Service User Recording
Maintaining File Room Popups
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File Room Popups are fields that have a predetermined list of text items to choose from.  The list is defined in each File Room and can be used for the category lists that are attached to documents (e.g. Worker, Local Classification etc.), or in some popup lists used in Local Data forms.

To Edit your Service’s File Room Popups:

· Navigate to the File Room.

· Click on the Function button ([image: image1.png]


) for the File Room.

· Select Edit File Room Popups from the menu.
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	· Select the Popup list you wish to edit from the File Room popups drop down list.
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Note: The popups used in the Categories dialog box (e.g. Worker, Local Classification etc.) all begin with Att,  Those used on Local Data forms (e.g. Accommodation) all start with FF.

	· Click in the New Values box and type in the new entries(s) you wish to add to the list one per line.
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Note: Do not put a return AFTER the final value on the list you type into the New Values box.

· To remove an entry from the list, untick the tick box to the right of the item.

· Click on the Update button.
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