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The following topics are covered in this section: 
 
Environment and Navigation 
Getting Help 
Scroll Bars 
Shortcut Keys 
Form Buttons 
Icons/Glyphs 
Deleting Records 
Summary of Keys 
Keyboard Templates 
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Environment and Navigation 

Z_GENERAL 

The Pathway product utilises a Graphical User Interface (GUI) methodology. 
 
Each screen presented to you is called a form.  You may use either your keyboard, mouse or a combination 
of the two, to enter data into a form. 
 
A single mouse click on any button on the form will activate that button. 
 
Double clicking on a record will move you forward through the system if appropriate i.e. for modification of a 
record.  See the Zoom section later in the document for more information. 
 
The Tab key may be used to move down and across the form as required.  Holding the Shift key down and 
pressing the Tab key will take you in the reverse order through the form. 
 
Where data is validated against a known list of values then those values may be called up using the popup 
button next to the field, or a drop down list. 
 
When your cursor is moved to a field the field will change colour (depending on system setup) to indicate 
where the current focus is. 
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Getting Help 

From any form presented you may retrieve on line help at any time either at the form level or the field level. 

Opening Help at the Form level 

To open the help file at the form level click on the Help menu item.  Then select Form Help from the menu 
list.  Alternatively press Shift F1 on the keyboard.   
 
This will position you within the help file relative to the actual form open on your screen. 

Opening Help at the Field level 

To open the help file at the field level position your cursor in the appropriate field and either press F1 or select 
Help from the menu bar and Field Help from the menu list.  This will present you with field help relative to the 
cursor position on your screen. 
 
You may move around the help file as you wish, however closing or minimising the help screen will return you 
to Pathway and Strategy for Libraries at the same point as when you called up Help. 

Opening the General Help file 

This User Guide may be accessed on-line via the Help menu item.  To open this document as on-line help 
select the “How to Use” item from the menu list. 
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Scroll Bars 

Where more information is available than can be shown on the form a scroll bar will appear on the right hand 
side of the form. 
 

 
Name Selection Form 
 
In the example above there are more names that may be viewed.  By activating the scroll bar on the right 
hand side of the form the details of the form will be moved up or down accordingly. 
 
The Scroll Bar may be activated using any of the following methods. 
 
 By clicking on the arrow heads positioned at the top and bottom of the scroll bar. 
 By holding down the Control Key on the keyboard and pressing the up arrow () or the down arrow () 
on the keyboard. 
 Clicking within the shaded area of the Scroll Bar. 
 Pressing Page Up or Page Down. 
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Shortcut Keys 

Where a line is displayed under a letter on a function button then the keyboard may be used to activate that 
button.  Holding down the Alt Key and pressing the appropriate letter will activate the button. 
 
For example on the OK button the line is under the letter O.  Hold down the Alt key and press O to activate 
this button. 
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Form Buttons 

Standard Form Buttons are found on most forms in all applications.  These buttons perform the same 
functions irrespective of the form or application. 

OK Button 

Z_BOK 

 

 
 
When activated the OK button will accept any data presented on the form, update the database and return 
you to the calling form. 
 
The OK button is always positioned to the left of the cancel button in the bottom right hand side of the form.  If 
there are space restrictions on the form or where the presentation does not suit then the button will be 
positioned on the vertical right hand side of the form. 
 
The OK button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing O. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F6 function key. 
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Cancel / Quit Buttons 

Z_BCANCEL 

 

 
 
When activated the Cancel button will reject any changed data that has been entered on the form, optionally 
perform updates to the database and return you to the previous form. 
 
The Cancel button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing C. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F12 function key. 
 By pressing the Escape (Esc) key. 
 
If data has been changed on the form a message prior to exiting the form will be presented. 
 

 
Cancel Data modification message 
 
If Yes is selected the program will accept any data presented on the form, update the database and return 
you to the calling form.  (Behaviour as per the OK button).  Choose this response if Cancel was selected in 
error. 
 
If No is selected the program will reject any changed data, no updates to the database are performed and 
return you to the calling form. 
 
If Cancel is selected no action is taken and you will be returned to the form from which this message was 
called. 
 
The Cancel button is always positioned in the bottom right hand corner of the form (see below). 
 
To reject changes made to this form.  Where changes have been made on previous forms, and not stored, 
the Quit button will perform a rollback operation 
 
The Quit button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing Q. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F12 function key. 
 By pressing the Escape (Esc) key. 
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Continue Button 

Z_BOK 

 

To continue processing, no changes will be stored until accessing a form with the OK button 
 
The Continue button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing O. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F6 function key. 
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New / Insert Buttons 

Z_BNEW 

 

 
 
When activated a New record is presented for entry.  A record is generated in the database if the form is 
accepted with the OK button. 
 
The NEW button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing N. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F9 function key. 
 
If you create a new record within the system and exit the form via the Cancel button you will be prompted with 
the following message:- 
 

 
 
By selecting No the record will not be stored in the data base. 
 
 

 
 
The Insert Button functions in a similar manner to the New Button.  The Insert Button is used on forms where 
multiple records may be created and maintained on a single form. 
 
When activated a blank record is presented on the form for entry.  A record is generated in the database if 
the form is accepted with the OK button. 
 
The Insert button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing N. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F9 function key. 
 
Where multiple record types are displayed on a single form then your cursor should be placed within the 
frame in which you need to insert a new record. 
 
For instance in Name Maintenance three record types are displayed on the form, being the Name record, 
Communication Details and Information Details. 
 
If you wish to add a Communication type then your cursor should be located within the communication frame.  
 
If you wish to add an Information type then your cursor should be located within the information frame. 
 
If your cursor is located within the name area e.g. on Surname then the system will prompt you and ask which 
record type you wish to create.  In this example, only Communication and Information types may be added. 
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Create new date type message 
 
Wherever there is doubt about the type of record you wish to add then you will be prompted with a message 
similar to that above. 
 
If you insert a new record and exit the form via the Cancel button you will be prompted with the standard 
“Data has been modified” message. 
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Save Button 

Z_BSAVE 

 

 
 
The Save Button is used on forms where significant data entry is done on the single form and the user wishes 
to periodically save any changes made to the data base without exiting the form. 
 
The Save button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing S. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F5 function key. 
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Select Button 

Z_BSELECT 

 

 
 
The Select button is used to select the record that currently has focus (indicated by change of colour) and to 
pass that record through to the application that requires the data  (usually when passing information through 
to another form or application). 
 
For example in the Name and Address System the Component Qualifier Pop Up form allows the operator to 
choose (Select) a street component to pass back to the Component Maintenance form, e.g. 
 

 
Example of use of Select Button 
 
The Select button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing S. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
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Modify Button 

Z_BMODIFY 

 

 
 
The Modify button is used to indicate that you wish to Modify the record that currently has focus. 
 
For example in Name and Address Maintenance when a list of names is presented on a Selection Form put 
focus on the name record you wish to maintain (using the mouse or tab keys) and activate the Modify button. 
 

 
Select Form 
 
Activating the Modify button would then take you to the Name and Address Maintenance form. 
 
The Modify button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing M. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By double clicking on the appropriate record. 
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Close Button 

Z_BCLOSE 

 

 
 
The Close Button is displayed on forms where no information may be modified.  Activating this button will 
close the current form and return you to the previous form. 
 
The Close Button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing C. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing function key F12. 
 By pressing the Escape key. 
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Search Button 

Z_BRETRIEVE 

 

 
 
The Search Button is found on Search Profile forms and will initiate a search on the data base based on the 
search criteria entered.  See the “Search Profile Forms” Chapter for more information. 
 
The Search button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing R. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By selecting Search, Perform Search from the Menu Bar. 
 By holding down the Ctrl key and pressing R. 
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Process Button 

Z_BPROCESS 

 

 
 
The Process Button is found on most Report Control forms, and, when selected, will display the Processing 
Options Maintenance Form which will initiate a report based on the details entered. 
 
The Process Button may be activated by using any of the following methods: 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing P. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
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Options Button 

Z_BOPTIONS 

 

 
 
The Options Button is found on most Report Control forms together with the Process Button, and, when 
selected, will display the Batch Job Options Form which allows the user to make a selection. 
 
The Options Button may be activated by using any of the following methods: 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing I. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
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Select Button 

Z_CSYA_SELECT 

 

 
 
By pressing this button any component selected on the left side of the form is “moved” to the right hand side 
of the form and consequently “associated”. 
 
The Select button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 

Select All Button 

Z_CSYA_SELECTALL 

 

 
 
By pressing this button all components on the left side of the form are “moved” to the right hand side of the 
form and consequently “associated”. 
 
The Select All button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
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Remove Button 

Z_CSYA_REMOVE 

 

 
 
By pressing this button any component selected on the right side of the form is “moved” to the left hand side 
of the form and consequently “unassociated”. 
 
The Remove button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 

Remove All Button 

Z_CSYA_REMOVEALL 

 

 
 
By pressing this button all components on the right side of the form are “moved” to the left hand side of the 
form and consequently “unassociated”. 
 
The Remove All button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
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Move Up Button 

Z_CSYA_UP 

 

 
 
By pressing the Move Buttons, the sequence of the data may be changed. The column which is re-
sequenced is the column which has the current focus. 
 
For example, in the following form: 
To move the Personal Information Types, ensure that one of the Personal Information Types is highlighted 
and use the Move arrows to re-sequence. 
 

 
 

Move Down Button 

Z_CSYA_DOWN 

 

 
 
By pressing the Move Buttons, the sequence of the data may be changed. The column which is re-
sequenced is the column which has the current focus. 
 
For example, in the following form: 
To move the Personal Information Types, ensure that one of the Personal Information Types is highlighted 
and use the Move arrows to re-sequence. 
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Detail Button 

 
 
The Detail button is used to indicate that there is further information to be displayed or maintained in regard 
to the information to the left of the Detail button. 
 
In the example below (taken from the Name & Address system) further detail is available on each of the lines 
displayed in the Application Information Details frame. 
 

 
Application Role Maintenance Form 
 
The Detail button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
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Popup Button 

 
 
A popup button will be displayed where a list of valid data is applicable to the field. 
 
The Popup button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing F2 on the field. 
 By double clicking on the field. 
 
A popup form will be displayed from which you may select the value to be inserted into the field.  Below is an 
example of the title popup form from the Name and Address System.  In the example below by activating the 
popup button on the Name title field the Name Title Popup form is displayed. 
 

 
Pop Up Form 
 
By placing your cursor on the appropriate code and activating the Select button (or double clicking on the 
field) that code will be loaded into the appropriate field on the maintenance form. 
 
All popup forms have a Retrieve Profile at the bottom of the form.  Please refer to the Chapter on Search 
Profiles which will explain how to use these fields. 
 
Activating Cancel will close the popup and return you to the originating form without passing any data. 
 
