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This is the Top Menu. 
Click/tap the tabs to select. Selected tabs display in a different color.
The Scheduling Tab has been selected below.

This is the Sub Menu.
Depending on which Top Menu is selected, different Sub 
Menus are displayed.
A selected Sub Menu is shown by a thin blue line as below.

1. Selection a Sub Menu to present a list of tools.
2. Click/tap to open or right click to open in a new 

tab. 
Note: Your browser tab will also show the open 
tool name.

1. Complete the Finder fields.
Note: Most tools have a Finder. This returns all records within the Finder filters. 

2. Select Find or press the Enter key. 

The below example is the Person Search tool, in the Personnel top menu and Person Search sub 
menu.
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Optima – Navigation (Multiple Tabs)

Right click on a tool and select Open in New Tab, to open Multiple 
Browser Tabs. 
A new Browser Tab displays. 

1. Select the new browser, to view the new tab. 
2. Select the browser X to close.5 6
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Optima – Navigation (Panel Navigation)
Select a member of staff in the Grid, in the Person Search results.
A Panel displays on the right

Most tools have a Finder. Each Panel has several Tabs to choose from 
in the Panel Menu.

Each Panel has Actions. The Key Actions are shown in the top right of the 
Panel. The More option under the key actions displays additional Actions.
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Optima – Navigation (Panel Selection)

This second Panel has its own set of Actions in the right corner.
9

Select an item in the Panel, e.g. one of Person Work Contracts.

Note: When selecting a Tab from the Panel Menu, more 
information relating to that choice is shown on the right-hand side.

A Panel displays over the top of the first Panel.



23-Jan-2423-Jan-24
6

Optima – Navigation (Grid Multi-Selection)
To select multiple non-adjacent record:
1. Click the 1st record.
2. Press the Ctrl key on the keyboard.
3. Click the additional records. 

To select a block of records:
1. Click the 1st record.
2. Press the Shift key.
3. Click the last record. 
The Actions bar displays at the bottom of the screen when more than 1 
record is selected. The number of records selected is shown in red on the 
left. 

Note: Optima is optimized for tablets. 

To select multiple records, on a tablet without a keyboard :
1. Click the Multi-select toggle button.

The Actions bar displays at the bottom of the screen and the button 
will changes color. 

2. Tap the records to select.
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