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Preface

The Agile Product Lifecycle Management for Process Getting Started Guide gives a 
high-level view of the Oracle Agile Product Lifecycle Management (PLM) for Process 
solution. The preface includes these topics:

■ Audience

■ Variability of Installations

■ Documentation Accessibility

■ Related Documents

■ Conventions

Audience
This guide is intended for end users who are responsible for creating and managing 
information in Agile Product Lifecycle Management for Process. Information about 
administering the system resides in the Agile Product Lifecycle Management for Process 
Administrator User Guide.

Variability of Installations
Descriptions and illustrations of the Agile PLM for Process user interface included in 
this manual may not match your installation. The user interface of Agile PLM for 
Process applications and the features included can vary greatly depending on such 
variables as:

■ Which applications your organization has purchased and installed

■ Configuration settings that may turn features off or on

■ Customization specific to your organization

■ Security settings as they apply to the system and your user account

Documentation Accessibility
Our goal is to make Oracle products, services, and supporting documentation 
accessible to all users, including users that are disabled. To that end, our 
documentation includes features that make information available to users of assistive 
technology. This documentation is available in HTML format, and contains markup to 
facilitate access by the disabled community. Accessibility standards will continue to 
evolve over time, and Oracle is actively engaged with other market-leading 
technology vendors to address technical obstacles so that our documentation can be 
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accessible to all of our customers. For more information, visit the Oracle Accessibility 
Program Web site at http://www.oracle.com/accessibility/.

Accessibility of Code Examples in Documentation
Screen readers may not always correctly read the code examples in this document. The 
conventions for writing code require that closing braces should appear on an 
otherwise empty line; however, some screen readers may not always read a line of text 
that consists solely of a bracket or brace.

Accessibility of Links to External Web Sites in Documentation
This documentation may contain links to Web sites of other companies or 
organizations that Oracle does not own or control. Oracle neither evaluates nor makes 
any representations regarding the accessibility of these Web sites.

TTY Access to Oracle Support Services
To reach AT&T Customer Assistants, dial 711 or 1.800.855.2880. An AT&T Customer 
Assistant will relay information between the customer and Oracle Support Services at 
1.800.223.1711. Complete instructions for using the AT&T relay services are available at 
http://www.consumer.att.com/relay/tty/standard2.html. After the 
AT&T Customer Assistant contacts Oracle Support Services, an Oracle Support 
Services engineer will handle technical issues and provide customer support according 
to the Oracle service request process.

Related Documents
For more information, see the following documents in the Agile PLM for Process 
Release 6.1.1 documentation set:

■ Agile Product Lifecycle Management for Process Administrator User Guide

■ Agile Product Lifecycle Management for Process Global Specification Management User 
Guide

■ Agile Product Lifecycle Management for Process Release Notes. Up-to-date Release 
Notes and other documentation are posted on Oracle Technology Network (OTN) 
at this location:

http://www.oracle.com/technetwork/documentation/agile-085940.html#plmpro
cess

Conventions
The following text conventions are used in this document:

Convention Meaning

boldface Boldface type indicates graphical user interface elements associated 
with an action, or terms defined in text or the glossary.

italic Italic type indicates book titles, emphasis, or placeholder variables for 
which you supply particular values.

monospace Monospace type indicates commands within a paragraph, URLs, code 
in examples, text that appears on the screen, or text that you enter.

http://www.oracle.com/technology/documentation
http://www.oracle.com/technology/documentation
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1Introducing Agile Product Lifecycle
Management for Process

This chapter provides an overview of the Agile Product Lifecycle Management for 
Process software. It includes the following topics:

■ Solution Overview

■ Agile Product Lifecycle Management for Process Applications

Solution Overview
The Agile Product Lifecycle Management (PLM) for Process solution is a fully 
integrated and comprehensive suite of software and services for collaborative product 
lifecycle management.

The solution is broken into several solution areas (which can be purchased and 
implemented separately). The top-level breakdown is as follows:

1. Product Data Management

2. Formulation and Compliance

3. Product Supplier Collaboration

4. New Product Introduction and Development

5. Product Quality Management

Agile Product Lifecycle Management for Process Applications
The Agile PLM for Process solution offers a number of applications, which each 
customer can enable or disable. The set of applications licensed and installed in your 
environment is unique to the needs of your organization and may not utilize all of the 
applications listed below. As of this release, the Agile PLM for Process solution 
consists of the following applications, shown in Table 1–1.

Table 1–1 Agile Product Lifecycle Management for Process applications

Application Description

Product Data Management Applications

Global Specification Management 
(GSM)

Captures the entire product genealogy from materials 
and packaging to finished products, in multiple 
languages and cultures. 

Supply Chain Relationship 
Management (SCRM)

Enables technical, quality, and sourcing approval 
management of suppliers, companies, and facilities.
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Reporting (RPT) Provides reporting capabilities on products and 
suppliers, based on user-defined criteria and reporting 
templates.

Content Synchronization and 
Syndication (CSS) 

Enables data synchronization to other internal systems 
and external trading partners and data pools.

Document Reference Library (DRL) Provides a central location for storing, cataloging, and 
publishing documents used in the solution. These 
documents can be exposed to internal users or external 
users via the Supplier Portal.

Formulation and Compliance Applications

Computer Aided Compliance 
Screening (CACS)

Provides the ability to analyze and screen products 
through rules and regulations to ensure their 
compliance with customer, market, and regulatory 
constraints. 

Product Quality Scorecard (PQS) Allows management of samples and scorecards to 
ensure that raw materials and finished goods are 
conforming to specification.

Nutrition Surveillance Management 
(NSM)

Enables users to capture and manage nutrition 
surveillance results and compare results to nutrition 
data at the specification level. 

Listed Ordering Provides the ability to create complex statements for 
formulation outputs.

Formula Optimization Allows users to run the linear optimization engine to 
find the optimal output formulation based on 
user-defined objectives and constraints.

Label Claims Determination Provides the ability to interrogate a specification for 
claims applicability based on a centralized rule base.

Product Supplier Collaboration Applications

eQuestionnaire (eQ) Provides users with a tool to obtain specification data 
from suppliers and manage their disposition in GSM. 

Supplier Portal (SP) Enables suppliers to participate in the process of 
managing product and vendor data.

New Product Introduction and Development Applications

New Product Development (NPD) Enables cross-functional, cross-location management of 
new product and packaging development projects from 
ideation to post-launch.

Product Quality Management Applications

Product Quality Management 
(PQM)

Enables customers to manage customer complaints, 
corrective actions, and audits.

