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The Information in this document will help you navigate your way through ESS 
 
You’ll learn about: 

 Expanding or Collapsing Sections 
 Pick Lists and Calendar Tool 
 Grids 
 Download Attachments 

 
 
Expanding or Collapsing Sections 
 
Sections are links to where the information can be found on the page.  You can 
expand or collapse all sections by clicking on the following icons at the top of the 
page. 
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Expand or collapse specific sections of a page. 
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Pick Lists and Calendar Tool 
 
On some ESS pages, you will see the calendar tool or pick list icon next to certain 
fields.  These tools help you to search for available values and to make field entries. 
To display the pick list or calendar tool (in fields where they are available), select 
the icon appearing beside the field.  
 

 
 
 
A list of available values for the field is displayed.  Select the desired entry from the 
list to populate the field by click the Select link. Use the First, Previous, Next, and 
Last buttons to navigate through the list.  To return to the activity folder without 
selecting a value, click the Cancel button. 
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The system returns to the prior page and populates the field with your selection. 
 

 
 
 
The Calendar Tool displays a calendar that can be used to populate the associated date field by simply 
clicking on the desired date.  The calendar tool can be navigated by month or by year. 
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Grids 

Some ESS pages display a group of information in a grid at the top of a page.  
Additional information about a selected record in a grid is displayed at the bottom 
of the page. 
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Download Attachments 

The Attachment link allows you to view any attachments that have been added to a 
record.  When you click on the Attachments button, a new page is opened that 
displays all of the attachments associated with that page.   
 
 

 
 
 
From there you can choose to download the attachment.  
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The File Download window is displayed.  Click on Open or Save depending on what 
you’d like to do with the form. 
 

 
 
 
 Click on the Return link to get back to your previous page.  
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