Valid data need not be selected from the Popup form.  If the data is known to the operator it may be entered 
directly into the field.  If the data entered does not appear in the list of valid data then the Popup form will be 
automatically displayed. 
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Drop Down List 

 
 
Drop Down lists are used to display valid data choices when a popup form is not required.  This is usually 
where the number of choices is less than 7. 
 
The Dropdown button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By starting data entry in the field. 
 
The list of available data will be displayed below the current field. 
 

 
Drop Down list Example 
 
Select from the list by clicking on the appropriate value or entering the first character of a valid choice from 
the list. 
 
Where values are known they may be entered into the field directly.  In the example above by typing M into 
the field the system will automatically load Male into the field. 
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Zoom 

Double clicking on a field may activate the Zoom facility depending on the function of the form.  In some 
cases double clicking may activate the Modify function. 
 
Zoom is helpful if a text field contains more information than can be displayed on the form.  Zoom may also 
be selected from the menu bar :- 
 
View Zoom  OR  
View Quick Zoom  
   
Quick Zoom will display the field in full page mode. 
 
Shown below is an example of double clicking on the Name Details field on the Name Selection form within 
the Name and Address system. 
 

 
Zoom Example 
 
The Zoom window may be closed using any one of the following methods. 
 
 Press escape 
 Press F3 
 double click on the control menu. 
 click on the control menu in the top left hand corner of the zoom window and select close. 
 Select CTRL A or F6 to accept changes (if in entry mode). 
 

Lodgement Button 
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Z_BLODGE 

Selecting this button will take the user to the Application Service Selection form where further options are 
available to allow further actions to be taken 
 

 
Property Services Selection form 

Application Services Button 

Z_BSELECTORAPPS 

Selecting this button will take the user to the form Property Services Applications where they can add a New 
or Modify a Service. 
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Property Services Selection form 

New Property Service Button 

Using this button will take the user to the Service Maintenance form which will allow them to add a new 
service. 
 

 
Application Service Selection form 
Z_BNEWSVCE 

Lodge Button 
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Using this button will take the user to the Class/Type Selection form which will allow them to add a new 
Application. 
 

  
Application Service Selection form 
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Icons / Glyphs 

Icons can be found on most Summary or Maintenance forms for the following Modules:- 

 Animals 

 Applications 

 Customer Service Requests 

 Debtors 

 Infringements 

 Licensing 

 Property 

 Rates 

 Trade Waste 

 Victorian Valuations 
 
When present they inform the User of available links to these modules.  The User is able to double click on 
the Icon and the Link will be displayed for selection. 

Customer Service Requests Links 

 
 
Where a Customer Service Request has been linked to the relevant record – eg Rate Assessment, 
Infringement Ticket Application etc the ‘smiley face’ icon is displayed on the summary form for that Module.  
The Icon will only be displayed where links exist. 
 
When Users double click on the ‘smiley face’ icon they are presented with the Module’s Selection form to 
allow the User to select the required link.   
 
Using the Icon is the same as using either the Options Button or the Options Dropdown function.  Additionally 
where a User attempts to access the displayed Icon but they do not have authority to access the module, they 
will be notified that they do not have that authority. 
 
The Customer Service ‘smiley face’ Icon will appear on the following Summary / Maintenance forms:- 

 Animals Maintenance Form 

 Application Summary Form 

 Debtors Summary Form 

 Infringement Summary Form 

 Licensing Summary Form 

 Property Summary Form 

 Rates Summary Form 
 

Property Links 

 
 
Where a Property has been linked to the relevant record – eg Rate Assessment, Infringement Ticket 
Application etc the ‘house’ icon is displayed on the summary form for that Module.  The Icon will only be 
displayed where links exist. 
 
When Users double click on the ‘house’ icon they are presented with the Module’s Selection form to allow the 
User to select the required link.   
 
Using the Icon is the same as using either the Options Button or the Options Dropdown function.  Additionally 
where a User attempts to access the displayed Icon but they do not have authority to access the module, they 
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will be notified that they do not have that authority. 
 
The Property ‘house’ Icon will appear on the following Summary / Maintenance forms:- 

 Animals Maintenance Form 

 Application Summary Form 

 Customer Request Maintenance Form 

 Debtors Summary Form 

 Infringement Summary Form 

 Licensing Summary Form 

 Rates Summary Form 

 Trade Waste Summary Form 

 Victorian Valuations Summary Form 
 

Register Links 

 
 
Where a Register record has been linked to the relevant record – eg Rate Assessment, Infringement Ticket 
Application etc the ‘keys’ icon is displayed on the summary form for that Module.  The Icon will only be 
displayed where links exist. 
 
When Users double click on the ‘keys’ icon they are presented with the Module’s Selection form to allow the 
User to select the required link.   
 
Using the Icon is the same as using either the Options Button or the Options Dropdown function.  Additionally 
where a User attempts to access the displayed Icon but they do not have authority to access the module, they 
will be notified that they do not have that authority. 
 
The Register ‘keys’ Icon will appear on the following Summary / Maintenance forms:- 

 Animals Maintenance Form 

 Application Summary Form 

 Customer Request Maintenance Form 

 Debtors Summary Form 

 Infringement Summary Form 

 Licensing Summary Form 

 Property Summary Form 

 Rates Summary Form 
 

Related Application 

 
 
Where an Application record has been linked to the relevant record – eg Application or Licence the ‘green 
documents’ icon is displayed on the summary form for that Module.  The Icon will only be displayed where 
links exist. 
 
When Users double click on the ‘green documents’ icon they are presented with the Module’s Selection form 
to allow the User to select the required link.   
 
Using the Icon is the same as using either the Options Button or the Options Dropdown function.  Additionally 
where a User attempts to access the displayed Icon but they do not have authority to access the module, they 
will be notified that they do not have that authority. 
 
The Related Application ‘green documents’ Icon will appear on the Application or Licensing Summary form. 
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Related Licence 

 
 
Where a Licence record has been linked to the relevant record – eg Application or Licence the ‘blue 
documents’ icon is displayed on the summary form for that Module.  The Icon will only be displayed where 
links exist. 
 
When Users double click on the ‘blue documents’ icon they are presented with the Module’s Selection form to 
allow the User to select the required link.   
 
Using the Icon is the same as using either the Options Button or the Options Dropdown function.  Additionally 
where a User attempts to access the displayed Icon but they do not have authority to access the module, they 
will be notified that they do not have that authority. 
 
The Related Licence ‘blue documents’ Icon will appear on the Application or Licensing Summary form. 
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Deleting Records 

Records may be deleted from the system (subject to authority) from any General Form. 
 
To delete a record, access the record you wish to delete. 
 
The Delete function may be activated using any of the following methods. 
 
 By pressing the F11 function key. 
 By selecting Edit, Delete from the menu bar. 
 Pressing the Delete Button (where available). 
 
For example to delete a Communication Type parameter, click on the Communication Type you wish to 
delete and then activate the Delete function (using one of the methods described above). 
 

 
Delete Message 
 
In this example the E-mail address Communication Type was selected for deletion.  Once the delete function 
is activated the system responds with the message shown above. 
 
Respond Yes to the message to delete the record.   
Respond No to the message to cancel the delete process. 
 
The system will not allow you to delete a record where that record is being used by other records.  In the 
example above, if any Name records are using the E-mail address Communication Type then the Delete 
function will return with a message advising that other records are dependent on this record.   
 
In this case the E-mail address Communication Type should be made Inactive by checking off the Active 
Flag.  By making the record Inactive it will no longer be available for use and will not display in any Popup 
forms.  All existing records that are using this Communication Type will remain unaffected. 
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Summary of keys 

The following represents a summary of the various command keys.  For more information please refer to the 
appropriate section within this manual. 
 

Function Button Keyboard 

Shortcut 

Function Key Menu Option 

Accept Input OK Alt O F6  
 

Cancel Input Cancel Alt C F12 or Escape  
 

Close Form Close Alt C F12 or Escape  
 

Clear Data from 
Form 

 Ctrl G F7 Search, Clear Search 
Profile 
 

Delete Record   F11 Edit, Delete 
 

Fast Exit to First 
Form 
 

  F4 File, New Search 

Fast Exit to 
Menu 

  F3 File, Exit 
 

Field Zoom    View, Zoom or View, 
Quick Zoom 
 

Go to Menu Bar  Alt (then the 
first character 
of the menu 
item) 
 

F10  

Help – Field   F1 Help, Field Help 
 

Help – Form   Shift F1 Help, Form Help 
 

Help – General    Help, How to Use 
 

Modify Record Modify Alt M   
 

New Record New Alt N F9 Edit, New 
 

Save Changes Save Alt S F5 File, Save 
 

Search Search Alt R 
Ctrl R 
 

F8 Search, Perform 
Search 

Select Record Select Alt S 
 

  

Show Detail PopUp  F2 
 

 

Turn Flag 
On/Off 

 Space bar  
Ctrl D 
 

F2  

 
 

Caution 

On some operating system platforms keyboard function keys may be “mapped” to perform other functions.  
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For example F2 could be “mapped” to start “File Manager”.  If any function keys have been mapped in this 
manner it will override the function key assignment described above.   
 
If function keys are not behaving as expected please contact your supervisor. 
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Keyboard template 

The following list represents the standard keyboard functions that are issued with this product.  This keyboard 
template is user definable and your site may remove or add keyboard functions. 
 
 

Keyboard combination Function performed 

Backspace Deletes character to the left of the cursor 

Tab Tabs to next field 

Shift Tab Tabs to previous field. 

