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Appendix C
Using the Pop Up Calendar and
Time Entry Screens
T.O.M. has a fast and easy way to enter any date and/or time into the computer.  The Pop Up Calendar
screen lets you enter dates; the Pop Up Time Entry screen lets you enter times.  These screens can be
displayed anyplace where you are required to enter a date or time into T.O.M.  These screens allow you to
literally point to the date or time that you want to enter into T.O.M.  This simple way to enter dates and
times can also reduce possible typing mistakes on important date and time information.  The following is a
detailed explanation of how the Pop Up Calendar and Pop Up Time Entry screens work.

The Pop Up Calendar Screen
To display the Pop Up Calendar screen, simply click the calendar button to the right of the date field you
are entering, such as the one shown in Figure C-1.  For example, to enter a beginning date for the driver’s
license expiration date, click the calendar button to the right of the beginning date in the License Expiration
Date Range field.

Figure C-1. Entering a Date in the Employee Directory Report Screen

Click the calendar button to the right of the date
you are entering to display the Pop Up Calendar
screen (Figure C-2).
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When the calendar button is clicked the Pop Up Calendar screen will display (Figure C-2).  If a date was
entered in the date field that you were working with then the Pop Up Calendar screen will position its
calendar to that date.  If no date was entered then the Pop Up Calendar screen will position itself to the
current (system) date.  As you can see, the Pop Up Calendar is nothing more than a small calendar showing
the month and the year on the top and days of the month below in a traditional calendar layout.  The day of
the month looks ‘pushed down’ as opposed to the other days of the month.

Figure C-2. The Pop Up Calendar Screen

Selecting the Year with the Popup Calendar

There are three ways you can change the year of the date displayed in the Pop Up Calendar Screen
(Figure C-3):

• You can type in the year.
• You can use the spin buttons to increase or decrease the year one year at a time.
• You can select the year from a drop-down list box. The drop-down list displays the years 1980

through 2020.  Any other years must be either typed in or selected with the spin buttons.

When you change the year T.O.M. will automatically adjust the days of the month to accurately reflect that
month in that year.

Figure C-3. Changing the Year on the Pop Up Calendar Screen
Selecting the Month with the Popup Calendar

There are three ways you can change the month of the date displayed in the Pop Up Calendar Screen
(Figure C-4):

The month
selected.

The year
selected.

The day of the
month selected.

You may type
the year here.

You may select the year
from the drop down list
box here.

You may increase the year
by one year using the spin
buttons.  The up arrow
button will add 1 to the year
the down arrow will subtract
one from the year.
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• You can type in the month.
• You can use the spin buttons to increase or decrease the month one month at a time.
• You can select the month from a drop down list box.

When you change the month T.O.M. will automatically adjust the days of the month to accurately reflect
the new month.

 

Figure C-4. Changing the Month on the Pop Up Calendar Screen

Selecting the Day with the Popup Calendar

Once you have selected the year and the month of the desired date there is only one way to select the day
and that is to point to that day and click on it (Figure C-5).  If you wanted to select the 21st day of the
month then you would position your mouse pointer to the box in the calendar with the number 21 and click
on it.

 

Figure C-5. Changing the Day on the Pop Up Calendar Screen

You will notice that the box with the number 21 will now be ‘pressed down’ while the last date that was
selected will now look ‘pushed up’ like the other dates in the calendar.

Accepting the Selected Date

Once you have selected the year, month and day, click OK (Figure C-6) to close the Pop Up calendar and
place the date in the date field you selected. In our example, T.O.M. would return the date 10/21/2000 that
we selected to the beginning driver license expiration date in the Employee Directory screen (Figure C-7).

You may type
the month
here.

You may select the
month from the drop
down list box here.

You may increase the
month by one month
using the spin buttons.
The up arrow button will
add 1 to the month the
down arrow will subtract
one from the month.

Click on the
day you wish
to select.
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Figure C-6. Accepting the Selected Date

If you did not wish to accept the selected date and merely return back to the original screen without having
the date passed back to the original screen then you would click the Cancel button (Figure C-6).

Figure C-7. Returning Back the Employee Directory Screen with the Selected Date Filled In.

The Time Entry Screen
To display the Pop Up Time Entry screen, simply click the clock button to the right of the time field you
are entering, such as the one shown in Figure C-8.  For example, to enter an time in the Arrival Time field,
click the clock button to the right of the Arrival Time field.

Click the ‘OK’
button to accept
the date and pass
the date back to
the original
screen.

Click the ‘Cancel’
button to return to
the original screen
without passing the
selected date.

The date
is placed
in the
field you
originally
selected.
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Figure C-8. Entering the Time in the Detail Field Trip Screen

When the clock button is clicked the Pop Up Time Entry screen will display (Figure C-9).  If a time was
entered in the time field that you were working with, then the Pop Up Time Entry screen will display that
time at the top of the screen.  If no time was entered, then the Pop Up Time Entry screen will display the
current (system) time at the top of the screen.

Figure C-9. The Pop Up Time Entry Screen

Click the clock button to the right of the time
you are entering to display the Pop Up Time
Entry screen (Figure C-9).

The time that was in the field
you selected is displayed. If
the field was blank, the current
(system) time is displayed.

Click this button to
select the current
(system) time.

Click any of these
buttons to select
the hour.

Click any of these buttons
to select the minutes.
Click either the AM or
PM button above the 0.
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Selecting the Time with the Popup Time Entry Screen

There are three things you need to do to change the time in the Pop Up Time Entry Screen
(Figure C-9):

• Click the appropriate Hour button, from 1 through 12, if you wish to change the hour. For
example, click the 10 button to change the hour to 10.

• Click the appropriate Minute button, from 1 through 0, if you wish to change the minutes. For
example, click the 3 button and then the 0 button to change the minutes to 30.

• Click either the AM or PM button if you wish to change the AM or PM status.

Figure C-10. Accepting the Selected Time

Click the ‘OK’
button to accept
the time and
pass the time
back to the
original screen.

Click the ‘Cancel’
button to return to
the original screen
without passing the
selected time.
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Accepting the Selected Time

Once you have selected time, click OK (Figure C-10) to close the Pop Up Time Entry screen and place the
time in the time field you selected. In our example, T.O.M. would return the time 6:30 PM that we selected
to the Arrival Time field in the Detail Field Trip screen (Figure C-11).

If you did not wish to accept the selected time and merely return back to the original screen without having
the time passed back to the original screen then you would click the Cancel button (Figure C-10).

Figure C-11. Returning Back the Detail Field Trip Screen with the Selected Time Filled In.

The time is placed in the field you
originally selected.
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