there is a Detail button to the right of the
field. Such fields are referred to as detail fields. See Figure 9 for an example of a detail field with
a detail button.

Additional Info |X IZ—Q+\ Detail Button

Figure 9: Detail Button
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Date/Calendar Button

A Date/Calendar button appears to the right of each date field.

Click the Date/Calendar button to display the calendar browser, as shown in Figures 10 and 11.
Click the desired date in the calendar to select it.

Birth Date

+— Date/Calendar Button

Figure 10: Date/Calendar Button
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Figure 11: Calendar Browser

Drop-Down List Button

A Drop-Down List button, as shown in Figure 12, appears to the right of each field that has a
predetermined set of valid entries. Click the Drop-Down List button to display a list of valid

codes. Click the appropriate code to select it.

Prefix Mr,

. Drop-Down
Button

Name LEM MR M.

MRS Mrs.
Suffix [MISS  Miss
M5  Ms.

Address DR D

i

~ Drop-Down List

Figure 12: Drop-Down List Button
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Person Search

When you use Person Search or LookUp to search for person records (individuals, organizations,
staff, etc.), the results are displayed on the Search Results panel. The Search Results panel has
two views: card view and grid view. Each of these views is discussed in more detail in the
following sections.

Person Search Results Panel: Card View
When you search for a person or corporation, the search results show all records that match the

search criteria you entered.

To switch between Card View and Grid View, click the Card View or Grid View button at the top
of the Search Results panel (see Figure 13).

Figure 13: Person Search Results, shown in Card View

Card View Button Grid View Button Select All Check Box  Add New Record Button (disabled)
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2 || ID: 0021445 Chicago IL 60659-4691 Birth Last:
Social: Source: GOV Where Used: COR,VEN
Dow Jones & Company Inc DBA Wall Street Joumnal DOB:

3 || ID: 0004105 Chicopee MA 01021-4617 Birth Last:
Social: Source: C Where Used: CORVEN
Herff Jones Inc 605 W Northridge Ct DOB:

4 | | ID: 0005507 Mahomet IL §1853-3966 Birth Last:
Social: Source: C Where Used: CORVEMN
JoAnn Hairston-Jones 505 E Jackson DOB:

5 [ | ID: 0024984 Macomb IL §1455-2310 Birth Last:
Social: 402-74-6094 Source: IND Where Used: VEN
Gloria Henllan-Jones 1820 M Daylon DOB:

6 |_| ID: 0026354 Chicago IL 60614-5003 Birth Last:
Social: 824-87-7558 Source: IND Where Used: VEN
J Merie Jones & Sons Inc 103 § Larkin DOB:

7 || ID: 0006335 Joliet IL 60436-1230 Birth Last:
Social: Source: G Where Used: CORVEN
Jim Jones Electric Inc 291 Gill St Ste B DOoB:

8 | | ID: 0035059 Bloomington IL 61704-8557 Birth Last:
Social: Source: C Where Used: CORVEN

L o Oselected [ Seleclt[z] (" C N - 1-80f135 > >

/ )

Collapse Button Export to Excel Button Select # Field Open Button

Selecting Records

To select a record to work with, click anywhere on the card. When you click anywhere on a card,
the color changes to indicate that it is selected. You can double-click on a single record to select
it and open it in the Context Area.
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Figure 14: Selecting Records Example

) VENI: Vendor Activity Inquiry SEARCH RESULTS NAVIGATION
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Bob Jones University Il Department DOB:
1 |_| 1D: 0014026 Greenville SC 29614-0001 Birth Last:
Social: Source: COL Where Used: COR,VEN

Chicago Board of Education Stephen Tyng Mather High Sch DOB:

1D: 0021445

Social:

Chicago IL 60659-4691
Source: GOV

Birth Last:
Where Used: CORVEN

Dow Jones & Company Inc
1D: 0004105

Social:

DBA Wall Sireef Journal
Chicopee MA 01021-4617

Source: C

DOB:
Birth Last:
Where Used: COR,VEN

Herff Jones Inc

605 W Northridge Ct

DOB:

4 || 1D: 0005507 Mahomet IL 61853-8966 Birth Last:

Social: Source: C Where Used: CORVEN

I | JoAnn Hairston-Jones 505 E Jackson DOB: |

To select multiple records, click on more than one card. Click on a selected card again to cancel
the selection.

In the Select # field, you can also enter the numbers of the records that you want to select,
separated by commas for individual record numbers. Use a dash to enter a range of record
numbers.

Use the Select All check box to select all search results. This option selects all pages of search
results, not just the current page of results.

Exporting Records

To export search result records to a Microsoft Excel spreadsheet, click the Excel icon (to the left
of the Select # field). All search results records are exported to a spreadsheet. If the browser
does not automatically open the spreadsheet, you are prompted to open or save it. When the
export is complete, you can close both the informational window and dialog box.