Enter key Normal Enter 

Keypad Enter Normal Enter 

Escape  Quit 

Delete Key Delete character 

Shift Delete Cut selected text 

Keypad Delete Delete character 

Keypad Shift Delete Cut selected text 

Insert Key Insert character 

Shift Insert Paste 

Ctrl Insert Copy 

Keypad Insert Insert character 

Shift Keypad Insert Paste 

Ctrl Keypad Insert Copy 

End key Go to end of line 

Shift End Select to end of line 

Keypad End key Go to end of line 

Shift Keypad End Select to end of line 

Down Arrow Down one line 

Shift down Arrow Select down one line 

Ctrl Down Arrow Next Occurrence 

Alt Down Arrow Next Occurrence 

Keypad down arrow Down one line 

Shift keypad down arrow Select down one line 

Ctrl keypad Down Arrow Next occurrence 

Page Down First occurrence in next window 

Keypad Page Down First occurrence in next window 

Left Arrow Move cursor one position to left 

Shift Left Arrow Selects one character to the left 

Ctrl Left Arrow Move cursor one word to the left 

Shift Ctrl Left Arrow Selects one word to the left 

Keypad Left Arrow Move cursor one position to left 

Shift Keypad Left Arrow Selects one character to the left 
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Keyboard combination Function performed 

Ctrl keypad left arrow Move cursor one word to the left 

Shift Ctrl Keypad Left 
Arrow 

Selects one word to the left 

Right Arrow Move cursor one position to right 

Shift Right Arrow Selects one character to the right 

Ctrl Right Arrow Move cursor one word to the right 

Shift Ctrl Right Arrow Selects one word to the right 

Keypad Right Arrow Move cursor one position to Right 

Shift Keypad Right Arrow Selects one character to the right 

Ctrl Keypad Right Arrow Move cursor one word to the right 

Shift Ctrl Keypad Right 
Arrow 

Selects one word to the right 

Home key Move cursor to beginning of line 

Shift Home Select to beginning of line 

Keypad Home key Move cursor to beginning of line 

Shift Keypad Home Select to beginning of line 

Up Arrow Move cursor up one line 

Shift Up Arrow Select up one line 

Ctrl Up Arrow Previous occurrence 

Alt Up Arrow Previous occurrence 

Keypad Up Arrow Move cursor up one line 

Shift Keypad Up Arrow Select up one line 

Ctrl Keypad Up Arrow Previous occurrence 

Page Up First occurrence in previous window 

Shift Page Up First occurrence 

Keypad Page Up First occurrence in previous window 

Shift Keypad Page Up First occurrence 

F1 key Field Help 

Shift F1 key Form Help 

F2 key Detail on field 

F3 key Exit 

F4 key New Search 

F5 key Save 

F6 key OK 

F7 key Clear 

F8 key Retrieve 

F9 key Add occurrence 

F10 key Go to Menu Bar 

F11 key Remove occurrence 

F12 key Quit 

Ctrl A OK 

Ctrl B Make text bold 
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Keyboard combination Function performed 

Ctrl C Copy text to clipboard 

Ctrl D Detail on field 

Ctrl E Clear data from form 

Ctrl G Clear Search Profile 

Ctrl H Initiate Field Help 

Ctrl I Make text italics 

Ctrl J Used to compose other characters (e.g. 
subscript characters etc)  

Ctrl L Go to Menu Bar 

Ctrl M Display message frame 

Ctrl P Initiate Print form 

Ctrl Q Quit form 

Ctrl R Perform retrieve 

Ctrl U Underline text 

Ctrl V Paste text from clipboard 

Ctrl X Cuts text to clipboard 

Ctrl Z Zoom field 
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Search Profiles 
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The following topics are covered in this section: 
 
Overview 
Search Profile Forms 
Pop Up Forms 
Advanced Profile Techniques 
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Overview 

When enquiring on or maintaining data within the system the following methodology has been used. 
 
Search Profile 
Form  

 Selection Form  General Form 

Search Profile Form 

Used to enter values on which to base your search.  This could be a persons name (or part of), an 
Assessment Number, an address and so on.  This is referred to as the Search Profile.  After entry of the 
search criteria the Search Button is then activated.  Search Profiles are also available on Popup forms. 

Selection Form 

The system will display all records matching the Search Profile.  If only one record matches the Search 
Profile then this form is bypassed.  From the Selection Form you can view a lot of information regarding the 
records found.  Click on the record on which you wish to display more information.  In the window at the 
bottom of the form more detail will be displayed. 

General Form 

This form type allows maintenance and enquiry of records. 
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Search Profile Forms 

The Name and Address Search Profile form will be used as an example of searching on records. 
 

 
Search Profile Form 
 
This form is used to search for names within the Name and Address system. 
If we were looking for all names starting with S then S* (S asterisk) would be placed in the Surname field.  By 
selecting the Search button all name records with a surname beginning with S would be displayed. 
 
The Search button may be activated using any of the following methods. 
 
 By clicking on the button with your mouse. 
 By holding down the Alt key and pressing R. 
 By tabbing to the button and pressing the Enter key on the keyboard. 
 By pressing the F8 function key. 
 
We could narrow the selection even further by typing in G* in the Given Names field.  This would retrieve all 
name records whose surname starts with S and first name starts with G e.g. Geoff Stephens. 
 
The system will only return those records that match all data entered in the Search Profile. 
 

Candidate Key (Unique field) 

A Candidate Key is a field which contains unique data in each record (i.e. No two records will contain similar 
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data in this field, eg. each record will have a different receipt number).  If there is a Candidate Key on a 
Search Profile form then when a search is performed using data in this field, the search disregards the other 
entries in the Search Profile. This overriding feature allows a user to enter a unique value, and the search will 
return only one record. The other fields on the form do not need to be cleared. 
 
 

Search Menu Options 

Save Search Profile as Favourite 
This option is available  from the Search Menu.  It allows a search to be saved for future use. 
 

Change Search Profile Favourites 
This option is available from the Search Menu.  It allows a saved search to be modified. 
 

Retrieve Search Profile Favourites 
This option is available from the Search Menu.  It allows a saved search to be retrieved and used for a 
current search. 
 

Name Search Profile Favourite Pop Up 

Z_CSYP0300 

 

 
Name Search Profile Favourite Pop Up Form 

Description 
Z_CSYP0300_CSYFFAV_DESCR 

This field displays a description of saved search favourites from which to select. 

Search Profile - Description 
Z_CSYP0300_CSYPROF_RETRPROF1 

This field allows entry of a saved search profile favourite on which to search. 
 

Name Search Profile Favourite Maintenance Form 
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Z_CSYG0300 

 

 
Name Search Profile Favourite Maintenance Form 
 

Description 
Z_CSYG0300_CSYFFAV_DESCR 

This field displays A list of Search Profile  Favourites which can be maintained. 
 

Direct Match Option 

The Direct Match option  in the Options Menu is available on Property Search forms.  It enables an exact 
match to be performed when conducting a search, e.g.  Entering 17 in the House Number field and checking 
this option on will ensure that only those House Numbers that match exactly will be retrieved. 
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Direct Match Option 
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Pop-Up Forms 

The Animal Breed Pop-Up is used in this example. 
 

 
Pop-Up Form showing the ‘Display Inactive’ Option 
 
This form is used to display Animal Breeds that are available for use within the Animal Maintenance function.  
 
If we were looking for a particular Animal Breed then the required Breed Code could be selected from this 
form to enable searching only on the nominated Breed. 
 
Pop-Up forms default to only show Active entries, however it is possible to display Inactive occurrences. 
 
Inactive occurrences can be displayed by using the following method. 
1. Select the View Button 
2. Select Display Inactive 
A tick will be placed against the Display Inactive option. 
 
Upon returning to the Pop-Up form both Active and Inactive occurrences will be displayed. 
 

Note: The displaying of Inactive occurrences is only effective for the Pop-Up displayed at the time of 
switching on the Display Inactive flag.  Any other Pop-Up or reselection of the original Pop-Up will default 
back to only displaying Active occurrences. 
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Advanced Profile Techniques 

The system will allow certain operands to be used within the Search Profile. 
 
The operands are:- 
 

* Zero through to n characters  (Not available on numeric 
fields) 

? Any single character (Not available on numeric 
fields) 

= Equals  

> Greater Than  

< Less Than  

! Not  

& And  

| Or  

 

Example One 
To retrieve all surnames beginning with S but NOT Smith then the following would be entered into the 
Surname field.  S*&!SMITH 
 

Example Two 
To retrieve all surnames beginning with BO but NOT surnames beginning with BOW then the following would 
be entered into the Surname field.  BO*&!BOW* 
 

Example Three 
To retrieve all surnames beginning with BA or BO the following would be entered into the Surname field. 
 BA*|BO* 
 

Example Four 
To retrieve all surnames whose first two characters are EV, the next character is unknown, and the last two 
characters are NS the following would be entered into the Surname field.  EV?NS 
This could, for example, return the surnames Evans, Evons, Evins, Evens 
 

Example Five 
To retrieve all surnames starting with B or E but not Brown then the following would be entered into the 
Surname field. 
B*|E*&!BROWN 
 

Example Six 
To retrieve all surnames that contain the letters B and E anywhere in the string then the following would be 
entered into the Surname field.  *B*&*E* 
 

Example Seven 
For date fields the following entry would retrieve all records that match the date range greater than 1st 
December 1996 and less than 31st December 1996 
 
>01-12-96&<31-12-96 etc. 
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Selection Forms 



How to Use User Guide  Selection Forms 

Infor Public Sector July 17 Page  54 

The following topics are covered in this section: 
 
Selection Forms 
Multi-Select Forms 
Select/Remove Forms 
 



How to Use User Guide  Selection Forms 

Infor Public Sector July 17 Page  55 

Selection Forms 

The selection form is used to display all records that have satisfied the retrieve profile on the previous form. 
 
Each selection form displays appropriate data according to the type of application you are using.  For 
instance in the Name and Address system the selection form shows the name and default address details.   
 

 
Selection Form 
 
A scroll bar will appear on the right hand side of the form if there is more data than can be shown in the 
window. 
 
From a selection form various functions are available (depending on the application).  In the example shown 
above you may choose to:- 
 
 Create a new Name and Address record (press the New button) 
 Modify an existing record (highlight the record you wish to modify and press the Modify button) 
 Close the form and return to the previous form (Press Close) 
 Link to word processing (Press the Document button) 
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Multi-Select Forms 

A Multi-Select Form is used where the function being performed provides the ability to select more than one 
record that appears on the list. 
 

 
Example of a multi-select Form 
 
When records are selected the occurrence on the form will be displayed in a different colour.  The colour for 
selected records is established at the system parameter level. 
 
There are two ways to select multiple records on the form. 

Method 1 - Individual records 

To select individual records on the list hold down the Control key and click on each of the records that you 
wish to select.  Records selected in error may be “de-selected” by clicking on them again. 

Method 2 - A block of records 

To select a block of records on the list, click on the first (or last) record, hold down the shift key and click on 
the last (or first) record.  This will highlight the entire block. 
 
Individual records may then be removed from the selected list by holding down the Control key and clicking 
on the records not required. 
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Select/Remove Forms 

Select/Remove forms are used where there is a requirement to select multiple records for inclusion in a list. 
 
This type of form is generally used within a parameter establishment function. 
 

 
Select/Remove Form 
 
In the example above various parameter items on the left side of the form are selected using the Select 
Button and “moved” to the right side of the form.  Once the form is accepted only those parameter items 
selected will be available to the system. 
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General Forms 
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The following topics are covered in this section: 
 
Using General Forms 
Types of Fields 
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Using General Forms 

Forms used to maintain data are referred to as General Forms. 
 
From a general form you may:- 
 
 Create new data 
 Amend existing data 
 Delete records 
 Execute functions 
 
General forms (where used in maintenance mode) will always give you the option to accept your changes or 
to cancel any changes you have made. 
 
There are three types of General Forms. 
 
 Single occurrence General Forms 
 Multiple occurrence General Forms 
 Extended multiple occurrence General Forms 

Single Occurrence General Form example 

An example of a Single occurrence General form is the Personal Name Maintenance form within the Name 
and Address System.  This type of form contains one main data record which may be maintained. 
 