Table 1–1 Agile Product Lifecycle Management for Process applications

Application Description
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2Understanding the User Interface

This chapter describes the user interface for Agile Product Lifecycle Management 
(PLM) for Process. Topics include:

■ Resizing the Screen

■ Navigating the Page

■ Working with Dialog Boxes

■ Accessing an Application

■ Working with a Page

When you first log in, the Agile PLM for Process application displays in an Internet 
Explorer screen. The following Internet Explorer actions are unsupported:

■ Using multiple tabs and/or windows as part of the same session.

■ Using the browser’s back button for navigation. Always use in-application 
navigation.

■ Using the browser’s Close icon ( ) for closing application dialog boxes. Always 
use the application Done or Cancel button to properly close a dialog box.

■ Using the browser’s print function.

Resizing the Screen
You can view the application in full screen mode by pressing the F11 key. Depending 
on your settings, this action hides the toolbars and options at the top of the screen, 
while keeping the standard buttons displayed. Press F11 again to restore the screen to 
the original size. 

Navigating the Page
The basic page consists of many elements, as Figure 2–1 shows. Use the left navigation 
panel to help you navigate within and across applications. Use the top menu bar to 
return to the home page, access applications and view or manage your user profile 
and preferences. Use the scroll bar or scroll arrows to scroll the page. Clicking your 
company logo displays the Home page.
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Figure 2–1 Home page 

Refer to Chapter 4, "Defining Your Profile and Preferences" for more information on 
managing your profile and preferences. 

Suite Header
Figure 2–2 shows the application suite header. The dark blue title bar contains:

■ Brand name

■ Active object name (in this example, spice oil specification) preceded by the most 
recently used menu, which is described in more detail in "Most Recently Used 
Menu" on page 2-15

■ Login name

The action bar (in lighter blue) contains:

■ Action menu, described in more detail in "Using the Action Menu" on page 2-8

■ Action icons, described in more detail in "Action Icons, Tabs, and Sections" on 
page 2-12

■ Home menu

■ Applications menu, as shown in Figure 2–9

■ Profile and Preferences menu, described in more detail in Chapter 4, "Defining 
Your Profile and Preferences"

Vertical scroll bar

Scroll arrow

Left navigation 
panel

Top menu bar

Suite Header
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Figure 2–2 Application suite header

Header within an Object
Within an application, when you are working with a business object, such as a 
specification or company, the object header contains the following, as shown in 
Figure 2–3:

■ Icon representing the object, if applicable

■ Object name and number (if applicable). Depending on your configuration, GSM,  
SCRM, and PQM display the object's cross reference equivalent. 

■ Object subtype, if applicable. In the example below, "Material Specification" is the 
subtype.

■ Status of object, if applicable. In the example below, "Draft" is the status. If an 
object is in a red state this status will display in red text.

Figure 2–3 Object header

Working with Dialog Boxes
Dialog boxes, as shown in Figure 2–4 through Figure 2–7, are commonly used 
throughout Agile PLM for Process applications. Dialog boxes appear when the user 
takes action, such as selecting a link, clicking a button, or clicking an icon from a main 
page. Dialog boxes contain action buttons and other options through which users can 
carry out a particular command or task. 

To navigate to selections alphabetically, click on the corresponding letter in the 
leftmost column.

Note: The header displays the cross reference that is found using the 
user’s preferred cross reference system. On a SCRM 
specification-related sourcing approval, the related specification’s 
cross reference equivalent is displayed.

Suite Header
Action Bar
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Figure 2–4 Single select dialog box

Be sure to use the action buttons, such as Done or Cancel, when you have completed 
your actions in a dialog box. If you click the System Window Close icon ( ) instead 
of the action buttons within the dialog box, unexpected results may occur. See the 
"Action Icons, Tabs, and Sections" on page 2-12 for more information on action 
buttons. 

Figure 2–5 shows a multi-select dialog box. To make a selection, click a row in the left 
column, then click the add selected data icon ( ) to move your selection to the 
right column. You can make multiple selections from the left column by holding the 
Ctrl key as you select rows. 
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Figure 2–5 Multi-select dialog box

Depending on the list, some dialog boxes contain a Show choices for dropdown list, 
enabling you to further narrow displayed data. 

Figure 2–6 Show choices for dropdown on multi select dialog box

As Figure 2–7 shows, a field is displayed prompting you to enter a search filter to 
narrow results. This option displays when the list you are requesting exceeds the 
maximum number of results. The maximum number of results depends on your 
configuration.
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Figure 2–7 Field to filter search results
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Accessing an Application
From the portal Home page, you can access an application and its features using the 
left navigation panel or the Applications choice on the top menu bar. The left 
navigation panel, shown in Figure 2–8, is only available from the main portal page. 

Figure 2–8 Main portal page, left navigation panel, GSM application, submenu options 

Figure 2–9 shows the Applications menu. 

Figure 2–9 Top menu bar, Applications menu
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Hiding Portal Navigation
From the portal Home page, you can hide the left navigation panel by clicking the hide 
navigation panel icon ( ), shown in Figure 2–10. Click it again to show the 
navigation panel. 

Figure 2–10 Hide navigation panel icon

Using the Action Menu
You will find the action menu within each application. To access the menu, click on the 
action menu arrow ( ) shown in Figure 2–11. This icon is located below the suite 
header. A menu appears with all of the action and navigation options for that 
application. Some options contain submenus, represented by the expand icon ( ). 
Figure 2–12 shows an example of a submenu in GSM. 

Figure 2–11 Action menu, GSM

Click to collapse the left 
navigation panel
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Figure 2–12 GSM submenu

Common Actions  

New—Creates a new specification or object. In GSM, SCRM, and PQM, you can create 
a new object from blank or from template, as Figure 2–13 shows.

Figure 2–13 GSM New submenu, formulation specification, Blank and From Template 
options

Open—Opens a specification or object. 

New Template—For GSM, SCRM, or PQM, creates a new template.

Open Template—For GSM, SCRM, or PQM, opens a template.

Edit—Opens the specification or object for edit.

Save—Saves a specification or object.
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Save and Close—Saves and closes a specification or object. 

Cancel—Cancels changes to the specification or object made since the last save.

Action Items—Displays action items for the application.

When you select Edit from the action menu or click the edit action icon ( ), the 
page redisplays in edit mode. Note that the action icons change, and additional 
buttons and icons may display on the page. Use these additional buttons to perform 
tasks in the appropriate section. 

Figure 2–14 shows the Related Specs tab of a material specification in edit mode. Note 
that the Edit action icon has been replaced by the Save and Save & Close action icons. 
Within the page, the Add New button displays below tables, indicating that you can 
add information. For more information on modifying data in a table, see "Tables" on 
page 2-18. 

