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Icon Definitions 
 

 Click on this when you want the system to search for specific information. 
 

 Clears all the information typed into fields on the page- usually found on search dialog 
pages  

 

 This  will save your data 
 

  Click on this if you want to go back to the search dialog box to look for another 
employee. 

 

 Use this to get to the next person in a list of employees-use when you have a list returned 
from your search dialog box 

 

 Use this to get to the last person in a list of employees-use when you have a list returned 
from your search dialog box 

 

 Use this button to go the next tab in a sequence of tabs in a panel group. 
 

 If you want to see all historical, current and future information about an employee click 
on this tab.  You can update future information or add new rows of data but not change 
the current or historical rows of information. 

 

 This button allows you to not only see history, current and future rows but also change 
any of those rows. 

 

  Click on this when you want to add a new effective dated row of information. 
 

  Click on this when you want to delete a row of information 
 
 
 

 This button allows you to see only the current and any future dated rows of information.  
Historical rows are not displayed. 

 

 This icon tells you that there are specific fields of information that are available for US 
customers.  Clicking on this icon will display those fields. 

 
 This indicates there is a list of translate values available so you can choose the correct 

value 
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 This icon is a lookup icon.  Clicking on this will give you a search dialog box that you 
can use to determine the values available for that field. 

 

 When there are multiple rows of information available to be seen, clicking this will 
display all of those rows. 

 

 This button will bring you to the next row of information when there are multiple rows 
available. 

 This will bring you to the last row of information when there are multiple rows available. 
 

 This will bring up a calendar from which you can choose the date you need. 
 

 To exit a panel or page without saving or entering any data. 
 

 In self-service, this will return you to the data just entered for verification. 
 

  Same as Save. 
 

 Allows you to continue with the task you are performing.  Found when the system has 
prompted you to provide information before you can proceed further. 

 

  Insert a new row of data; usually found on self-service panels  
 

 To delete information in self-service that is no longer valid. 