 
Single occurrence General Form 
 
This particular general form will allow you to:- 
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 Display Name Role associations (by choosing the Roles button) 
 Maintain/Enquire on Application Address details (by choosing the Address button) 
 Add new Communication & Information Details (by choosing the New button) 
 Accept any changes you have made (by choosing the OK button) 
 Cancel any changes you have made (by choosing the Cancel button) 
 Delete a Name record via the File Delete menu option 

Multi Occurrence General Form example 

An example of a Multiple occurrence General Form is the Name Title parameter form.  On this form you can 
create and maintain multiple records on the same form, each on a single line. 
 

 
Multi-occurrence General Form 
 

Extended Multi Occurrence General Form example 

An example of an Extended Multi Occurrence General Form is the Memo Type Maintenance Form.  On this 
form multiple records may be maintained.   
 
The form is split into two significant portions, the top half being a “Selection” type form and the bottom half 
being the maintenance portion.  As focus is gained on the record in the top half of the form, the fields 
associated with that record is displayed on the bottom portion. 
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Extended Multiple Occurrence General Form 
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Types of fields 

Alpha-numeric field 

This field type may contain any letters, numbers or special formatting characters. 

Numeric field 

This field type may only contain numbers. 

Date/Time field 

This field type may only contain data in a date or date and time format. 
 
A date may be entered manually or function key F2 (or double click) may be used.  Function key F2 will either 
populate the field with today's date or, depending on the application in use, display the calendar for selection 
of a date and/or time. 
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Query by Form 
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The following topic is covered in this section: 
 
Query by Form 
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Query by Form 

Where a Search Profile form is not provided the Query by Form function may be used. 
 

 This function is only available on General Forms where more than one record is displayed. 

 
This function enables you to restrict the display to only those records you are interested in. 
 

Query by Form is not available on the following form types:- 
 
 Search Profile Form 
 Selection Form 
 Single Occurrence General Form 
 
The procedure for executing a Query by Form are:- 
 
 Open the form. 
 Clear the form (Search, Clear Search Profile) or (Ctrl G) 
 Enter the required search criteria. 
 Perform the retrieve (Search, Perform Search) or (Ctrl R) 

Example of Query By Form 

In this example we will use the Responsibility Group Maintenance Form.  This is a multiple occurrence 
general form which means Query by Form is available. 
 
 Step 1 - Open the form 
 

 
Step in Query by Form Example 
 
 Step 2 - Clear the form in preparation for entry of the Search Criteria.   
 
Select Search, Clear Search Profile from the menu bar or alternatively press Ctrl G. 
This function will remove all data from the form.  Please note this function does not remove data from the 
data base. 
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Step in Query by Form Example 
 
 Step 3 - Enter the criteria by which you wish to retrieve the data.   
 
In the example below we have input the word Manager into the Responsibility Group Description field.   
Because we have used the asterisk wild-card this will retrieve all records that have the word Manager 
somewhere in the description.  Full wild-card searching is available with this function.  See “Advanced Profile 
Techniques” for more information. 
 

 
Step in Query by Form Example 
 
 Step 4 - Perform the Search.   
 
Select Search, Perform Search from the menu bar or alternatively press Ctrl R.  The results of this search are 
displayed below. 
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Step in Query By Form Example 
 
Maintenance may now be performed on the retrieved records.  All other records previously displayed remain 
unaffected by the Query by Form. 
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User Defined Fields 
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The following topics are covered in this section: 
 
Creating User Defined Fields 
Using User Defined Fields 
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Creating User Defined Fields 

Overview 

 
Within the system there is the ability to create fields as required where no appropriate field exists to cater for 
the data. 
 

The ability to create these fields is restricted to those users with the appropriate security level. 
 

  Caution should be exercised when creating User Defined Fields.  These fields and any associated data 

are not available in any forms or standard reports generated by the system. 

 

  User Defined Fields are created against a particular component of a record.  For example in Name and 

Address Maintenance there are three main data types on the form, the Name, Communication Details and 
Information Details.  Your cursor must be located on the correct data type.  For instance, to create a User 
Defined Field against the Name your cursor must be located in the name data type area e.g. on the Surname 
field.  It is recommended that you always position the cursor on the first field within the data type that you 
wish to attach the User Defined Field to. 

 
Field types available are :- 
 
Text fields only 
Image fields only 
Both Text and Image 
 
Textual fields may be validated against a predefined list of valid data.  In addition, an entry format may be 
defined for textual fields. 
 
The User Defined fields function is accessed from the “Associated” menu item.  Selecting the “Fields” item 
will enable you to establish and maintain user defined fields.   
 
If no user defined fields exist then you will be presented with the User Defined Fields Layout Maintenance 
form.  If user defined fields already exist you will be presented with the User Defined Fields Maintenance 
Form, at this point you should choose the Setup button to access the Layout form. 
 
To maintain User Defined fields that are of a type “Image” select the Images/Objects item from the 
“Associated” menu item. 

User Defined fields Layout Maintenance form 

Z_CSYG0120 

This form is used to establish user defined fields. 
 
Press the Insert Button to create a new user defined field. 
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Create User Defined Fields Form 
 

Field Name 
Z_CSYG0120_CSYULAY_UDFNAME 

Enter the description of the User Defined Field.  This field description will be displayed to the user when 
entering data. 

Type 
Z_CSYG0120_CSYULAY_UDFTYPE 

Select the data type from the drop down list box.  The following data types are available:- 
 
 Text 
 Image 
 Both (Text & Image) 

Validate 
Z_CSYG0120_CSYULAY_VALIDATEUDF 

This is a check box type field.  It will only be displayed if the data type for the user defined field is Text. 
 
If the check box is switched on then the user is restricted to data that is established in a predefined list.  See 
the User Defined Values Maintenance form. 
 
If the check box is not switched on then the user may enter any alphanumeric data (subject to formatting 
rules). 

Entry Format 
Z_CSYG0120_CSYULAY_ENTRYFORMAT 

This field is only displayed if the data type for the user defined field is Text.  If no input mask is required then 
leave this field blank. 
 
This field determines what input and validation is required by the system.  The following input masks are 
available:- 
 

Mask Entry Description 
  
DATE This mask will force the user to enter a valid date in the 

field. 
  

# This mask will force the user to enter a numeric value 
in each position designated in the mask. 
e.g. ##.##  will force an entry of 2 significant digits, a 
point and two fractional digits. For example 37.26 

  

* An asterisk in this field allows any alpha-numeric input. 

  

? Indicates that the field requires the entry of a single 
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alphanumeric character.  For every question mark in 
the Entry Format field the user is required to enter a 
character.  For example ??? requires the input of 3 
alphanumeric characters. 

  
(Any other alpha numeric 
character) 

If any other character is placed in the Entry Format field 
then that character is required.  For example if the 
entry format is ?A? then the user is required to enter a 
single alphanumeric character, followed by an A, 
followed by another single alphanumeric character.  
e.g. BAG.  The characters entered here are case 
sensitive. 

 
The masks may be used in combination with each other (except for the date mask). 
 
e.g. 
 
##, A* The user must input two numbers, a comma, an A and any other characters. 

Setup Button 
Z_CSYG0120_CSYULAY_SETUP 

If the Validate Field has been checked on, activating this button will take you to the User Defined Values 
Maintenance form to establish the valid data for the user defined field. 

Load 
Z_CSYG0120_CSYULAY_LOADINDB 

This field is only available with user defined fields that are of a type “Image”. 
 
By checking this box on, the image that the user selects will be copied and stored within the data base.  No 
editing of the image is allowed if the image is stored within the database. 
 
By leaving this check box blank, the system will “link:” to the image file selected by the user. 

Move Up/Down Buttons 
Z_CSYG0120_DUMMY_UP 

Z_CSYG0120_DUMMY_DOWN 

These buttons are used to sequence the user defined fields in the order in which you wish to present them to 
the user. 
 
By selecting a record and clicking the “Up” button, the record will be moved up the list of available fields. 
By selecting a record and clicking the “Down” button, the record will be moved down the list of available 
fields. 

User Defined Values Maintenance 

Z_CSYG0130 

This form allows the establishment of valid input data for  a user defined field, where the user defined field 
has been marked as “Validate”.  See the User Defined fields Layout Maintenance form for information on the 
Validate field. 
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User Defined Values Maintenance Form 
 

Field Name (e.g. Conduct) 
Z_CSYG0130_CSYUVAL_UDFVALUE 

This column contains the user values required for the user defined field.  The field name is reflected at the 
top of the column.  In this example the field name is Conduct.   
 
Any values entered in this form will be available for a user to select when editing the appropriate user defined 
field. 

Description 
Z_CSYG0130_CSYUVAL_DESCR 

Enter the description that is appropriate for the value entered in the field name value column. 
 
This field is mandatory. 
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Using User Defined Fields 

Your site may have established other fields which are not a normal part of the system.  To access these fields 
your cursor must be located in the right position on the form. 
 
Typically, your system supervisor will have specific instructions on how to gain access to user defined fields 
on forms where they have been established. 
 
By way of example we are going to use the Name and Address system. 
 
To gain access to the User Defined fields on the Personal Name Maintenance form your cursor should be 
located in one of the name fields. 
 
Select Associated, Fields from the menu bar at the top of the screen. 
 
This will display the User Defined Fields Maintenance Form. 

User Defined Fields Maintenance Form 

Z_CSYG0110 

This form will allow entry of data into User Defined fields that are Text based.  For User Defined fields that 
are of an Image type select Associated, Images/Objects from the menu bar at the top of the screen. 
 

 
User Defined Fields Maintenance Form 
 

Field Name 
Z_CSYG0110_CSYUFLD_UDFVALUE 

The field name associated with each field is user definable.  As such the contents being entered into each 
field are also at the discretion of your organisation.  Your system supervisor will provide you with valid 
documentation about the contents of each field. 
 
Where a Pop Up Button is displayed against a field then entry is limited to only that contained within the Pop 
Up list.  To gain access to the list you may either double click in the field or activate the Pop Up Button. 
 
Where data is selected from a Pop Up list then the description is automatically populated in the field to the 
right. 

Description 
Z_CSYG0110_CSYUFLD_DESCR 

This field is only displayed if a list of valid input has been defined.  The description of the data for the field will 
be automatically displayed. 
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User Defined Values Pop Up 

Z_CSYPUVAL 

This form displays a list of all valid input for the user defined field you are editing. 
 
Select the required text from the list using the Select Button or by double clicking on the occurrence. 
 

 
User Defined Values Pop Up Form 
 

Value 
Z_CSYPUVAL_CSYUVAL_UDFVALUE 

This field contains the text that will be inserted into the user defined field. 

Description 
Z_CSYPUVAL_CSYUVAL_DESCR 

This field contains the meaning of the inserted text.  This text will be displayed on the User Defined Fields 
Maintenance Form alongside the text. 

User Defined Images Maintenance Form 

Z_CSYG0140 

This form is used to assign images to a user defined field. 
 