Figure 2–14 Page in edit mode

Some buttons within a page display submenus, as Figure 2–15 shows. Those buttons 
contain an arrow ( ) to the left of the button name. When you click on this button, a 
panel appears, as Figure 2–17 shows. You can then select an action. 



Accessing an Application

Understanding the User Interface 2-11

Figure 2–15 Submenu on button
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Working with a Page
When you select Open > [Object Type], often the first page you see is a basic search 
page. Refer to "Understanding the Search Page" on page 3-1 for more information on 
performing searches. 

Once you have selected an item to work with, such as a trade specification in the 
Global Specification Management (GSM) application, the page consists of several 
elements that are common across all applications, as Figure 2–16 shows.

Figure 2–16 Page functions

Action Icons, Tabs, and Sections
■ Action Icons — Use the icons to the right of the action menu to take quick actions 

that affect the entire page, such as save, edit, and create new. The icons that are 
displayed vary based on such things as your assigned role and permissions and 
the current state of the item. Each action represented by an icon is also listed as a 
choice in the action menu. 

Some action icons display panels. When you click on this button, a panel will 
appear, as Figure 2–17 shows.

Tabs

Action icons that take 
action on the entire page

Section
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Figure 2–17 Formulation Settings action button 

■ Tabs — The tabs represent logical groupings of data for the item you are working 
with. Click a tab to work with data on that page. The tabs that are displayed vary 
based on such things as your company’s installed applications and the current 
state of the item that you are working with. Inline tabs have been introduced with 
formulation specifications. 

■ Subtabs — Some GSM specifications contain tabs within a page. These tabs divide 
the page content into more usable sections, as Figure 2–18 shows.

Figure 2–18 Formulation specification, subtabs

■ Sections — Each page consists of sections, which group related information. 
Figure 2–19 shows two sections on a page. To collapse a section, click the icon ( ) 
or anywhere else in the section header. Click it again to display the section. When 
you collapse a section, it’s state will be remembered even when you log out and 
log back into the system. Some sections are not collapsible; when they are not 
collapsible, you will see a disabled expanded section icon ( ).
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Figure 2–19 Sections within a page

System-Generated Messages
System generated messages appear either at the top of the page, as Figure 2–20 shows, 
or at the top of a section. Messages are defined as follows:

■ Errors — Corrections must be made before the user can save the data entered.

■ Warnings, Informations, and Notifications — Messages that may be important to 
the user.

Note: Because of the type of data displayed, there are some locations 
that do not remember the collapsed state of a section when you log 
out but will remember the collapsed state within your session; for 
example, WFA process templates.
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Figure 2–20 System-generated messages

Most Recently Used Menu
Click the most recently used menu icon ( ), displayed in the suite header, to view a 
list of recently viewed objects, such as specifications, questionnaires, or companies, as 
Figure 2–21 shows. You can click any item in the list to return to it. The most recently 
used menu is available in most applications. This menu shows the most recently 
viewed items within that application. For example, when in GSM you see most 
recently viewed specifications. When in NPD you see most recently viewed projects, 
activities etc.

You can also access your most recently viewed items from search screens, as shown in 
Figure 3–1. 

Figure 2–21 Most recently used menu, GSM
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Grids
Many sections in GSM and SCRM contain grids, as Figure 2–22 shows. These grids 
include rows which allow for enhanced grouping of data. You can add and delete rows 
as you work with the data, and edit the content of rows by clicking in cells. 

Figure 2–22 Grid, trade specification

Adding and Deleting Rows
As Figure 2–22 shows, when a grid is in edit mode, you can add rows by clicking Add 
New. To delete a row, click the delete icon ( ). Agile PLM for Process displays a 
confirmation message. Click OK to confirm the deletion, or click Cancel to cancel the 
deletion. 

Using the Sort Order Column
For sortable grids, the first column is the sort order column. The sort order column 
displays a sequence number for each row. This indicates the order the grid will display 
in for first views and printing. The sort order column does not print. 

Resizing Columns
You can resize most columns except the sort order column and icon columns. To resize 
a column, hover near the right border of a header, as Figure 2–23 shows. The cursor 
changes to a drag cursor. Click and drag to resize the column. See Figure 2–24 for an 
example. Content in the column wraps when possible. 

If you resize a column, the width you chose remains until you log out. The chosen 
column width appears on every like grid in the application. For example, if you resize 
the Supporting Documents Document column on a material specification, then go to a 
packaging specification, the column remains the same size. 

Figure 2–23 Grid, default width

Sort order column
Column header

Hover here until your 
mouse changes to a drag 
cursor, then drag the 
column to resize
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Figure 2–24 Grid, resized column

Sorting Columns
Most columns in grids are sortable. To sort, click on the header. The header changes 
colors indicating the grid is sorted by that column. An arrow icon ( ) appears in the 
right side of the header, as Figure 2–25 shows. It displays a down arrow indicating 
descending order, and an up arrow indicating ascending order. The sort order will 
remain on every like grid within the application until you log out.

To return to the original grid order, click on the sort order header. 

Figure 2–25 Column, sorted in ascending order 

Figure 2–26 Column, sorted in descending order

The print function does not respect column sorting. 

Editing Cells
Many cells in grids are editable. You can  edit cells in grids using the following 
techniques:

■ Mouse—Click on an editable field, and the cell displays in edit mode. Enter text or 
make selections. When you click on another cell or outside the grid, your edits are 
accepted and the cell becomes read-only. 
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■ Keyboard—Once you are in an editable cell you can use the Tab key to move to 
the next editable cell. Depending on the type of cell you are editing you can also 
use the up/down/right/left arrow keys to navigate the grid as well as the Enter 
key to take a cell into or out of edit mode. 

Remember to save your edits before moving to another specification or object. If you 
click on a link to another object, such as a specification, while in edit mode, the 
following message is displayed:

Figure 2–27 Navigation message

Linking to Other Objects
When a grid is in read mode, any row containing single links to other objects are fully 
linked. This means that when you hover in the row, the row is highlighted and you 
can click anywhere in the row to navigate to that link. If a row contains multiple links, 
you must click the link directly to navigate to that link.

Tables
Tables group related data and are used on some pages in the Agile PLM for Process 
suite. Tables in all other applications besides GSM and SCRM and custom data are 
only editable by putting rows or columns into edit mode by selecting the edit icon 
( ). You can modify the tables by editing existing rows or adding new rows. 

Users can edit most table rows using the edit icon, as described below. 

