Creating a QuickFlow

Using a QuickFlow allows you to access one form after another in a sequential order.  You may want to set up a QuickFlow for a task that you do repeatedly.

Define the QuickFlow:
1) Type in GTVQUIK in the “Go to” field on the Banner main menu.  Press tab or enter on the keyboard.
2) Select “Record, Insert” from the menu bar.  A blank line will appear below the line you selected.
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3) In the “Code” field, type in a character code (two up to ten) for your QuickFlow.
4) If the cursor hasn’t moved to the “Description” field, press tab or enter on the keyboard.
5) In the “Description” field, type in the title or description for your QuickFlow.

6) Save by using one of the following methods:
a. Click on the “Save” icon [image: image2.png]


 on the toolbar.
b. Select “File, Save” from the menu bar.
c. Press F10 on the keyboard.
7) If this message below is displayed in the Autohint line at the bottom of the form, then your QuickFlow has been saved and proceed to Step #9.
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8) If this message below is displayed in the Autohint line at the bottom of the form, then your QuickFlow name has already been defined in GTVQUIK.  Rename your QuickFlow by following Steps #2-7.
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9) Exit GTVQUIK by using one of the following methods:
a. Click on the “Exit” icon [image: image5.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)
c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press “Control” + “Q” on the keyboard at the same time.  (This will take you to the previous screen.)
Define the forms to be included in the QuickFlow:
1) Type in GUAQUIK in the “Go to” field on the Banner main menu.  Press tab or enter on the keyboard.
2) Type the code you defined for your QuickFlow.
3) Press tab or enter on the keyboard.  The description of the QuickFlow will appear on the right-hand side.
4) Perform a Next Block by using one of the following methods:
a. Press “Control” + “Page Down” at the same time.

b. Using the mouse, pass the cursor over a field and when it becomes an “I” beam, click.

c. Click on the “Next Block” icon [image: image6.png]


 on the toolbar.

d. Select “Block, Next” on the menu bar.

5) Enter the names of the forms for the QuickFlow in the order in which you want them to be accessed.  (NOTE:  Maximum of 30 forms may be entered).
a. Enter the seven character form name in a blank ‘existing’ field.
b. Press tab or enter on the keyboard.  The description of the form will appear on the right-hand side.
c. Press ↓ (the down arrow key) on the keyboard to advance to the next ‘existing’ field and enter the next form name.
d. Continue Steps a through c until all of the forms are entered.
6) Save by using one of the following methods:
a. Click on the “Save” icon [image: image7.png]


 on the toolbar.
b. Select “File, Save” from the menu bar.
c. Press F10 on the keyboard.
7) Exit GUAQUIK by using one of the following methods:
a. Click on the “Exit” icon [image: image8.png]


 on the toolbar.  (This will take you to the previous screen.)
b. Select “File, Exit” from the menu bar.  (This will take you to the previous screen.)
c. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
d. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
e. Press “Control” + “Q” on the keyboard at the same time.  (This will take you to the previous screen.)
8) If this message below is displayed in the autohint line at the bottom of the form, then your QuickFlow has been saved.
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Using a QuickFlow:
1) Open the QuickFlow form by using one of the following methods:
a. Type in GUAQFLW in the “Go to” field on the Banner main menu.  Press tab or enter on the keyboard.
i. Enter the QuickFlow code in the QuickFlow field.  (NOTE:  If you are unsure of the QuickFlow code, you can click on the search button (down arrow).  The search screen will show you the QuickFlow names and the objects in the QuickFlow.  Double click on the QuickFlow you want to select and the code will be entered in the QuickFlow field.)
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ii. Click on the Start button to begin the QuickFlow.
b. Select “File, QuickFlow” from the menu bar.
i. Enter the QuickFlow code in the QuickFlow field.  (NOTE:  If you are unsure of the QuickFlow code, you can click on the search button (down arrow).  The search screen will show you the QuickFlow names and the objects in the QuickFlow.  Double click on the QuickFlow you want to select and the code will be entered in the QuickFlow field.)
ii. Click on the Start button to begin the QuickFlow.
c. If you see it listed on your Personal Menu, double click on it.

d. Type the name of your QuickFlow in the “Go to” field.  Press tab or enter on the keyboard.
2) The first form will appear.
3) View or enter data on the form.
4) To advance to the next form in your QuickFlow, exit the form by using one of the following methods:
a. Click on the “Exit” icon [image: image11.png]


 on the toolbar.

b. Select “File, Exit” from the menu bar.
c. Select “File, Exit QuickFlow” from the menu bar.  (This will close your QuickFlow.)
d. Select “File, Exit SCT Banner” from the menu bar.  (Banner will close.)
e. Select “File, Return to Menu” from the menu bar.  (This will take you to the menu screen.)
f. Press “Control” + “Q” on the keyboard at the same time.  (This will take you to the previous screen.)
5) The next form in your QuickFlow will appear.
6) Exit that form when finished and the next form will appear.  Exit the form by using one of the following methods:
a. Click on the “Exit” icon [image: image12.png]


 on the toolbar.  
b. Select “File, Exit” from the menu bar.
c. Select “File, Exit SCT Banner” from the menu bar.  (This will close your QuickFlow.)
d. Select “File, Return to Menu” from the menu bar.  (Banner will close.)
e. Press “Control” + “Q” on the keyboard at the same time.  (This will take you to the menu screen.)
7) These steps will continue until the last form is accessed and exited.
8) The QuickFlow box will reappear.  If you are finished with the QuickFlow, click the Cancel button or to run the QuickFlow again, click the Start button. (The Clear button will clear the name of the QuickFlow from the QuickFlow field.)
Other important information about a QuickFlow:
1) To exit a QuickFlow, select “File, Exit QuickFlow” from the menu bar.

2) A QuickFlow form cannot be bypassed.  If you do not need to view a form, exit the form.
3) Banner displays the name of the QuickFlow, number of the form, and the total number of forms in the title bar.
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4) You can use anybody’s QuickFlow, as long as you have access to the forms.
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