The scroll bar on the right hand side of the form is used to move from one image to another.  For example, if 
three User Defined fields are present, use the arrows on the scroll bar to move between the fields. 
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User Defined Images Maintenance Form 
 

Refresh Button 
Z_CSYG0140_CSYBUTT_REFRESH 

This button is used to update the image in the form.   
If the image has been modified using an appropriate image product then pressing Refresh will update the 
image to the latest version. 

Edit Button 
Z_CSYG0140_CSYBUTT_PLAYIMG 

Activating this button will initiate the appropriate image product selected by your site to allow modification of 
the image file. 
 
After editing the image the Refresh Button should be used to update the image on this form. 
 
If the image has been stored in the data base (as opposed to “linking” to the image) this option is not 
available.  If this option is selected the message “Editing is not allowed on objects loaded into the database” 
will be displayed. 

Load Button 
Z_CSYG0140_CSYBUTT_LOADIMG 

Activate this button to load an image into the User Defined Field. 
 
If an image already exists in this field you do not have to delete it.  When the new image file is selected it will 
replace the existing image. 
 
When activating Load you will be presented with the “File Open” dialogue box.  Select the appropriate drive 
and file name of the image you wish to load and press OK. 
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Special Characters 
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The following topic is covered in this section: 
 
Using Special Characters 
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Using Special Characters 

Pathway provides the ability to use special characters in text fields. 
 
To insert a special character the command <Gold> J must be inserted prior to the character composition.   
 
The <Gold> key is the Plus Key on the numeric keyboard. 
 
For example to insert a superscript 2 which represents “squared” the following keystrokes will be required. 
 
<Gold> J ^2. 
 
The ^ symbol is uppercase 6. 
 
The following table represents the most commonly used special characters and the keystrokes required. 
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Meaning Font View Composition

Cent sign ¢ <Gold> J c/

Pound sign £ <Gold> J l-

Yen sign  ¥ <Gold> J y-

Section symbol § <Gold> J s!

Copyright symbol © <Gold> J co

Registered trademark ® <Gold> J ro

Degree symbol ° <Gold> J +o

Plus or minus symbol ± <Gold> J +-

Division sign ÷ <Gold> J %/

Superscript one ¹ <Gold> J ^1

Superscript two ² <Gold> J ^2

Superscript three ³ <Gold> J ^3

A grave capital À <Gold> J A`

a grave small à <Gold> J a`

A acute capital Á <Gold> J A’

a acute small á <Gold> J a’

A umlaut capital Ä <Gold> J A”

a umlaut small ä <Gold> J a”

AE diphthong capital Æ <Gold> J AE

ae diphthong small æ <Gold> J ae

E grave capital È <Gold> J E`

e grave small è <Gold> J e`

E acute capital É <Gold> J E’

e acute small é <Gold> J e’

E umlaut capital Ë <Gold> J E”

e umlaut small ë <Gold> J e”

I grave capital Ì <Gold> J I`

i grave small ì <Gold> J i`

I acute capital Í <Gold> J I’

i acute small í <Gold> J i’

I umlaut capital Ï <Gold> J I”

i umlaut small ï <Gold> J i”

O grave capital Ò <Gold> J O`

o grave small ò <Gold> J o`

O acute capital Ó <Gold> J O’

o acute small ó <Gold> J o’  
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User Defined Help 
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The following topic is covered in this section: 
 
Using User Defined Help 
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Using User Defined Help  

User Defined Help allows you to define help text for a particular form.  The User Defined Help function can 
also incorporate the Memo function allowing Word documents etc to be incorporated into the User Defined 
Help.  This could be particularly helpful if you define Procedures and wish to have these available as online 
User Help. 
 
The User Defined Help is associated to a form and not to individual fields within a form.  A message will be 
displayed in the Message frame informing the user that User Defined Help exists for the form.  To display the 
User Defined Help select the Help option and then User Defined or use ALT SHIFT F1 to display the text. 
 
Form names can be found by using Help and selecting About Form or by using CONTROL SHIFT F1 while 
displaying the form you wish to define User Help for. 
 

User Defined Help Search Profile 

Z_CSYF1000 

The User Defined Help Search Profile form allows you to create new Help Text for a form or select existing 
Help Text which has been defined for a form. 
 
Select the New Button to create Help Text for a new form.  To select existing Help Text either leave the fields 
blank and select the Search button to show all forms which have User Defined Help or enter in the Help Form 
and or Description to limit the search to a required selection. 
 

 
User Defined Help Search Profile Form 
 

Help Form 
Z_CSYF1000_CSYHELP_HELPFORM 

Enter a Form Name on which to base your search and use the Search button to initiate the search.  Wildcard 
searching is available on this field. 
 
This field can be left blank. 

Description 
Z_CSYF1000_CSYHELP_DESCR 

Enter the Description of the form on which to base your search and use the Search button to initiate the 
search.  Wildcard searching is available on this field. 
 
This field can be left blank. 

User Defined Help Selection 

Z_CSYSHELP 

The User Defined Help Selection form is displayed when the Search button has been selected on the User 
Defined Help Search Profile form. 
 
This form displays the forms which have User Defined Help associated to them.  Select the form you wish to 
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modify or select the New button to create Help for a new form. 
 

 
User Defined Help Selection Form 
 

Help Form 
Z_CSYSHELP_CSYHELP_HELPFORM 

Forms which have had User Defined Help associated to them are listed on this form for selection.   

Description 
Z_CSYSHELP_CSYHELP_DESCR 

The Description of the Form which has had User Defined Help associate to it is displayed in this field. 

User Defined Help Maintenance / Enquiry 

Z_CSYG1000 

The User Defined Help Maintenance / Enquiry form shows the Form Name, Description and User Defined 
Help Text.  The Memo function is available for use within your Help Text while in maintenance display. 
 

 
User Defined Help Maintenance Form 
 

Help Form 
Z_CSYG1000_CSYHELP_HELPFORM 

Z_CSYG1000_CSYHELP_DESCR 

The Help Form is shown or entered in this field.  This is the Form name found by using Help and selecting 
About Form or by using CONTROL SHIFT F1 while displaying the form you wish to define User Help for.  The 
description of the Form is shown in the field next to the Help Form. 
 
During Enquiry these fields are non maintainable. 
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Help Text 
Z_CSYG1000_CSYHELP_HELPTEXT 

In Maintenance display enter in the User Help Text that is to be displayed for the form nominated.  Text will 
wrap around automatically while typing.  By double clicking in this field the zoom function activates.  This will 
show the User Defined Text already entered (if any) and allow entry of information.  Auto wrap will 
automatically occur while typing.  
 
Selecting F6 will accept information recorded in the zoom display. 
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Printing 
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The following topic is covered in this section: 
 
Report Printing 
Screen Dumps 
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Report Printing 

Printed output can be sent to a specific Word Processor or to the screen or  sent via email.  When reports 
are sent to Notepad to be printed, it is advisable to set the default Font to MS Linedraw to ensure that lines 
are printed correctly.  If you encounter the problem of characters printing instead of lines whilst using 
Notepad, then you should check that the following font file is located in your Windows directory, e.g. 
WINNT/Fonts/ MS Linedraw LINEDRAW.TTF. 
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Screen Dumps 

Printing of screen contents is available via the File Menu. 
 

 
File Menu Options 

Print 

This option prints the entire screen contents and includes details as shown below. 
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Form: CNASIDTY 
Entity: CNAVIDTY 
Field: SIDTY_NAME 
Date/Time:01-Aug-2000 11:21:43 
Release: 02.08.005 (0016) No Fixes 
Customer:INTERNAL 
User: SMITHG 
Stage: Test 
Platform: NT4 

 

Print Form 

This option prints the form displayed on the screen including details as shown below. 
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Form: CNASIDTY 
Entity: CNAVIDTY 
Field: SIDTY_NAME 
Date/Time:01-Aug-2000 11:21:43 
Release: 02.08.005 (0016) No Fixes 
Customer:INTERNAL 
User: SMITHG 
Stage: Test 
Platform: NT4 
 

Print Data 

This option allows the user to specify what is to be printed and the print destination.  As this option prints the 
data, it is recommended that it be used on forms containing lists of data.  
 
The following form displays when this option is selected. 
 

 
 

Print Mode 
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Use this radio group to select the print mode. Choose:  

 All, to print all data contained in the external structure. Default.  

 Screen, to print everything on the screen.  

 Component, to print data and fixed text on the entire form.   

 Clear, to clear all data from memory immediately after it is printed.  
 

Print Job Model 

 
 
The above Pop Up allows the user to do the following: 

 Enter the name of the print job model you want to use for this print. The default model is Printer. 

 Enter the name of a print job model (or a retrieve profile) and click the adjacent button to select or update 
a print job model from the Browse Print Job Model form.  

 Click the adjacent button to create a new print job model. 
 

Capture 

This option captures the entire screen contents and places it on the clipboard. 
 

Capture Form 

This option captures the form displayed on the screen and places it on the clipboard. 
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GIS Interface 
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Summary 
 

 GIS Interfacing is now an authorised function.  There are two levels of authorisation.  One for the 
base interface as it was prior to Release 2.11 and one for the enhanced interface including all the 
new functionality in Release 2.11.  This means GIS Interfacing will only function if you are authorised 
to use it. 

 The user interface for GIS functionality within Pathway has changed.  The GIS button on the Property 
Search form remains, the GIS button on the Property selection form remains but the menu option(s) 
for Display on GIS are no longer in the Options menu or Options buttons on the Property Summary 
form or Property Selection form.  This has been replaced with a picture of a world on the Summary 
form and a Display on GIS menu option has been added to the Associated menu of the Summary 
form. 

 GIS User security has been added (new menu option in the Property module) to control security for 
GIS functions by user.  By default, no users will have access to GIS so this must be set up after the 
upgrade to Release 2.11 before anyone will be able to use the GIS interfacing capabilities of 
Pathway. 

 Wherever the picture of the world appears on a Pathway form, it can be double clicked to perform the 
Display on GIS action.  Within the Property module, the picture will function on the Property 
Summary, Title Maintenance and Parcel Maintenance form at that level if your map has a 
corresponding layer, if it doesn’t Pathway will translate to the nearest available layer in your map to 
perform the display. 

 The GIS References are maintained in the same way as they were before in the Property module via 
the option called GIS References on the Property, Title, Parcel and Street.  These forms have been 
modified slightly to make them easier to use. 

 GIS functionality has been added to the following Pathway modules in addition to the Property 
module: Customer Service, Animals, Applications, Licensing, Infringements and Rates/Water Billing. 

 The GIS functionality in these additional Pathway modules is only available where the item is linked 
to a Property, Title, Parcel and/or Street. 

 The user interface for GIS functionality within each of these modules is consistent with the Property 
module with a GIS button appearing on the Search form, selection form and the picture of the world 
on other relevant forms including the summary form. 