To edit a table row:

1. Click Edit. The page redisplays in edit mode. 

Figure 2–28 GSM material specification, Ext Data tab in edit mode

2. Click the edit icon ( ) in the row that you want to modify. Additional icons 
indicate that the row is in edit mode, as Figure 2–29 shows.
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Figure 2–29 GSM material specification, Ext Data tab in edit mode row in edit mode

Table 2–1 defines icons that are commonly used in tables:

3. Enter data in the appropriate fields and click the apply changes icon ( ) to save 
changes, or use the other icons listed above to make modifications. 

4. Click Save.

To add a table row:

1. If needed, click Edit to place the page in edit mode.

2. Click Add New. A pop-up window, dialog box, or search page displays. 

3. Make a selection, and then click Done. (In some cases, you are not required to 
select Done.) 

4. If needed, provide additional information in the fields on the row. 

5. Click the apply changes icon ( ) to save the row.

6. Click Save.

On some tables, you can also edit columns by clicking the edit icon ( ) displayed in 
the column heading, as Figure 2–30 shows. Agile PLM for Process displays each field 
in the column in editable mode. 

Table 2–1 Common icons

Icon and Name Description

( ) Apply changes icon
Applies the changes that you have made. 

( ) Undo icon
Cancels the changes that you have made.

( ) Add data icon Displays a pop-up window, dialog box, or search page, which 
you can use to make a selection. Your selection populates the 
associated fields. 

 ( ) Delete icon Deletes the entire row.
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Figure 2–30 Edit icon in column heading and at table level

On other tables, as in the one above, you can edit the entire table at once by clicking 
the edit icon ( ) displayed in the upper left corner of the table. The page refreshes 
and all fields in the table display in editable mode. Use this feature to quickly modify 
several fields in a table. 

Fields
There are several types of editable fields throughout the application suite:

■ Date—For date fields you can type in a date value using the format 
MM/DD/YYYY. Alternatively, you can enter a date by clicking the calendar icon 
( ), as shown in Figure 2–31. 

Figure 2–31 Date popup window

Dates entered incorrectly or in an invalid format will display in red. 
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■ Single Select—You can type a value directly into single select fields, which are 
fields where one selection is allowed. As you type, the field finds the closest match 
and displays a selection list below, as Figure 2–32 shows. Click the desired value to 
populate the field. Alternatively, you can click the search icon ( ) to display the 
dialog box used to make a selection. 

Figure 2–32 Single select field

As shown in Figure 2–33, the item selected displays below the field. You can delete 
the item by clicking the delete icon ( ) next to the item, by highlighting the item 
and pressing Delete, or by using the search icon to display the dialog box and 
delete the selection. 

Figure 2–33 Selected item

■ Multi-Select—Multi-select fields function the same way as single-select fields, 
except you can selected multiple items. Figure 2–34 shows a multi-select field. 
When deleting multiple items, you can click the delete icon ( ), or use the search 
icon to display the dialog box and delete the selections. When using your 
keyboard, you can highlight multiple items using the Ctrl key and clicking each 
item, then press the Delete key.

Figure 2–34 Multi-select field, items selected using Shift key

■ Free Text—The user can enter any free text value into this field. Some free text 
fields are translatable, shown by the set alternate language text icon ( ) shown to 
the right of the field. If the field is translatable the values entered into this field by 
the user will be stored in the user’s language. Additional values can be assigned to 
other languages by using the alternate language text icon.
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Figure 2–35 Translatable free text field

■ Numeric—Users can only enter numbers in the numeric field. Some of these fields 
contain Unit of Measure drop-down selections.   

Figure 2–36 Numeric field, Shelf Life field, trade specification

■ Search Fields (multi and single select)—These fields are populated by the user 
using a specification or object search tool. The user can not directly type into this 
field.

Figure 2–37 Search field, Facility field on a sourcing approval in SCRM

 

Hierarchy Fields (multi and single select)—These fields are populated by the user 
using the hierarchy selection tool. The user can not directly type into this field. 

Figure 2–38 Single select hierarchy field, trade specification, category field
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Figure 2–39 Category dialog box



Working with a Page

2-24 Agile Product Lifecycle Management for Process Getting Started Guide

Keystroke Shortcuts
In any of the drop-down lists throughout the application, you can use keystrokes to 
speed up a search instead of using your mouse to make a selection. Click in or tab to 
the drop-down list, then type the first letter of the item that you would like to use. 

For example, the menu item specification search page shows "Spec Name" as the 
default search criteria in the key field. If you would like to search by "Spec #", click the 
field, then press the S key two times to get to that option, as Figure 2–40 shows. You 
can then press the Tab key to move to the next field. You can also use the arrow keys to 
scroll through options in drop-down lists.

Figure 2–40 Spec # selected using keystroke shortcut
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3Finding Data

This chapter provides explains techniques for finding data in Agile Product Lifecycle 
Management (PLM) for Process. It includes the following topics:

■ Understanding the Search Page

■ Searching Custom Data

■ Searching Breakdown Items

■ Saving Search Criteria

■ Exporting Search Results

■ Running the Previous Search from the Search Page

■ Running the Previous Search from a Data Object

■ Understanding the Category Tab

Understanding the Search Page
There are two basic ways of locating information in Agile PLM for Process: 

■ Searching

■ Browsing by category

This section explores the first method. For guidance on using the browsing method, 
see "Understanding the Category Tab" on page 3-17.

The initial screen in most applications of Agile PLM for Process consists of a search 
page. The search page, featuring the Entity Query Tool (EQT), has a basic structure but 
can vary greatly based on application or other factors. See Figure 3–1 for an illustration 
of the basic search page.

Note: Search results depend on visibility and security settings. For 
more information on visibility, refer to Chapter 6, "Using WFA to 
Manage GSM Workflows” of the Agile Product Lifecycle Management for 
Process Administrator User Guide. For information on security settings, 
refer to the Agile Product Lifecycle Management for Process Security 
Configuration Guide.
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Figure 3–1 The basic GSM search page

The search page resides on the Search tab, one of two tabs on most initial screens, the 
other being Category (see "Understanding the Category Tab" on page 3-17). To find a 
specification using the search page, set search criteria using a combination of three 
basic fields in the Search Criteria section. As shown in Figure 3–1 and defined in 
Table 3–1, these fields are:

■ Key field

■ Operator

■ Search term

The main search page includes the following buttons, as shown in Figure 3–1 above:

■ Reset — Clears all search criteria fields and results.

■ Search — Displays your search results in the Search Results section.

Additional options on the search page are defined below:

■ Load — Loads a saved search and allows you to run your last search. Figure 3–2 
shows these options. For more information on running a saved search, see "To 
retrieve a saved search:" on page 3-13. 

