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ScreenCam Script Outline:  INBOX VIEWS

Objective and audience
This movie shows how to personalize your inbox by creating and saving “Views” for different purposes.  

This is for CPOC personnelists and others who have active inboxes in DCPDS and want to be able to re-sort or filter these to show different types of actions.

It covers:

· How to duplicate one of the standard views to create your own view.

· How to enter filtering criteria in a view.

Prerequisites:  Oi Overview ScreenCam, Oi Inbox ScreenCam.

Setup
Setup requirements:

· A modern DCPDS account (CIVDOD Personnelist).

· Several actions in your inbox.

· No personalized views set up.

Begin recording with the inbox open. 

SCRIPT

Duplicating a View

Action
Script

(intro)
In this movie we’re going to take a look at how to personalize your inbox by creating different views.  If you work in a CPOC and you have lots of actions in your inbox, you may want to filter them in different ways so you only see certain types of actions at once.  For instance, if you are a member of a groupbox, you might want to set up two views – one with your “personal” actions, and one with only your groupbox actions.  Or you might want to just display a certain type of action (recruit/fill or awards, for examples), or just display actions from a particular activity.  You might also want to sort your inbox differently, or show different columns.  You can create different views to do this, and save them so you can use them over and over.

Point to Worklist title.  Point to Open Notifications view.
We’re starting at the worklist (or inbox) screen.  

Click on View button to show other views. 
By default, you will show Open Notifications when you first start using Oi.  There are 5 standard views available.  Of these, the “Open Notifications” and “All Notifications” are probably going to be the most commonly used (you use “All Notifications” to look at closed actions).

Click the <Personalize> button.
To create your own personal view, click the <Personalize> button.  What I’m going to do is create two personalized views, one that shows my actions, and one that shows groupbox actions (if I were a member of a groupbox).

Point to <Create View> button.
This displays the list of the five standard views.  From here you can create a totally new view from scratch, but I’d recommend copying one of the existing views and modifying it – it’s a little bit easier.  

Select the Open Notifications view.  Point to <Update> and <Delete> buttons.  Click <Duplicate>.
I’m going to use the Open Notifications view as my starting point, so I select that view, and click the <Duplicate> button.  You can also update (or modify) a view or delete a view.  However, you cannot use these two buttons on the five standard views – they can only be used on personal views that you created.  If you want to make changes to one of these standard views, you make the changes on a copy and save the copy. 

Point to “Duplicate View” title, and the “General Properties” title.
Now we’re at the duplicate view screen.  The first section we will complete is the “general properties” area.

Click in the “View Name” block and type “My Actions”.
The first thing I’ll do is give my view a new name – in this case, I’ll call it “my actions,” since it will contain only RPAs that are sent directly to my personal inbox.

Click on down arrow next to number of rows displayed (don’t change it).
I can change the number of rows (RPAs) that are shown per screen if I want, anywhere from 5 up.  I’m not going to change this.  If you have more actions than will show on one screen, your inbox will have navigation buttons active to allow you to move from screen to screen.

Click “Set as Default.”
I can also choose to make this my default view – that is, the view that will display automatically when I open my inbox.  I am going to do that with this view – whatever view is the last one identified as the default will be the default.  

Type “Actions sent to my personal account” in the Description block.
The description block is optional.

Point to “column properties” title.
Now we’re moving into the “Column Properties” section where we identify what columns we want, in what order, and how we want the information sorted.

Point to “Columns Displayed” and “Columns Available”, then to the <Add> and <Remove> buttons.
The right hand block shows what columns are currently shown in the inbox when we view it. 

Select the “To” column and click <Add>. 
The left block shows the other columns that you can add to the view.  For instance, if I wanted to add the “To” column, I would do that here.  I wouldn’t normally add the “To” column since I am going to set up a filter so that all the actions in this view will be actions sent to me, but will include it here so we can see that the filter that I am going to set up is working.  

Click on “Due” column, and click the <Remove> button.
You can also remove unwanted columns—I don’t want the “Due” column, which I don’t use.

