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One important feature of Adminware™ is the use of look-up tables to provide user-defined
applicable values for specific fields. An example is providing a list of provincial abbreviations that
can be listed and one selected while entering data in a ‘Province’ field.

These user-defined values are presented to the user via drop-down lists.

There are three types of drop-down lists within this database:

< those that provide a small group of choices that cannot be modified by the user
< those that allow for user-defined values that typically are defined once and never (or

rarely) change or require additions (examples are grade, family type or language)
< those that provide for user-defined data that is regularly be modified or added to

(examples are homestays and agents)

Look-up table values are maintained via the Look-up Tables module.
This is accessible either via the Main Switchboard of the database or
through an icon along the top Toolbar.
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Table The left side of the Look-up Tables screen presents the various tables (i.e. fields) that have user-
defined data. These are selected via a radio button.

The listing is grouped by modules. Click on the table that you would like to view and modify. The
right part of the screen will change to reflect the selection.
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Figure 5
‘House type’ table selected

Add a new value To add a new value to a specific look-up table:

â open the Look-up Tables module.

ã select the table to work with by clicking the radio button.

ä all new values are added at the bottom of the listing, next to the
“asterisk” row.

The new value will be saved automatically when you leave this row and will then be available
in the respective drop-down list in the associated module.

The next time you view the listing for the specific look-up table, the new value will appear in
alphabetical order.
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Figure 7
‘House type’ table selected

Edit an existing
value

To edit a value that already exists in a specific look-up table:

â open the Look-up Tables module.

ã select the table to work with by clicking the radio button.

ä click in the row to modify. The ‘record selector’ black triangle
will appear along the left side. Modify the existing value as
required.

The modified value will be saved automatically when you leave this row. This will be reflected
immediately in the respective drop-down list in the associated module.

Any existing references to the ‘old’ value, no matter how many times it is currently in use, will
automatically be updated to the ‘new’ value. For example, if a country code of “Great Britain”
had been applied to five students and that code was changed via the Look-up Tables module
to “United Kingdom”, all five existing students would have their country automatically updated
to reflect the new value.
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Figure 9
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Delete a value To delete an existing from a specific look-up table:

â open the Look-up Tables module.

ã select the table to work with by clicking the radio button.

ä select the entire row of the value you wish to delete by clicking on
the grey box to the left of the row. This will place the ‘record
selector’ black triangle on that row and highlight the entire row.

Note: simply deleting the existing text one character at a time,
either with the Delete key or the Backspace key, will not delete the entire record.

å press the Delete key to delete the row.

One of two things will happen:

< You cannot delete a value if it is currently ‘assigned’ at least once throughout the
database. You will receive the following message if you attempt a value already in
use:

[The respective table may be different, depending on the value you have tried to delete.]

Before you can delete this value you must first find each occurrence of it
throughout the database (by running reports using this specific criteria) and delete
each reference.

< If the value you wish to delete has not been used throughout the database you will
be prompted to confirm the deletion:

Select Yes to confirm the deletion.
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Figure 13
System defaults

Defaults There are two special Look-up Tables that have several values that will require minor “tweaking”
as the years go by:

< System defaults
< User defaults

System defaults
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Figure 14
User defaults

User defaults