Figure 3–2 Load menu

■ Save — Saves search criteria in a reusable library. Use this option if you use certain 
search criteria often (see "Saving Search Criteria" on page 3-13).

■ Recent Items — Displays a listing of recent search results in the Search Results 
section.

Key field

Operator

Search term

Most recently viewed list
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Search Field Definitions
Table 3–1 contains descriptions of search fields that appear on the main search page. In 
most search pages, the first two search criteria fields contain a default value. In the 
case of a trade specification, "Spec Name" (as shown in Figure 3–1) is the default value. 

More Criteria and Less Criteria
The more criteria icon ( ) displays to the right of the search term field. When clicked, 
more criteria creates another row of the main three search fields. You can use 
additional rows to enter additional search parameters. For example, you can search for 
all specification names that contain "Milk" that are in the "Approved" status.

This less criteria icon ( ) appears when additional search rows are added using the 
more criteria link. 

Additional Search Criteria Link
In addition to the basic entry fields on the search page — key field list, operator, and 
search term — the Additional Search Criteria action link may appear, as shown in 
Figure 3–3. Like other linked fields, action links perform an action. 

Figure 3–3 Additional Search Criteria link on the main search page

The Additional Search Criteria link opens the additional attributes dialog box, 
allowing you to search for three types of additional data:

1. Custom data—Search for custom data using three sections: Extended Attributes, 
Custom Sections (Quick), and Custom Sections (Advanced). 

2. Breakdown items—The dialog box includes the Breakdown Items section for 
trade, product, and material specifications. 

Table 3–1 Fields on the main search page

Field Description

Key field list Select from a list of fields to search in. This list varies based on 
the application menu search option that you chose. 

Operator Select from a list of operators based on the criteria that you 
chose in the key field list. A few examples include Equals, Not 
Equals, Contains, and Starts With.

Search term The actual word or words that you are looking for. If this field is 
preceded by an add data icon ( ), click it to view a dialog box 
with available choices. You can also enter a percent sign (%) to 
perform a wildcard search on a single character. 

Results per page Sets the number of search results to display at one time. This 
value can be adjusted using Profile and Preferences, as explained 
in "Results Per Page Section" on page 4-4.
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3. Formulation inputs—The dialog box includes the Formulation Inputs section for 
formulation specifications. 

Figure 3–4 The additional attributes dialog box

Searching Custom Data

Extended Attributes
Extended attributes are data attributes that your organization has defined. They are 
one method of extending the functionality of the application. You can build these 
attributes to meet specific needs. 

To search for extended attribute values:

1. In the Extended Attributes section, click Add New. A multiple-select popup 
window appears.

2. Select the extended attribute you want to search for, then click Done. Your 
selections display in the Extended Attributes table.

3. Click the edit icon ( ), shown in Figure 3–5, to display the row in edit mode and 
further define the attribute you added. The target fields vary based on the 
extended attribute selected.

This section appears only for specification 
types that include breakdowns
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Figure 3–5 Defining the attribute

4. Click the apply changes icon ( ). 

5. Click Done. The extended attribute is added to the search page. 

You can add multiple extended attributes as search criteria.

Custom Sections
Custom sections are configurable sets of extended attributes. Two types of searches are 
available: 

■ Quick—Search by extended attribute name. This search returns all specifications 
that contain that extended attribute criteria inside a custom section.

■ Advanced—Search by custom section row and column name. This search returns 
all specifications that contain that section-row-column combination.

To perform a quick search for values in a custom section:

1. In the Custom Section (Quick) section, click Add New. A multiple-select popup 
window appears.

2. Select extended attribute names to search for, and then click Done. Your selections 
display in the Custom Sections (Quick) table.

3. Click the edit icon ( ) displayed to the left of the added row. The row displays 
in edit mode, as Figure 3–6 shows.

Figure 3–6 Defining the custom section value

4. Define the extended attribute value, by specifying the Condition and Target 
values. 

5. Click the apply changes icon ( ).

6. Click Done. The search criteria are added to the search page.

To perform an advanced search for values in a custom section:

1. In the Custom Sections (Advanced) section, click Add New. A multiple-select 
popup window appears.
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2. Select the custom section to search in, then click Done. Your selections display in 
the Custom Section table.

3. Click the edit icon ( ) to the left of the added row. The row displays in edit 
mode, as Figure 3–7 shows. 

Figure 3–7 Defining the custom section value

4. To further define the custom section value, you must select the Row and Column 
where the value may exist. Once the row and column are selected, you can define 
the Condition and Target values. Target fields will vary based on the section + 
row + column combination that you have selected.

5. Click the apply changes icon ( ).

6. Click Done. The custom section search criteria are added to the search page.

Searching within a Row
Quick and Advanced custom section searches feature the ability to search within a 
row. Figure 3–8 shows a Quick search using the search within row icon ( ). 

Figure 3–8 Search within a row

In this example, the user can find all specifications where the extended attributes 
"Flavor" and "Flavor Total" are in the same row of a custom section and matching the 
conditions and target values specified.
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Searching for Multiple Attributes in One Custom Section Row  

Clicking the search within row icon ( ) adds a new row to your grid. Each added 
row represents an additional attribute in the same custom section row. The row colors 
are alternated to help distinguish the sets, as demonstrated in Figure 3–9. 

Figure 3–9 Search within a row, color groupings

In the complex example shown in Figure 3–9, the user will find all specifications that 
contain multiple attributes Flavor, Flavor Total, and Lemon Flavor. However, notice 
that Flavor Total = 10 kg and Flavor Total = 8kg will only return a positive result if 
both attributes are together in the same row of a custom section. Conversely, Flavor 
and Lemon Flavor can be located anywhere within any custom section.

Searching Breakdown Items
For trade, product, and material specifications, the Breakdown Items section displays 
in the additional attributes dialog box. This section allows you to search specifications 
by specifying one or more breakdown component/value pairs.

To perform a search for breakdown items:

1. In the Breakdown Items section, click Add New. A component search page 
displays. 

2. Select a search source from the drop-down menu (depending on your 
configuration). 

Figure 3–10 Breakdown items search page, drop-down list
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3. Enter search criteria in the key field, operator, and search term fields. 

4. Click Search. Components matching the search criteria display in the Search 
Results table, as described in "Search Results" on page 3-12. 

5. Click components to add as search criteria. Your selected components display in 
the Selected Items section. 

6. Click Done. The search page closes, and the selected components display in the 
Breakdown Items section, as Figure 3–11 shows. 