 A System Action called Display on GIS is available to be linked to a User Action and assigned to a 
Task.  As at this Release level, this is functioning for Workflow within Applications and Customer 
Service only.  Where a Task is set up with this System Action, ‘starting’ the Task will take the user to 
the relevant display on the Map.   

 The Display Query on GIS menu option that was in the Property Module menu has been moved to 
the Query menu.  This function has been enhanced to allow Pathway queries to be displayed for all 
the main entities of all the additional GIS modules as well as the existing Property entities. 

 From the GIS Product side of the interface, two additional functions are available to allow the GIS 
Product to request Pathway to Display items from the additional modules and to create Pathway 
queries for the main entity of the additional GIS modules. 

 Note for those using a GIS Product that uses database communication to communicate with Pathway 
(Internet Map Server, GenaMap Webbroker, Infomaster and any others using the Database product 
code in Pathway).  You will notice that the Check GIS function within Pathway has been moved from 
the menu option on the Property Search form and has become a button on all Search forms of all 
GIS modules.  For this database communication method, the Create Link function for creating and 
updating GIS References in Pathway is now available in addition to the two new functions.  An 
executable is available with Pathway to automatically trigger the Check GIS command (currently 
used for Infomaster) to remove the need for the user to perform two steps when requesting Pathway 
to perform an action. 

 For those using the standard interface supplied by Infor to the following GIS products, there is no 
need to make any changes to the GIS side of the interface to use the new functions:  MapInfo, 
ArcView or MapObjects 1.2 (Pathway MapViewer).  For all others, the GIS Product vendor supplies 
the GIS side of the interface.  A technical document is available on request detailing what needs to 
be done to the GIS side of the interface by the GIS Product vendors to enable the new functionality. 
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 A separate section, detailed below contains a more detailed overview of the functionality. 

 
The following topics are covered in this section: 
 
Overview 
Pathway GIS User Security 
GIS to Pathway 
Pathway to GIS 
Application Specific Overview 
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Overview 

This section covers the setup required within Pathway and the GIS Product as well as the functionality that 
can be achieved with the interface.  It does not cover the technical requirements for implementing an 
interface between Pathway and a GIS Product and does not go into detail about interfacing to every GIS 
Product.  It is also not intended to be a definitive user guide, it is an overview of the capabilities of Pathway 
with an interfaced GIS Product. 

 
Setup Required 
The first thing to decide when setting up an interface between Pathway and a GIS Product is which level or 
levels to link.  Pathway allows for a map layer within the GIS Product to be linked at one of the following 
levels: 

 Property 

 Title 

 Parcel 

 Street 
 
If the GIS Product is capable of handling multiple layers, links between Pathway and the GIS Product can be 
created and maintained for all the possible levels or some of them. 
 
The links between Pathway and the map layer within the GIS Product are maintained within Pathway as GIS 
References.  There are four separate database tables within the Pathway database, one for each level, that 
hold the GIS References.  These GIS References must correspond to a unique identifier held in the GIS 
Product against a polygon in the appropriate map layer. 
 
Pathway allocates internal numbers to Properties, Titles, Parcels and Streets.  It is possible to use these 
internal numbers as GIS References.  Some GIS Products however, require GIS References to be in a very 
specific format.  Individual GIS References can be anything that will fit into the 50-character field provided in 
Pathway to store GIS References.  Pathway allows multiple GIS References to be stored against a single 
item at one of the four available levels if required.  The GIS Product must hold matching GIS Reference 
values against the individual polygons in the map to enable the link between the map and Pathway. 
 

 
 
Within the Property Administration application, a GIS Reference menu option is available from Property 
Maintenance, Title Maintenance, Parcel Maintenance and Street Maintenance.  This option will bring up a 
form that looks like the following example for the Property level, which allows maintenance of GIS 
References: 
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The interface to some GIS Products allows for the automatic population of these GIS References from the 
map.  This functionality is discussed later in this document.  The maintenance of GIS References in Pathway 
and the GIS Product is an ongoing process as changes are made.  For example, subdivisions will require 
modifications to the map as well as Pathway to accurately represent the new situation. 
 
There are also parameter settings that must be set for the individual GIS Product within Pathway.  These 
settings are all the details that Pathway requires to be able to communicate with the GIS Product as well as 
details on which layers are available in the map.  The following parameter setting example is for a MapInfo 
map that has Title, Parcel and Street layers available: 
 

 
 
When layers within the GIS are not specified, Pathway translates to the nearest available layer for Property, 
Title and Parcel layers.  No translation is possible between the Street layer and the other three layers.  This 
means that for the example parameter setup shown above, the Display on GIS action from the Property 
Summary form will use the Title layer to perform the Display on the map. 
 

Functional Overview 
Once the links are established between Pathway and the GIS Product, the two-way interface can function 
correctly.  There are two sets of commands that are available to the user for a Pathway GIS interface.  One is 
for accessing the map from Pathway and the other is accessing Pathway from the map.  Both sets of 
commands are described in following sections. 
 
Access to GIS processing is controlled by GIS User security within Pathway, which is set for each user by 
application.  A given user can be given the default Enquiry access to each application or may be given 
Maintenance access to a given application.  The user may also be denied access to a given application as 
required. 
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Pathway GIS User Security 

An individual user can be given access to GIS processing for all applications in Pathway, some of the 
applications, or none of the applications depending on requirements.  Each user can be given Maintenance 
or Enquiry access to a given application or denied access to a given application. 
 
GIS User Security is specified on the GIS User Maintenance form.  When the GIS Access flag is switched on 
for a given user, a detail button appears which will open the GIS User Application Maintenance form when it 
is clicked which allows access to be changed for the user for each application.  If you do not click on the 
detail button the user receives Enquiry access to all Applications by default when GIS Access is on. 
 
GIS Product parameter, allows individual Users to use a different GIS product.  For example, the advanced 
users may need to access MapInfo, whereas other staff may be using EasiMaps. 
‘Default’ is the Product that has been defined in the Property Parameters. 
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The Access Level is used to determine which mode the appropriate form for the given application gets 
started in if it is not already open.  If a user has access to both Maintenance and Enquiry functions for a given 
application, the mode they are currently in within Pathway is not changed by what is set in the GIS User 
Security.  The Enquiry or Maintenance mode set in the GIS User Security only determines what happens if 
the form must be started by Pathway because it is not already open.  If the Access Level is set to None, GIS 
processing is not available to the user for the application. 
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GIS to Pathway 

The functions a user can perform within a given GIS Product may vary depending on the implementation of 
the interface within the individual GIS product.  All the possible functions that Pathway can perform when 
requested by a GIS Product, with an explanation of what each one does, are in the sections that follow.  It is 
important that all selections that are passed to Pathway from the map for any of the following functions are all 
from the same layer. 
 
Display in Pathway 
 

 
 

 
Note:  Top icon is in use in ArcView  and MapObjects GIS products and the lower icon is in use in MapInfo, 
EasiMaps GIS products. 
 

This function will display the Property or Street that matches the selection made on the map. 
 
When a Property, Title or Parcel selection is made on the map, if Property Maintenance or Enquiry is open 
within Pathway, it will be used in the context it is open.  If the Property Search form is open within any other 
module for selection of Properties, it will be used to select Properties into that module.  If the Property Search 
form is not open, Pathway will start Property Maintenance or Enquiry depending on the GIS User security and 
display the linked Property.  If multiple Properties match, a Property Selection form will display the matching 
Properties for selection or maintenance/enquiry. 
 
When a Street selection is made on the map, if Street Maintenance is open within Pathway, it will be used, if 
it is not open it will be started and the Street displayed.  If multiple Streets match, the Street selection form 
will display the matching Streets. 
 

Display Other Module in Pathway 
 

 
 

 
Note:  Top icon is in use in ArcView  and MapObjects GIS products and the lower icon is in use in MapInfo, 
EasiMaps products. 
 
This function will display item(s) in any Pathway module that is capable of GIS that matches the selection 
made on the map. 
 
When this function is performed, Pathway will display a list of modules to choose from in the following form 
(Animals for example): 
 

 
 
Once the module is selected and the OK button is clicked, Pathway will present a Filtering form allowing 
further refinement of the selection by criteria available within each module.  Each module’s available filtering 
criteria is different.  After selecting the required filtering criteria, Pathway will display the item in the module’s 
Maintenance or Enquiry function.  If the function is already open, it will be used in the context it is currently in, 
otherwise the relevant form will be opened using the mode specified in the GIS User Security.  If only a single 
item matches, it will be displayed and if multiple items match, a selection form will display the matching items. 
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The Property Module is available from this list of applications if you make a selection from the Property, Title 
or Parcel layer to enable further refinement of the selection.  This further refinement for Property is only 
available through this function and not through the Display in Pathway function. 
 
All selections made on the GIS Application Selection form and the Filtering forms for each module are stored 
against the current Pathway user and are retrieved automatically next time the forms are invoked.  This 
means the user’s last selection defaults into these forms when that same user invokes the forms again. 
 
Create Pathway Query 
 

 
 

 
Note:  Top icon is in use in ArcView  and MapObjects GIS products and the lower icon is in use in MapInfo, 
EasiMaps GIS products. 

 
This function will create a Pathway Query for the layer that the selection is made on the map (Property, Title 
or Parcel).  Once the Pathway Query is created it can be used within Pathway for Property Bulk Maintenance 
and other functions that can process records using a Pathway query as input.  Note that with this function, no 
translation is possible from the selected layer to another layer. 
 
The GIS Product will prompt the user for a description for the Query so that it can be identified at a later 
stage.  When the creation of the Query has completed, Pathway will display a message to indicate that the 
Query has been created successfully, for example: 
 

 
 
Create Other Module Pathway Query 

 

 
 

 
Note:  Top icon is in use in ArcView  and MapObjects GIS products and the lower icon is in use in MapInfo, 
EasiMaps products. 
 
This function will create a Pathway query for any Pathway module that is capable of GIS that matches the 
selection made on the map. 
 
Once the Pathway Query is created it can be used within Pathway for Bulk Maintenance within Property or 
Rates for example and other functions that can process records using a Pathway query as input such as 
relevant report options within all modules capable of GIS.  With this function, it is possible to translate 
between the Property, Title and Parcel layers to create a resulting query at the required layer. 
 
The GIS Product will prompt the user for a description for the Query so that it can be identified at a later 
stage.  Pathway will then display a list of modules to choose from in the following form: 
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Once the module is selected and the OK button is clicked, Pathway will present a Filtering form allowing 
further refinement of the selection by criteria available within each module.  Each module’s available filtering 
criteria is different.  After selecting the required filtering criteria, Pathway will create a query for the relevant 
entity within the module (for example LANANML for Animals). 
 
All selections made on the GIS Application Selection form and the Filtering forms for each module are stored 
against the current Pathway user and are retrieved automatically next time the forms are invoked.  This 
means the user’s last selection defaults into these forms when that same user invokes the forms again.  Note 
that these forms are the same ones used for the Display Other Module in Pathway function so each will 
retrieve the other’s defaults for the current user. 
 