Select “To” column, move to the top of the list.
And I can change the order of the columns as they appear from left to right on my screen – perhaps I’d want the “To” column first.

Point to “Sort Settings” title.
To change the sort order of the items, we move down to the Sort Settings area.

Point to Sent date, click on down arrow, then click on down arrow by “Descending.”
This is already set up with the sort order used by the view we are copying, with Sent Date being the first sort, in descending order (high to low, or newest to oldest).  I’m content with the way this is sorted so I’m not going to make any changes.

Point to “Search Criteria” title.
Finally, I want to add search criteria to filter my view to show only actions sent to my personal inbox, that is, the final view won’t show any actions that are sent to the groupbox to which I belong.

Point to Status is Open line.
This shows me the search criteria that is used in the view that I’m copying – in this case, open actions, so the status is “Open.”  I want to keep that, but I want to add another criteria.

Click the down arrow on the next criteria line and select “To”.
To do this, I need to specify what column I want to base my criteria on, so I click on the down arrow on the next line and select the column that I want to use – in this case, the “To” column (because I am going to filter to show just those actions sent to me).

Click <Add>.
Then I click the <Add> button.

Scroll down to the select criteria.  Point to the “To” column which has been added.  
The screen redisplays.  Now the column has been added to the selection criteria area.

Click the down arrow next to “To” and select “Contains”.
I will specify that I want it to “contain” part of my name.  The other choices could be used depending on what you’re trying to do.

Click in next block, type “vcuq”.
Then I enter part of my name (these are scrambled names).  

Click the <apply> button.
Finally, I click the <apply> button which saves this new view.

Point to “my actions” and to the default = yes column.
Back on the list of views, there’s my new view, and notice that it is marked as the default.  

Click on “My Actions” view click <Duplicate>.
Now I want to set up another view for just my groupbox actions (I’m part of a groupbox called ARMY TESTERS).  I’m going to duplicate the new view I just created.

Change view name to “Groupbox Actions”.
First I’ll rename the view to indicate that it’s for my groupbox actions.

Change the description (change Personal to Groupbox).
Then I’ll change the description.

Un-check the “Set as default” box.
Then I’ll remove the check mark from the “set as default” box.

Scroll to bottom of screen.  Enter “ARMY TESTERS” in the “To” box.
The only other thing I need to change is the filter criteria at the bottom of the screen.  I need to change this from my name to the groupbox name.

Click <Apply>.
Then I click the <Apply> button to save this view.  This takes me back to the list of views.

Point to the new views, 
Notice that my two new views are now on the list, and the “My Actions” view is set as my default.

Point to default column “No” by “My Actions.”
However, I seem to have lost my “default view” for My Actions.  I’m going to try to put that back.

Select “My Actions”, click <Update>.
I’ll click the update button.  I’m not sure why it disappeared, but let’s see if I can get it back.

Click the “set as default” box, scroll down and <Apply>.
I’ll re-check the “set as default” button, and then “Apply” this to save this updated view.

Point to “Default View Yes” for My Actions.
That seems to have worked.  

Click <Return to Worklist>.
When I’m done personalizing, I click the Return to Worklist link.  Whenever you are working in your inbox, always use the <return to worklist> link rather than closing your inbox.  Since it is in a different window, you can leave it open while you do other work in DCPDS. 

Point to “Worklist” task button at the bottom of the screen.
You can always get back to your inbox using the “Worklist” button at the bottom of the screen.  The task button with the cup of coffee is the task button that will bring you back to the navigator menu.

Point to list of views, showing My Actions.
Back at the inbox, you can see that My Actions is now my default view.

Click on Views, select “Groupbox actions”.
Let’s check the “groupbox” view and make sure it’s working correctly.

Scroll through groupbox actions.
It appears to be OK.

That’s basically how you do it.  If you want to filter your inbox based on types of actions, you’d change the Query Criteria to look for “Recruit/Fill” (or whatever type of action) in the “Subject” field.

Thanks for watching!
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