Figure 3–11 Added breakdown items

7. Click the edit icon ( ) displayed to the left of the added row. The row displays in 
edit mode. 

8. Define the Condition and Target values for the breakdown item.

9. Click the apply changes icon ( ).

10. Click Done. The breakdown items are added to the search page.

Note: Depending on your configuration, a drop-down list will 
appear at the top of the page allowing you to search for material 
specifications used as components. Searching for free text components 
is not supported by this control.



Searching Formulation Items

Finding Data 3-9

Searching Formulation Items
For formulation specifications, the Formulation Inputs section displays in the 
additional attributes dialog box, as Figure 3–12 shows. This section allows you to 
search specifications by specifying one or more material specification/value pairs used 
in the formulation.

Figure 3–12 Additional attributes dialog box, Formulation Inputs section

To perform a search for formulation inputs:

1. In the Formulation Inputs section, click Add New. A material specification search 
page displays, as Figure 3–13 shows.

Figure 3–13 Specifications search page

2. Enter search criteria in the key field, operator, and search term fields. 

3. Click Search. Materials matching the search criteria display in the Search Results 
table, as described in "Search Results" on page 3-12. 

4. Click specifications to add as search criteria. Your selected specifications display in 
the Selected Items section. 

5. Click Done. The search page closes, and selected specifications display in the 
Formulation Inputs section, as Figure 3–14 shows.
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Figure 3–14 Added formulation inputs

6. Click the edit icon ( ) displayed to the left of the added row. The row displays 
in edit mode. 

7. Define the Condition and Target values for the formulation input.

8. Click the apply changes icon ( ).

9. Click Done. The input items are added to the search page.

Dialog Box Searches
Throughout the application suite there are many places that require you to search for a 
specification or an object. These searches are shown in dialog boxes.

Single Select Search—Use these dialog boxes to run the search and select an item. 

Figure 3–15 Single select search, sourcing approval, Facility field

Multi-Select Search—After clicking Search, matching items display in Search Results. 
As you click on an object, the selected item is placed in the Selected Items "bucket". 
You can select multiple objects.
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Figure 3–16 Multi select search, trade specification, Related Specs tab, Packaging Configuration 
Specification field

Figure 3–17 Selections made

Multi-Model Search—Some searches allow you to search multiple object types. You 
select the type of object you would like to search for using the Search Source 
dropdown above the search control, as shown in Figure 3–18. 
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Figure 3–18 Multi-model search, selecting packaging material specification to add for a 
trade specification

Search Results
When you click Search, search results matching your criteria display in the Search 
Results section. If search results exceed the number defined in the Results Per Page 
field, additional pages are generated. Click the page numbers to view the additional 
pages. Click anywhere in a row to view the associated item.

Figure 3–19 Search results
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Saving Search Criteria
Once you have entered your search criteria, you can save those criteria for later use. 
This feature can be a great help when search criteria become very complex.

To save search criteria:

1. Enter your search criteria as described in "Understanding the Search Page" on 
page 3-1.

2. Click Save, as shown in Figure 3–20. A Save Search Criteria As dialog box 
displays, as shown in Figure 3–21.

Figure 3–20 Search page showing Save Search button

Figure 3–21 The Save Search Criteria As dialog box

3. Type a descriptive name for the search criteria to save and click Save. The dialog 
box closes, and the search criteria are saved with the name that you provided.

To retrieve a saved search:

1. On any search page, click Load. 

2. Select Load Saved Search from the drop-down list. A dialog box displays, 
showing a list of all of the searches that you have saved for a particular business 
object (specification, company, etc.), as shown in Figure 3–22.

Note: You can now include additional attribute search criteria in 
saved searches.
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Figure 3–22 Saved Searches for [Your Name] dialog box

3. Click the hyperlinked name of the saved search to load as shown in Figure 3–23.

Figure 3–23 Saved search criteria, loaded into the main search page

Exporting Search Results
Once you have performed your search, where supported, you can export the search 
results in Microsoft Excel (.XLS) format.

To export search results to a local Excel file:

1. Perform a search. The system displays the search results, as shown in Figure 3–24.

Figure 3–24 Search results list and Export link

2. Click Export. Agile PLM for Process writes the search results to an Excel file and 
displays a dialog box for downloading or viewing the exported file.
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Figure 3–25 Click Export to export search results to a file

3. Click Open to view the file in Excel or click Save to save the file to a local drive. 

Note: When you export search results to an Excel file, all the 
returned data is exported to the Excel file. You can also manually copy 
data from a table into Excel by using Window’s Copy and Paste 
features, but only the data on the current search results page can be 
copied. 



Running the Previous Search from the Search Page

3-16 Agile Product Lifecycle Management for Process Getting Started Guide

Figure 3–26 Exported search results in Excel

4. You can now format the data in Excel.

Running the Previous Search from the Search Page
The last run search is automatically saved for each object type (material specification, 
trade specification, company profile, etc.). You can return to the previous search by 
selecting Run Previous Search from the Load drop-down list, as Figure 3–27 shows. 
This feature is available for the current session only.

Figure 3–27 Run Previous Search option

The title and worksheet tab name default to 
the date and time of export unless you 
save the file to another name. 

Click any linked field to 
return to that item in 
the application. You 
may need to log in 
again. 
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Running the Previous Search from a Data Object
After you run a search and select an object from the Search Results list, a Run Previous 
Search action icon is displayed next to the action menu, as shown in Figure 3–28. 
Clicking Run Previous Search returns you to the search page of your last search and 
automatically re-runs it. If no previous search exists, Agile PLM for Process returns 
you to the search page for the object type you are on.

Figure 3–28 Run Previous Search link

Sorting Search Results
In Agile PLM for Process, search results display in ascending order by default. To 
re-sort results, click any column head and the data redisplays sorted on that column. 
Click any column head a second time to reverse the sort order.

Understanding the Category Tab
The second method of finding data within Agile PLM for Process uses the Category 
tab, which resides on the same screen as the main search page for certain applications 
(see Figure 3–29). The Category tab allows you to navigate through a set of business 
objects based on their categorization. Visibility of items in the category search may be 
limited based on user privileges.

Figure 3–29 Category tab, as seen from the main search page tab
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4Defining Your Profile and Preferences

This chapter explains how to use Profile and Preferences to edit and view your settings 
that span select applications. This chapter contains the following topics:

■ Preferences Tab

■ Basic Information Tab

■ Access Information Tab

■ Filters Tab

Use Profile and Preferences to edit and view your settings that span select 
applications. In the user preferences dialog box, you update your basic information, 
set your application preferences, view your access information, and modify your 
usability filters. To access this dialog box, click Profile and Preferences on the top 
menu, as shown in Figure 4–1.