Adding a New Record (if allowed)

If you cannot find the record you want in the search results, enter A at the Select # text box or
click the Add New Record button at the top of the Search Results panel. If adding a new record is
not allowed, this button is not available (grayed out). Be sure to follow your institution’s record
search procedures to search existing records thoroughly before adding a new record (to reduce
the occurrence of duplicate records). When you click the Add New Record button, the search
panel is collapsed, and you are able to enter information for the new record on the Ul form
presented.

Filtering Results

If your search results contain both person and organization records, you can use the filter
feature to show only person records (individuals), organization records (organizations), or both
(combined). To filter your search results, click the Filter drop-down and select the option that
you want to use for filtering.
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Sorting Results
Sorting search results is available only in Grid View. To sort search results, first switch to Grid

View by clicking the Grid View button at the top of the Search Results panel if necessary. In Grid

View, you can sort the search results by any available column. Click once on a column header to

sort the results by that column in ascending order (low to high or alphabetical), then click the

column again to sort the results by that column in descending order (high to low or reverse

alphabetical).

Figure 15: Search Results, shown in Grid View

Click on Column Header to Sort

N\

SEARCH RESULTS

Filter:
1 Adam Jones 0028046 833-32-6242 308 E Jefferson #3 Bloomington IL §1701-8017  INI
2 Akilah Jones 0065831 854-42-3733 2440 Comm Rights & Responsible Normal IL 61790-2440 INI
3 Alexis Jones 0038565 357-74-7492 1907 Plains Ct Urbana IL §1802-7008 INI
4 Andrew Jones 0060983 459-84-8980 504 Sims Dr Cedar Hill TX 75104-2226  INI
5 Barbara M Jones 0016716 357-40-8171 609 W lllinois St Urbana IL §1801-3929 INI
6 Beate Taiwo Jones 0031955 857-83-0291 905 3 University Apt 11 Normal IL 61761-6510 INI
7 Bob Jones University 0014026 Il Department Greenville SC 29614-0001 CC
8 Breck Jones 0065035 825-09-0998 217 Southwest Dr Harrisburg IL 62946-3762 NI
9 Brenda Jones 0048014 331-52-0775 9705 E Croon Lema IL 62440 INI
10 |Brenda Jones 0054044 240-21-7410 29240 Point O Woods Springfield MI 43034-1232 NI
11 |BrianaY Jones 0029026 2806-98-4423 2546 E 96th St Chicago IL 60617-4054 INI
12 | Brittany Jones 0062647 853-90-9434 206 W Locust St Apt 8 Normal IL 61761-2591 INI
13 |BryanT Jones 0037792 862-16-9955 101 W Willow St Apt 2 Mormal IL 61761-1652 INI
14 | Caroline Emily Jones 0015378 820-46-5819 404 W Chestnut St Bloomington IL §1701-2917 NI
15 | Carolyn Jones 0030613 318-34-2558 440 Maywood Lincoln IL 62656-1342 INI
16 |Cafina AJones 0015887 842-88-1651 9250 Parking and Transp Mormal IL 61790-9250 INI
17 Chicage Board of Education 0021445 Stephen Tyng Mather High Sch Chicage IL 60653-4631 GC
18 | Christa Jones 0065870 832-19-6453 2420 Student Counseling Serv MNormal IL 61790-2420 INI
19 | Christine Jones 0032812 848-01-3741 2808 Haggard Dr Springfield IL 82707-6208 NI
20 | Clifton H Jones 0003966 864-63-2804 4420 History Normal IL 61720-4420 INI
C )
s Oseleced  [ag]| Seleata [ ] open ) £ < 1-2001135 > 3
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Form Search

When you search for a form, the search results show all records that match the search criteria
you entered.

The results are displayed in Grid View, with the results in rows and columns. Icons also indicate
the type of form (maintenance, inquiry, report or procedure). You can sort the results on any
available column. You can resize the columns if needed, and you may have to scroll horizontally
in the Search Results panel to see all available columns.

In most cases, when you enter a mnemonic in the form search text box, that form appears right
away and the search results are not shown. If a mnemonic exactly matches the form search
term entered, that form opens. If you enter a word or part of a word in the title of a form, the
Search Results panel shows all forms that match the criteria entered.

To immediately open a specific application/mnemonic pair, enter your search as application-
mnemonic, such as ST-CREN. Forms opened in this way are not stored in your search history.
Also, forms that require an explicit selection of the application to open will prompt you for the
application when loading. When you see the Form Search Results panel, you can either select
one of the forms shown or start a new search.

Selecting a Form
To select a form from the Form Search Results panel, click anywhere on the row for that form.