When the creation of the Query has completed, Pathway will display a message to indicate that the Query 
has been created successfully, for example: 

 

 
 
The Property Module is available from the list of applications if you make a selection from the Property, Title 
or Parcel layer to enable further refinement of the selection.  This further refinement for Property is only 
available through this function and not through the Create Pathway Query function.  When Property is 
selected, a further form is presented to enable you to specify if you want to translate to another entity: 
 

 
 
The available entities are Property, Title and Parcel and translation is available from any of the Property, Title 
or Parcel layers on the map.  No translation is possible if a Street selection is made on the map. 
 
Return to Pathway 
 

 
 

 
Note:  Top icon is in use in ArcView  and MapObjects GIS products and the lower icon is in use in MapInfo, 
EasiMaps GIS products. 
 
This function will simply activate Pathway, making it the front window.  There is no requirement to make a 
selection on the map to be able to perform this function. 
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Create Link in Pathway 
 

 
 
This function will create or update GIS References on the appropriate GIS Reference Maintenance form in 
Pathway to match the selection made on the map. 
 
If the correct GIS Reference Maintenance form is not open in Pathway when the Create Link function is 
requested from the map, Pathway will present the following message: 
 

 
 
and provides help to let the user know what to do. 
 
The selection on the map in a particular layer means that the GIS Reference Maintenance form for that layer 
is the only one that can process the Create Link request. 
 

 
 
For example, the Property GIS Reference Maintenance form shown below will respond to a Create Link 
request for a selection made in the Property layer of the map. 
 
If there are no GIS References already in the form, Pathway will place the GIS Reference(s) sent from the 
map into the form as the GIS Reference Link.  If there are any GIS References already in the form, Pathway 
will give a warning message before replacing any existing GIS References with the one(s) sent from the map. 
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Pathway to GIS 

All the possible functions that a GIS Product can perform when requested by Pathway, with an explanation of 
what each one does, are in the sections that follow.  The general form of the GIS functions available within 
Pathway is on the Search Profile, Selection and Summary forms of each module capable of GIS processing.  
Some modules have additional areas that are capable of GIS processing.  The Pathway modules that are 
capable of GIS processing are: 

 Property 

 Applications 

 Licensing 

 Rates/Water Billing 

 Animals 

 Infringements (Property/Street related only) 

 Customer Service (those linked to Property or Street only) 

 
Activate GIS Product 
This function will simply activate the GIS Product, which results in the GIS Product becoming the front 
window without taking any other action.  This means any existing selection in the map remains selected.  If 
the GIS Product is not active when this function is activated, Pathway will ask the user if they want to start the 
GIS Product. 
 
This function is available from a button on the main Search Profile forms of any of the modules that are 
capable of GIS processing.  The button is labelled with the name of the GIS Product. 
 

Note: for any GIS interface that communicates with Pathway via the database, this button does not activate 
the map, it will perform the Check GIS function. 

 
Display on GIS Product 
This function will display the selected item(s) on the map.  It can be activated from within Pathway from a 
button on the module’s selection form.  It can also be activated from the module’s Summary form by double 

clicking the picture of the world  at the top left of the form (or by using a menu option on the same form). 
 
If the selection form is capable of multiple selection, multiple items can be selected for display.  When the 
button is activated, the current selection is sent to the GIS Product to be displayed.  If the GIS Product is not 
active when this function is activated, Pathway will ask the user if they want to start the GIS Product before 
performing the display. 
 

The Summary form will have a picture of the world  which, when double clicked, will display the current 
item on the GIS Product.  Once again if the GIS Product is not active, Pathway will ask the user if they want 
to start the GIS Product before performing the display.  Any form that displays the picture of the world, can 
display the currently displayed item on the GIS Product.  On any of these forms, a menu command is 
available from the Associated menu called Display on GIS, which will perform the same action as double 
clicking on the picture of the world.  This menu option is provided so the command can be activated using the 
keyboard. 

 
Display Pathway Query on GIS Product 
This function will display the results of a Pathway query for all the main entities of the modules capable of GIS 
processing.  The form looks like: 
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The user is required to select an entity from the available list (use the entity popup button to see the list). The 
user must then select a Pathway query result for that entity.  Clicking on the Display button will display the 
result of the Pathway query on the GIS Product.  If the GIS Product is not running, Pathway will ask the user if 
they want to start the GIS Product, before displaying the results of the Pathway Query. 
 
The query result that the user selects for a specified entity may have been generated from within Pathway or 
from a selection on the map using one of the available Create Pathway Query functions. 
 
Note:  The menu option for this ‘Display Query on GIS’ is within the Query menu structure.  Relevant staff 
should have access to this menu option. 
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Application Specific Overview 

The previous section described the GIS functionality within an interfaced GIS Product and within Pathway as 
an overall picture.  This section is concerned with the functionality that is possible within each if the modules 
capable of GIS processing.  Some modules have GIS processing in additional areas over what has been 
described in the previous section.  This section shows the filtering available during GIS processing also gives 
some examples of how GIS processing can be used within each module. 
 

Property Administration 

Property GIS Filtering 
The following form will appear when selecting the Property Administration module after performing a Display 
Other Module or Create Other Module Query command in the GIS Product: 
 

 
 
Using this it is possible to further refine the items that have been selected on the map by Property Status, 
Council and Property Type.  If the module is using Indicators, filtering may also be performed based on the 
Land, Base, Building and Occupancy indicators. 
 
Examples 
The following examples for the Property Module are only some of the things that can be achieved using the 
interface between Pathway and a GIS Product. 
 
Display only Current Properties from a selection of Properties on the map 

 
This involves making a selection in the GIS Product from the Property layer and activating the Display Other 
Module command.  Pathway will respond by prompting for the module.  Selecting the Property Administration 
Module and then clicking on OK will present the Property GIS Filter.  Selecting the Property Status of 
“Current” and click on OK will result in only those Properties that are Current, matching the selection made on 
the map, being displayed. 
 
This function can be useful when GIS References are re-used on new properties when an existing property is 
made historic during a sub-division. 
 
Generation of Notices/Letters from a selection of Properties or Parcels on the map 

 
This involves making a selection in the GIS Product from the Property or Parcel layer and performing the 
Create Other Module Query command.  A description must be given to enable the Pathway Query to be 
identified later.  Selecting the Property Administration module and specifying Filter criteria of at least ‘Current’ 
will then produce an additional selection of entity for which to create the Pathway Query.  Selecting Property 
will create a Property Query that can then be used in the Miscellaneous Notices menu option to generate the 
required letters. 
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Alternative option for generating Notices/Letters from a selection on the map 

 
This process can be used as opposed to creating a Query.   
Using the Miscellaneous Notices menu option, select the INSERT button. 
This will take the operator to the Property Search form. 
Select the Map Button (with no property search criteria entered) and this will take the operator to the Map. 
Highlight the required map selection and select the Other Module option. 
Select Property and enter in relevant filter criteria and OK. 
This will return the operator to the Property Select Form (as accessed within Miscellaneous Notices).  The 
operator highlights the Property and takes SELECT.  All of the highlighted properties are inserted into 
Miscellaneous Notices form. 
 
The system is assuming that because the operator is in Miscellaneous Notices, this is where the result from 
the GIS selection is to be passed. 
 
Bulk Update of Zone at Parcel level from a selection of Properties on the map 

 
This involves making a selection in the GIS Product from the Property layer and performing the Create Other 
Module Query command.  A description must be given to enable the Pathway Query to be identified later.  
Selecting the Property Administration module and specifying some Filter criteria if required will then produce 
an additional selection of entity for which to create the Pathway Query.  Selecting Parcel will create a Parcel 
Query that can then be used in the Bulk Parcel Zone Update function within Pathway. 
 
Bulk Update of Title Conditions from a selection of Parcels on the map 

 
This example uses the same concept as the previous example.  It involves making a selection in the GIS 
Product from the Parcel layer and performing the Create Other Module Query command.  A description must 
be given to enable the Pathway Query to be identified later.  Selecting the Property Administration module 
and specifying some Filter criteria if required will then produce an additional selection of entity for which to 
create the Pathway Query.  Selecting Title will create a Title Query that can then be used in the Bulk Title 
Conditions Update function within Pathway. 
 
Produce the Property Report from a selection of Parcels on the map 

 
To produce the Property report for a query within Pathway, the Query must be a Property Query.  If the GIS 
Product only has the Parcel layer available, a Property Query can be created from a selection made in the 
Parcel layer of the map. 
 
Make a selection in the GIS Product from the Parcel layer and perform the Create Other Module Query 
command.  A description must be given to enable the Pathway Query to be identified later.  Selecting the 
Property Administration module and specifying some Filter criteria if required will then produce an additional 
selection of entity for which to create the Pathway Query.  Selecting Property will create a Property Query that 
can then be used in the Property Report to identify which Properties to report on. 
 
Create a Pathway Query to identify Properties with a Land Use of “Recreation Reserve” and display the result 
on the map 
Within Pathway, create a Pathway query to identify all properties with a Land Use of “Recreation Reserve”.  
The Display Query on GIS menu option can then be used to display the Property Query on the map.  This 
would require the Property entity to be selected and then the relevant Property Query to be selected for 
display.  Then by simply clicking on the Display button, the query is displayed on the map. 
 
The Pathway query can be created with any criteria that the Pathway Query engine is capable of processing. 
 
If the Pathway query is created for Properties and the map only has Parcel layer available, the Display Query 
on GIS function will translate the Property query to the Parcel layer during the display. 
 

Workflow System Action 
A Workflow System Action called GIS Display is available within the Applications and Customer Service 
modules only. This Action will display the item that the task relates to on the map.  If the GIS Product is not 
already running when this action is performed, the user is given the option of starting the GIS Product before 
the item is displayed. 
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Future Releases of Pathway will incorporate this System Action into other Pathway modules capable of both 
GIS processing and Workflow. 
 
Examples 
Create a User Action, using the System Action of GIS Display 
Create a Task in Applications Workflow parameters that contains the above Action 
Add the Task to the relevant Procedure 
 
This Action could be required, to ensure that the staff member reviews the Map to determine whether other 
non-Pathway attributes held on the Map are relevant to the Application being processed. 
 

Applications 

Applications GIS Filtering 
The following form will appear when selecting the Application module after performing a Display Other 
Module or Create Other Module Query command in the GIS Product: 
 

 
 
The Class will default from any previous selection or from the last Class that the operator accessed within 
Pathway. 
It will only allow selection of Classes that the operator is authorised to. 
 
Examples 
Display only ‘approved’ applications lodged within a certain timeframe or Year from a selection on the map 

 
This involves making a selection in the GIS Product and activating the Display Other Module command. 
Pathway will respond by prompting for the module.  Selecting the Application Module and then clicking on OK 
will present the Application GIS Filter.  Entering the Class and Lodgement Date range or Year and Status 
code then clicking on OK will result in only those Applications matching the filter criteria and matching the 
selection made on the map, being displayed. 
 