Figure 4–1 Location of the Profile and Preferences menu item

The user preferences dialog box displays, as shown in Figure 4–2. 
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Figure 4–2 User Preferences dialog box, Preferences tab 

Legend: 

UI—User interface

UOM—Unit of measure
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Preferences Tab
The Preferences tab consists of three sections: Settings, Results Per Page, Cost 
Preferences, and Formulation Preferences.

Settings Section
The Settings section contains language settings and key default values.

■ UI Language — Denotes your preferred user interface language and culture. This 
field includes a variety of items, such as navigation controls, tab labels, and 
attribute labels.

■ Free Text Language — Denotes your preferred language for data you enter into 
the system. This language must the same language selected for your UI language. 

■ Category Tab Is Default — Sets the Category tab as the default tab that displays 
when you go to a search page.

■ Show Hidden Specs — Show GSM specifications tagged as "hidden."

■ Global Spec UOM — Represents the default unit of measure for steps in a 
formulation specification.

■ System Code (GSM) — Designates which cross references system equivalent to 
use for searching. This field will be the equivalent number that displays in the 
GSM search results. Setting a default system code also serves as the first step in 
picking a cost book.

■ System Code (SCRM) — Designates which cross references system equivalent to 
use for searching. This field will be the equivalent number that displays in the 
SCRM search results.

■ System Code (PQM) — Designates which cross references system equivalents to 
use for searching. This field will be the equivalent number that displays in the 
PQM search results. This is a multi selection field. 

■ Change Password—Changes password if password management is enabled by 
the administrator.

To change your password:

1. Click Change Password. A Change User Password dialog box opens.

2. Type your Old Password and type your new password in the New Password 
and Confirm Password fields.

3. Click Submit. The new password takes effect after you have saved the revised 
user profile.

■ Manage Passphrase — Displayed when the logged in user has been set up to have 
eSignature enabled in UGM. When a user needs to establish a new passphrase or 
manage an existing passphrase upon logging in to Profile and Preferences, one of 
the following messages displays:

"Your passphrase has expired, please update your passphrase."

"Your passphrase has not been established, please setup your 
passphrase."

To manage your passphrase:

1. Click Manage Passphrase. A Manage Password dialog box opens.
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2. Type your Old Passphrase and type your new passphrase in the New 
Passphrase and Confirm Passphrase fields.

3. Click Submit. The new passphrase takes effect after you have saved the 
revised user profile.

Results Per Page Section
The Results Per Page section contains settings for action items and search results.

■ Action Items — Sets the default number of action items displayed per page.

■ Search Results — Sets the default number of search results displayed per page.

Cost Preferences Section
The Cost Preferences section defines cost settings. You must have a GSM cross 
reference assigned above before you will see attributes in the cost preferences 
drop-down lists.

Cost UOM — Sets the default currency and per UOM for cost displayed. By default, 
cost is displayed in USD per 100 kg.  With this preference you can adjust how cost is 
displayed, for example: USD per 100 lbs or EUR per 1000 kg.

Cost Type — The type associated with the cost set.

Cost Set — The actual set of costs that will be used for the bill of material (BOM) items 
added to the formulation specification.

Formulation Preferences Section
The Formulation Preferences section defines your default preferences for formulations. 

■ Path — Sets the default calculation path to use when creating formulation 
specifications. 

■ Density UOM — Sets the UOM that will be used for density during formulation 
theoretical calculations. By default this is set to g = ml.

■ Combine Like Items — Combines like input items when viewing the formulation 
specification in read mode.

■ Set new outputs as fixed — When multiple outputs are created on a formulation 
step they are automatically  set to "fixed"  by default.  When unselected, all 
outputs created will no longer be automatically set to fixed.

■ Assign pack size — When selected, the system will display the pack size attribute 
in the formulation bill of materials.   

For more information about each of these options see the "Formulation Specifications" 
chapter of the Agile Product Lifecycle Management for Process Global Specification 
Management User Guide.

Note: The available options for the Cost Type and Cost Set fields are 
determined by the values that are loaded by the customer using the 
cost application programming interface (API). For more information, 
refer to the Agile Product Lifecycle Management for Process Application 
Programming Interface User Guide.
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Basic Information Tab
The Basic Information tab contains contact information, as shown in Figure 4–3.

Figure 4–3 Basic Information tab

Basic Information
You can update your contact information using the fields below:

■ First Name ■ Last Name ■ Job Title

■ Business Phone ■ Fax ■ Email

■ Street Address ■ Street Address (2) ■ City

■ State/Province ■ Postal Code ■ Country
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Access Information Tab
The Access Information tab, shown in Figure 4–4, contains a read only view of the 
access you have throughout the application suite.

Figure 4–4 Access Information tab 

GSM Business Units
This is a read only view of the GSM business units you have access to. You can view 
only those specifications that have the business unit listed here. Your system 
administrator assigns business units.
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SCRM Business Units
Depending on your configuration, this section shows a read only view of the SCRM 
business units you have access to. You can view only those companies and facilities 
that have the business unit listed here. Your system administrator assigns business 
units.

User Groups
This is a read only view of the user groups you are a member of. User groups are 
simply collections of users and roles. Your system administrator creates and assigns 
user groups according to functional area, business unit, geographical area, and so on.

Catalog(s) Visibility 
A read-only field that displays which DRL catalogs you have access to. Your system 
administrator assigns DRL catalogs.

Access Privileges
Depending on your configuration, this section is displayed if object level security 
(OLS) is enabled. If OLS is enabled, you can view access privileges. OLS privileges are 
group defined. A privilege consists of a security classification and an access level. For 
more information, refer to the Agile Product Lifecycle Management for Process Security 
Configuration Guide. 

Roles
A read-only field that displays which roles you have been assigned to. Your system 
administrator assigns roles.
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Filters Tab
Filters are a usability helper that reduces your GSM search results (BU Filter) and your 
selection options (Group Filter). The Filters tab sets business unit and group filters, as 
shown in Figure 4–5.

Figure 4–5 Filters tab

■ BU Filter — Filters GSM search results based on business unit. For example, you 
may have access to Europe, North America, and South America business units.   
You can set your filter to contain a subset of these business units (North America) 
and your search results will only contain items assigned to the North America BU.

■ Group Filter — Filters group-defined attributes such as allergens, intolerances, 
additives, and Complies With lists.
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5Working with Extended Data

This chapter describes how to work with extended data once it has been consumed in 
applications in Agile Product Lifecycle Management for Process. The topics covered 
include:

■ Overview of Extended Data

■ Ext Data Tab

■ Adding a Custom Section

■ Editing a Custom Section

■ Deleting a Custom Section

Overview of Extended Data
As mentioned earlier in this guide, extended attributes are data attributes that your 
organization has defined. They are one method of extending the functionality of the 
application. You can build these attributes to meet specific needs.