You can only select one form from the Search Results panel. The selected row changes color to
show which form is selected.

Opening a Form
To open a form from the Form Search Results panel, double-click on it. You can also open the

selected form by clicking Open.

Sorting Results
Click once on a column header to sort the results by that column in ascending order (low to high

or alphabetical), then click the column again to sort the results by that column in descending
order (high to low or reverse alphabetical).

Returning to Your Most Recent Set of Search Results
To return to the most recent form search results, select the Form option in the search area and

then open the Search Results tab. Select the Person option in the search area to see the most
recent person search results.
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Favorites Panel

Use the Favorites panel to retrieve and manage saved people or forms. To access the Favorites panel,
click the Favorites tab. See Figure 16 for an example of the Favorites Panel.

Figure 16: Favorites Panel

People Favorites Folder of Form Favorites ~ Form Favorites Add to Favorites

Button

J | » N ap (3)
» [ |RLS (2)

Fixed Asset Inv fi

Form Favorites Option Button Favorites Help

Adding a Form to Favorites
To add the current form to your Favorites, click the Add to Favorites (gold star) button in the upper

right corner of the Ul Form area.

You can also add active form to your Favorites by clicking the Add to Favorites button (gold star) directly
in the Favorites panel.

When you click the Add to Favorites button, the Add to Favorites dialog box appears. You can select an
existing folder or create a new one to store the selected Favorites. For more details on how to use the
Add to Favorites dialog box, click the Help button in the dialog box.

Selecting a Form from Favorites

You can only select one form at a time from Favorites. Navigate through the folders to locate the

form you want. Click the form to highlight it, and then click Open.

Managing Favorites

From the Favorites panel, you can drag items from one folder to another. You can also drag entire

folders to different levels within the folder structure.

In the upper right corner of the People Favorites area and the Form Favorites area, there is an
Options button with a drop-down list of available options. Use these options to manage your
Favorites:
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e Collapse All: Use this option to collapse all Favorite Form folders
o Expand All: Use this option to expand all Favorite Form folders

e Rename: Use this option to edit or rename a folder or item in your list of saved forms. Highlight
the folder or item you want to rename, and then select Rename from the Options button drop-
down menu to edit or rename the selected item.

e Remove Selected: Use this option from the Form Favorite Options button to remove one or

more forms or form folders from your Favorites. Select the items you want to remove, and
then select Remove Selected from the Options button drop-down menu to remove them from
your Favorites.

Using the Report Browser

The Report Browser allows you to view or print reports generated from Datatel. Follow the procedure below to
generate and browse a report in Datatel.

Procedure for Browsing a Report

To use the Report Browser, perform the following steps.

Step 1. Access and complete the Datatel form that creates the desired report. For example, the XQTP
> XD34: Objects Sorted by Umbrella report. When you update from the form, the Peripheral
Defaults form is displayed.

Figure 17: XQTP > XD34 Report — Example Only

XQTP - Screen Template
Mnemenic ¢ XD34 Descriphion : Objects Sorted by Umbrelia

1 | ENTER 5-CHGIT FUND (FOR GR USE 10100}

mx

3 | ENTER .00GIT UMIT
[120200000] ]

Step 2. In the Output Device field on the Peripheral Defaults form (see Figure 18), select
Hold/Browse File Output. When you update from the Peripheral Defaults form, the Process
Handler form is displayed.

Figure 18: Output Device Field: Peripheral Defaults Form

Deserighion 1 Guary Templaty
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Step 3. If the Execute in Background mode screen appears, simply click Save and Update,
and the report is generated.

Figure 19: The Background Mode Form

UMAT - Upcate: Ml Codes | UMAT - Update Mail Codes
Jub Descrptsan : Update Mail Crdes
Job Statistics ID : LUMAT_ODF_37705_15717

Munmdogmrdnmde:lzl

Backgrourd Execution Type

Scheduls Procses b Run Nest on = star
Sehetue Process 1o Run Every/From
Schedule Process on Weskdays only
Schedide Process to Start After
Stig Automaticaly Sehoduleg Process on

Step 4. If the progress bar dialog box is displayed, monitor the progress of the batch or report and
click Finish when processing is complete.

Step 5. When you click Finish from the progress bar dialog box, the Report Browser is displayed.
Figure 20 shows a typical report page in the Report Browser.

Title Bar Tool Bar Exit Report
Browser
Report Browser @
[ B > > | (& saveas ) (D& ExportPDF ) (3 PrintRemote )
Janmary 11 2011 UPDATE MAIL CODES Page 1

10:31
Mail Code Added: MW - Do Not Contact at Work
Mail Code Removed:
Hame 2dd Code Failure Remove Code Failure

0000208 Miller, Bruce
0000607  Miller, Carla
0001041  Miller, Kathrym
0000480 Miller, Michael §_

Figure 20: Report Browser

Step 6. Use the toolbar buttons, shown in Figure 21, to navigate through the report, print the
report, or save a copy.