Any other combinations of filter criteria can be used. 
 
Select ‘affected properties’ for a given Application from the map and add to the Pathway Application 

 
This process would require the operator to access the Application and ‘Affected Properties’ option. 

Highlight the Property (linked to the Application) and double click the World icon  This will take the operator 
to the Map (prompting to start the GIS session if not already active).  The operator then selects the required 
surrounding area and selects the ‘original’ Pathway option, as above.  This option will function, when the 
operator is in the Affected Properties Form, and take the operator to the selection option to choose, Owner, 
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Occupier etc.  Upon selection of the required option, the chosen properties (from the map) are automatically 
loaded as ‘affected properties’. 

 
Creating a Pathway Applications Query to use over the Applications Register Report 

 
This involves making a selection in the GIS Product and performing the Create Other Module Query 
command.  A ‘description’ must be given to enable the Pathway Query to be identified later. Selecting the 
Application Module and then clicking on OK will present the Application GIS Filter.  Entering the Class and 
other relevant filter criteria and then clicking on OK will create the Pathway Query.   From the Applications 
Register Report, the newly created Query can then be selected. 
 
Display on Map, the properties selected from any Applications Select, Summary or other Form 

 
From an Applications Select Form, one or many Application records can be selected and the Map Button 
taken.  The Properties or Parcels linked to the selected Application records will be displayed on the Map. 
 
Form the Applications Summary Form, double clicking the World will display the linked Parcel or Property on 
the Map. 
 
From the Locations option within Applications Maintenance or Enquiry, one of the Locations can be selected 
and a double click on the World icon will display this record on the Map. 
 
From the Inspections Option, an Inspection can be selected and double click on the World icon will display 
the location/s linked to the Inspection on the Map. 
 
From the Permits and Certificate Option, a Permit/Certificate record can be selected and double click on the 
World icon will display the location/s linked to the record on the Map. 
 
From a Pathway generated Application Query, display results on the Map 
Using standard Pathway Query function, an Application Query with results can be selected, via the “Display 
Query on GIS” menu option within the Query menu structure.  This option will then display the matching GIS 
record to all records in the Query on the Map. 
 

Licensing 

Licensing GIS Filtering 
The following form will appear when selecting the Licensing module after performing a Display Other Module 
or Create Other Module Query command in the GIS Product: 
 

 
 



How To Use User Guide  GIS Interface 

Infor Public Sector July 17 Page  111 

The Class will default from any previous selection or from the last Class that the operator accessed within 
Pathway. 
It will only allow selection of Classes that the operator is authorised to. 
 
Examples 
Display Licences of a specific ‘Type’  (example Cooling Towers) to enable Tasks to be added for Inspections 

 
This involves making a selection in the GIS Product and activating the Display Other Module command.  
Pathway will respond by prompting for the module.  Selecting the Licensing Module and then clicking on OK 
will present the Licence GIS Filter.  Entering the Class, Type and any other selection criteria  then clicking on 
OK will  result in only those Licences matching the filter criteria and matching the selection made on the map, 
being displayed. 
 
Creating a Pathway Licence Query to use over the Licence Reports/Report Entities 

 
This involves making a selection in the GIS Product and performing the Create Other Module Query 
command.  A ‘description’ must be given to enable the Pathway Query to be identified later. Selecting the 
Licence Module and then clicking on OK will present the Licence GIS Filter.  Entering the Class and other 
relevant filter criteria and then clicking on OK will create the Pathway Query.   From the relevant Licence 
Report option, the newly created Query can then be selected. 
 
Display on Map, the properties selected from any Licence Select, Summary or other Form 

 
From a Licence Select Form, one or many Licence records can be selected and the Map Button taken.  The 
polygons of the Properties linked to the selected Licence records will be displayed on the Map. 
 
Form the Licence Summary Form, double clicking the World icon will display the linked Map polygon. 
 
From the Locations option within Licence Maintenance or Enquiry, one of the Locations can be selected and 
a double click on the World icon will display this record on the Map. 
 
From the Inspections Option, an Inspection can be selected and double click on the World icon will display 
the location/s linked to the Inspection on the Map. 
 
From a Pathway generated Licence Query, display results on the Map 
Using standard Pathway Query function, a Licence Query with results can be selected, via the “Display Query 
on GIS” menu option within the Query menu structure.  This option will then display the matching GIS record 
to all records in the Query on the Map. 
 

Animal Control 

Animals GIS Filtering 
The following form will appear when selecting the Animal module after performing a Display Other Module or 
Create Other Module Query command in the GIS Product: 
 

Examples 
Display selection from Map in Animal Maintenance or Enquiry to locate owners of particular Breeds 
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Where the owners of a particular breed are to be identified within a geographical area, that area would be 
highlighted on Map. The Display Other Module would then be activated and the Animal Module selected. 
The Animal Type and Breed would be entered and OK taken.  This would display the Animal records in 
Pathway matching on Map selection and Filter criteria. 
 
Creating a Pathway Animal Query to use over the Animal Report 

 
This involves making a selection in the GIS Product and performing the Create Other Module Query 
command.  A ‘description’ must be given to enable the Pathway Query to be identified later. Selecting the 
Animal Module and then clicking on OK will present the Animal GIS Filter.  Entering the relevant filter criteria 
and then clicking on OK will create the Pathway Query.   From the Animal Report option, the newly created 
Query can then be selected. 
 
Display on Map, the properties selected from any Animal Select or Summary Form 

 
From the Animal Select Form, select one or many Animal records and take the Map Button to display the 
properties linked to the Animal records on the Map. 
 
Form the Animal Maintenance Form, double clicking on the World icon will take the operator to the Map 
displaying the polygon of the property linked to the Animal record. 
 
From a Pathway generated Application Query, display results on the Map 
Using standard Pathway Query function, an Animal Query selecting (unregistered Animals as an example) 
can be generated and then using the “Display Query on GIS” menu option within the Query menu structure, 
display all records on the Map.  This could then allow a planned doorknock to check existence of animals and 
perhaps raise Infringement tickets. 
 

Infringements 

Infringements GIS Filtering 
The following form will appear when selecting the Infringement module after performing a Display Other 
Module or Create Other Module Query command in the GIS Product: 
 

 
 
The Type will default from any previous selection or from the last Type that the operator accessed within 
Pathway. 
It will only allow selection of Types that the operator is authorised to. 
 
The following is an overview of what can be achieved between the Pathway Infringement module and GIS: 
From Map 

 Access one or many Infringements in Pathway from the GIS. Note: only those records linked to either a 
Property or a Street are available for use in this interface.  Street linked records can only be used where a 
Street Layer has been defined within the Map and the Pathway GIS Parameters. 

 Create a Pathway Infringement Query from GIS polygon selection and using Filters to further define 
criteria.  Query can then be used to produce standard Pathway Infringement Reports and/or Notices. 
From Pathway 

 From the Infringement Summary Form or Select Forms in Pathway display selected polygons on Map 

 Create a Pathway Infringement Query and using the “Display Query on GIS” menu option within Query 
menu structure, display results on the Map. 
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Customer Service 

Customer Service GIS Filtering 
The following form will appear when selecting the Customer Service module after performing a Display Other 
Module or Create Other Module Query command in the GIS Product. 
 

 
 
The following is an overview of what can be achieved between the Pathway Customer Service module and 
GIS: 
From Map 

 Access one or many Customer Service records in Pathway from the GIS.  Note: only those records linked 
to either a Property or a Street are available for use in this interface.  Street linked records can only be used 
where a Street Layer has been defined within the Map and the Pathway GIS Parameters. 

 Create a Pathway Customer Service Query from GIS polygon selection and using Filters to further define 
criteria.  Query can then be used to produce standard Pathway Customer Service Reports. 
From Pathway 

 From the Customer Service Summary Form or Select Forms in Pathway display selected polygons on 
Map 

 Create a Pathway Customer Service Query and using the “Display Query on GIS” menu option within 
Query menu structure, display results on the Map. 
 

Rates Accounting / Water Billing 

Rates GIS Filtering 
The following form will appear when selecting the Rates module after performing a Display Other Module or 
Create Other Module Query command in the GIS Product: 
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Examples 
Display current assessments from a selection on the map 

 
This involves making a selection in the GIS Product and activating the Display Other Module command.  
Pathway will respond by prompting for the module.  Selecting the Rates Module and then clicking on OK will 
present the Rates GIS Filter.  Entering the Application (Rates, Water Billing or Special Rates and Charges) 
and Status then clicking on OK will result in only those Assessments matching the filter criteria and matching 
the selection made on the map, being displayed. 
 
Creating a Pathway Rates Query to use in Bulk Maintenance to add a new Rate Type 

 
This involves making a selection in the GIS Product and performing the Create Other Module Query 
command.  A ‘description’ must be given to enable the Pathway Query to be identified later. Selecting the 
Rates Module and then clicking on OK will present the Rates GIS Filter.  Entering the Application and Status 
(should always be Current in this situation) and then clicking on OK will create the Pathway Query.   From the 
Rates Bulk Maintenance option, use this Query and apply the new Rate Type as per standard processing. 
 
This process could be used for any other bulk maintenance, where the location of the assessment is relevant 
to the maintenance being performed. 
 
Display on Map, the properties selected from any Rates Select or Summary 

 
From a Rates Select Form, one or many Assessment records can be selected and the Map Button taken.  
The Properties linked to the selected Assessment records will be displayed on the Map. 
 
Form the Rates Summary Form, double clicking the World will display the linked Property on the Map. 
 
From a Pathway generated Rates Query, display results on the Map 
Using standard Pathway Query function, a Rates Query with results can be selected, via the “Display Query 
on GIS” menu option within the Query menu structure.  This option will then display the matching GIS record 
to all records in the Query on the Map. 

 

Other Functionality 

It is possible, using the GIS and Query functions, to use one Pathway module Query to generate a Query in 
another Pathway module. 
 
Example 1 

 
Create a Query over Property using Zone or Land Use.  This can be used to display the relevant polygons on 
the Map. 
 
Once records are highlighted in the Map, choose the Other Applications Query icon, enter Description and 
select Rates. 
 
This will then generate a Rates Query using the selected polygons on the Map. 
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This Query can then be used to perform Bulk Maintenance on the relevant Assessments. 
 
Example 2 

 
Alternatively, you may wish to send a letter to the Property Owners, of all Properties where an Assessment 
has a particular Rate Type. 
 
Create a Rates Query, using the relevant Rate Type as the conditioning criteria. 
 
Use the Query to display the relevant polygons on the Map. 
 
Once records are highlighted in the Map, choose the Other Applications Query icon, enter Description and 
select Property and enter required filter criteria. 
 
This will then generate a Property Query using the selected polygons on the Map. 
 
This Query can then be used in Property Miscellaneous Notices to issue a Notice/letter to property owners. 
 
 
 