Custom sections are configurable sets of extended attributes. 

Roles
There are several roles associated with extended data. Your system administrator 
assigns these roles, which are detailed in Appendix A of the Agile Product Lifecycle 
Management for Process Administrator User Guide. 

Setting Up Extended Data
Extended data must first be set up by your administrator before it can be "consumed" 
in various applications. For more information, refer to the Agile Product Lifecycle 
Management for Process Administrator User Guide.

Searching for Extended Data
There are certain techniques for searching for extended data, as described "Searching 
Custom Data" on page 3-4.
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Ext Data Tab
Applications such as GSM and SCRM contain business objects (specifications, 
companies and facilities) for which you can set up extended attributes or custom 
sections using the Ext Data tab. The Ext Data page, shown in Figure 5–1, consists of 
two sections:

■ Extended Attributes

■ Custom Sections

Figure 5–1 Ext Data tab, Company profile in SCRM

Extended Attributes Section
Extended attributes define specific characteristics about the company. You can build 
these attributes to meet specific needs. Two roles are associated with extended 
attributes:

■ [ADD_EXT_ATT] — Users with this role can see and use the Add New button to 
add extended attributes. 

■ [REMOVE_EXT_ATT] — Users with this role can see and use the Delete column of 
the Extended Attributes grid to remove extended attributes. 

Note: The extended attribute fields and custom sections that can be 
added here are maintained by your administrator.

Note: These roles are added to your user profile by your 
administrator using UGM.
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Custom Sections Section
Custom sections are configurable sets of extended attributes. The custom data you 
enter is displayed in a table at the bottom of the page. Two roles are associated with 
custom sections:

■ [ADD_CUSTOM_SECTION] — Users with this role can see and use the Add 
Section button to add custom sections.

■ [REMOVE_CUSTOM_SECTION] — Users with this role can see and use the 
Remove Section button to remove custom sections.

Note: These roles are added to your user profile by your 
administrator using UGM.

Note: Distinct attributes can only be added to a company profile one 
time. For more information, refer to the Agile Product Lifecycle 
Management for Process Administrator User Guide.

Warning: If you remove a custom section or extended attribute, the 
system deletes the data that you entered. Delete data with caution, 
because it cannot be retrieved.
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Adding Extended Attributes
To add extended attributes:

1. Click Add New in the Extended Attributes section. A dialog box opens, as shown 
in Figure 5–2. 

Figure 5–2 Extended attributes dialog box

2. Select the attribute to add and then click the add selected data icon ( ). Select 
more than one attribute by holding down the Shift or the Control key on your 
keyboard and clicking the mouse on the attributes to include. Remove attributes 
from the list by clicking on the attribute name in the right column and clicking the 
remove selected data icon ( ). 

3. Once you have selected all the attributes to add, click Done to return to the object 
page. The selected attributes are added to the list, as Figure 5–3 shows. You can 
now define the values for the extended attributes.

Figure 5–3 Extended Attributes list
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Defining Values to the Extended Attributes
There are two ways to add values to the extended attributes. You can edit each row 
individually or edit the entire extended attributes grid. 

■ To edit an individual row, select the edit icon ( ) on the left side of the row you 
want to edit. Add the desired value and any notes. Click the apply changes icon 
( ) to confirm your change. 

■ To edit the entire grid, click the edit icon ( ) in the top left corner of the grid and 
all extended attribute values will be available for editing. Once you have entered 
the desired values and notes, click the apply changes icon ( ) to confirm your 
changes. Figure 5–4 shows the edit grid option.

Figure 5–4 Extended Attributes grid in edit mode

After you have entered the desired extended attribute information, click Save to save 
your data.
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Adding a Custom Section
To add a custom section:

1. With the page in edit mode, click Add Section. A dialog box listing available 
custom sections is displayed, as Figure 5–5 shows.

Figure 5–5 Custom section selection dialog box

2. Select a section name, and then click Done. The custom section is added to the 
business object. You can make multiple selections.
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Editing a Custom Section
To edit a custom section table, row, or column:

1. To add values to the custom section, click Edit Section. A dialog box displays the 
custom section in edit mode, as Figure 5–6 shows. The edit icon ( ) displays for 
every editable row and column. It also displays in the upper left corner of the 
table, indicating you can edit the entire section. Depending on the size of your 
custom section, editing the entire section may not be available.

Figure 5–6 Custom section in edit mode

2. Click the edit icon ( ) and make appropriate changes to the table, row, or 
column. For rows marked with the "Repeatable" tag in ADMN, the add row icon 
( ) displays to the right of the edit icon. Use this icon to quickly add repeatable 
rows to the table. You can then set the row order using the reorder row icons 
( ). 

3. Click the apply changes icon ( ). 

4. Click Done. 

5. Click Save.

To add a row:

1. With the custom section in edit mode, click Add Row. A dialog box listing rows 
that can be added is displayed, as Figure 5–7 shows:
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Figure 5–7 Available rows dialog box

2. Select a row, and then click the add selected data icon ( ). 

3. Repeat step 2 to add additional rows. 

4. Click Done. The dialog box is closed, and the added rows display in the table. 

5. Click Save.

To delete a row:

1. With the custom section in edit mode, click the edit icon ( ) on the row you 
want to delete. 

2. Click the delete row icon ( ). The row is deleted from the table.

3. Click Save.
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To add a column:

1. With the custom section in edit mode, click Add Column. A dialog box listing 
columns that can be added is displayed, as Figure 5–8 shows:

Figure 5–8 Available columns dialog box

2. Select a column, and then click the add selected data icon ( ). 

3. Repeat step 2 to add additional columns.

4. Click Done to close the dialog box. The added columns display in the table. 

5. Click Save.

To delete a column:

1. With the custom section in edit mode, click Remove Column. A dialog box listing 
columns that can be deleted is displayed, as Figure 5–8 shows above.

2. Select a column, and then click the add selected data icon ( ). 

3. Repeat step 2 to delete additional columns. 

4. Click Done to close the dialog box. The selected columns no longer appear in the 
table. 

5. Click Save.
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Deleting a Custom Section
To remove a custom section:

1. With the page in edit mode, click Remove Sections. A dialog box listing all 
custom sections is displayed, as Figure 5–9 shows.

Figure 5–9 Available sections dialog box

2. Select a custom section, and then click Done. The custom section is removed. 

3. Click Save.
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