Figure 21: Report Browser Toolbar Detail

Previous Page Next Page Last Page Export PDF Exit Report Browser

Repur#uwser h/ / @@
¥
1| or 10 > >l | 4 SaveAs | ( B2 ExportPDF ) ( 3L PrintRemote | /

First Page Current Page/ Total Pages/ Save As Print Remote Report Browser Help
Change Page
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Table 1: Detail Description of Report Browser Toolbar Buttons

Button Name Description
Q) Report Browser Help Opens the Report Browser help.

@ Exit Report Browser Closes the Report Browser and returns to the Colleague Ul window.
I< First Page Jumps to the first page of the report.
<| Previous Page Moves to the previous page of the report.
[ Hon Current Page/Total Shows the number of the currently displayed page and the total number

Pages/Change Page of pages in the report. You can also jump directly to any page by typing
the page number in this field and then pressing Enter.

>| Next Page Moves to the next page of the report.
> | Last Page Jumps to the last page of the report.
& swes )| Save As Saves a copy of the report to your network or local hard drive. You are

prompted to specify a name and path for the saved report.
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Keyboard Shortcuts

This section lists the keyboard shortcuts that you can use with Ul.

Screen/Mnemonic Shortcuts

The keyboard shortcuts listed below are available only when working within a Ul form
(alternative keystroke combinations are separated by | ). Most of these commands are also
accessible with the mouse from the Ul form screen/mnemonic.

e Field delete in a table: Ctrl+Alt+D

e Cancel from current form: F8

e Cancel from all forms: Shift+F8

e  Finish from current form: Ctrl+F9 (Windows) | Ctrl+9 (Mac)
e Save current form: F9 | Ctrl+0 (zero, not the letter o)

e Save all open forms: Shift+F9 (Windows) | Ctrl+8 (Mac)

e Detail: F2

e  Print active form: Ctrl+Alt+P
o Show Keyboard Shortcuts: Ctrl+Alt+K

e Move to the next field: Tab

e Move to the previous field: Shift+Tab

e Open a drop-down list to select a value: Down Arrow

e Scroll through the values in a drop-down list: Up/Down Arrow

e Select the highlighted value in the drop-down list: Enter

e Move forward one row in a table: Down Arrow *

e Move back one row in a table: Up Arrow *

e Move forward one page in a table: Page Up

e Move backward one page in a table: Page Down

e Move to the previous form: Ctrl+Page Up (Windows) | Command+Page Up (Mac)

e Move to the next form: Ctrl+Page Down (Windows) | Command+Page Down (Mac)

e Move to the beginning of the current field: Home

e Move to the end of the current field: End

e Move to the first row of a table: Ctrl+Home

e Move to the last row of a table: Ctrl+End

e Field insertin a table: Insert

e Help: Ctrl+Alt+H | F1 (shows help for area currently in focus; F1 may not work in all
instances)

e Change focus to Ul Form Menu Bar (then use tab and arrow keys to access menu items):
Ctrl+U
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Ul Shortcuts

The shortcuts listed below are available in Ul when you are not working within a Ul form.

o Show Keyboard Shortcuts: Ctrl+Alt+K

e Change focus to search box (toggles between Person and Form search): Ctrl+Shift+S
e Show Search Results panel: Ctrl+Alt+R

e Show Clear History dialog box: Ctrl+Alt+T

e Show Advanced Person Search dialog box: Ctrl+Alt+A

e Show Navigation Panel: Ctrl+Alt+N

e Show Favorites Panel: Ctrl+Alt+F

e Exit/Logout: Ctrl+Alt+L

e Show Debug Information: Ctrl+Alt+B

e Show Help (for current Ul area in focus): Ctrl+Alt+H

e Show Keyboard Shortcuts: Ctrl+Alt+K

e View all records in Context Area (card selector drop-down): Ctrl+Shift+A
e Map current record in Context Area: Ctrl+Shift+M

e Map all records in Context Area: Ctrl+Alt+M

e Close current record in Context Area: Ctrl+Shift+X

e Close all records in Context Area: Ctrl+Alt+X

e Add current record in Context Area to Favorites: Ctrl+Shift+V

e Add all records in Context Area to Favorites: Ctrl+Alt+V

e Go to next record in Context Area: Ctrl+Shift+N

e Go to previous record in Context Area: Ctrl+Shift+R

e Open Copy Window for current card in Context Area: Ctrl+Shift+C
e Close open panels (and return to the main Ul window): Esc
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