How to Edit a Pull Down Menu

Overview:

Every pull down menu in the Appilistic database is capable of containing user specified values.
Some automatically reflect the data entered into the database, e.g. all menus of names and the
Town Filter menu. Others can be edited directly, e.g. Marital Status, Units and Schools/Facilities.

Cautions:
1. As ageneral rule hide, do not delete, any categories that you no longer require.

2. You may edit the text of an existing category, but only if the underlying meaning is
unchanged. For example, it would be OK to change “Single” to “Never Married”. It would
NOT be OK to change “Single” to “Widowed”, even if you no longer intended to use the
“Single” category, as this would change the meaning of existing data links in the database.

3. Make a backup copy of the data file before making significant configuration changes.

Procedure:
1. Open the database with an administrator level User Name and Password.
2. At the Main Menu, go to the bottom of the yellow navigation area: Click on Configuration.
3. Inthe grey configuration panel, click on System Configuration.

4. This brings you to the System Variables and Configuration Panel, containing all the pull
down menus under their appropriate headings.

5. To Edit a pull down menu, click on the tab with the appropriate heading, for instance:
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a. clicking on Education, shows the two User Editable Pulldown Menus.



waems - System Variables and Configuration

General | Personal Folders | Attendance | Education | Employment | Supports | Goals | Nesting | Security | Data

Uszer Editable Pulldown Menus:

Schools / Facilities Achievements | @

Reordering Pulldown Menu Selections:

1] Usze the LigtOrder field to overnde the default alphabetic ordering.
2] Duplicate numbers are sorted alphabetically.

3] The lowest numerical walue shows up at the top of the list.

4] Cloge and recoen the editing panel to see effects of changes.

Inzstructions and Warmings:

TP MOT alker the meanine =¢ _sting Pulldown Menu
Selections. Hide them andfor create new selections.

21 DO MOT delete existing Pulldown Menu Selections. Hide them
ko prevent continued usage. Unused zelections will eventually
dizappear from reports.

3] For “Achievementz", ListQrder [from low to high) also establizhes
the relative lesvel [from low to high) of the achievement, e.g. college
deqrees should have a higher list order than a high school diplama.
Getting this relationship corect iz wery important when running
demographics reparts az only the highest achievement iz counted.
4] Duplicate LigtQrder numbers should MOT be uzed for
“tehievemnents.

8] For “Achievements", carefully copy and paste an exizting walue
aof the desired Pulldown Mame. Thiz field must be exact, inchuding
gpeling and caze, or your entry will not be recognized.

b. Be sure to read and follow the Instructions and Warnings (circled in yellow) given
under each heading before proceeding. It is important not to delete or edit the meaning

of existing pulldown menu selections.

c. Then select which pull down you are going to edit.

Another way to Edit Pulldown Menus:

Some pull down menus may also be edited directly in the related database module.
1. Open the database with a staff level User Name and Password.

2. Atthe Main Menu, in the yellow navigation area: Click on Education, (or whichever
heading is appropriate).



4.

In the yellow navigation area, click on Admin. Tools; this brings you to the Define or Edit
Education and Job Training Panel:

Education Module Reporting Sub-Group | Your Clubhouse = @

Show Main Menu | Define or Edit Education and Job Training ...

Schools f Facilities | Achievements

Member Data Reordering Pulldown Menu Selections:

Reports 1] Usze the ListQrder field to overide the default alphabetic ordering,

2] Duplicate numbers are sorted alphabetically.
3] The lowest numerical value shaws up at the top af the list,
4] Cloze and rennen the editing panel to zee effectz of changes.

Instru-::tiuns and Warmings:
ot e B L one [from lowe to hight] alzo establishes the relative level [from low
to hlgh] u:uf the achievement, e.q. college degrees ghould have a higher lizt order than a high
zchiool diploma. Getting this relationship corect iz weny impartant when running demographics
repartz as only the highest achievement iz counted.
2] Duplicate LiztOrder numbers should MOT be uzed for “achievements.
3] For "achievements", carefully copy and paste an exizting walue of the desired Pulldown
Mame. Thiz figld must be exact, including speling and caze, or your enty will not be recognized.

Admin. Tools 4] DO HOT delete existing selections (if they could EVER have been used]. This alters the

meaning of exizting data. Instead, edit without changing their mearing, or hide to prevent
Active Status continued usage. Hidden selections will eventually disappear from use.

User Interface

Help
Edit User Interface

a. Be sure to read and follow the Instructions and Warnings (circled in yellow) given
under each heading before proceeding. It is important not to delete or edit the meaning
of existing pull down menu selections.

b. : Then select which pull down you are going to edit.



