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Agenda for Today 

• What is a template and how is it used? 

• What is a card file? 

• What is the relationship between a template 
and card files? 

• Card Organization & Personalized Cards 

• Ten Commandments for customization 

 



What is an XA Template? 

A template is used to design a “create” 
prompt for new records. 

Templates can bring default values into 
specific fields when adding new records. 

You can have multiple versions of the 
template in any object/file if needed. 

In R7 and R9 there are: 
– Create templates 

– Change templates 

– Copy templates. 

 Preset Values and default 
data in an XA Biz Object 



Template Purposes 

To speed up data entry & file maintenance 
To set specific values in your Object 

without intervention from the User 
To set the most common value normally 

used in a field in an Object 
To make sure you have a ‘valid value’ being 

entered during file maintenance 
 

 
 



What is a template? 

 Templates are located under the “Maintain” menu option. 

 

Each Business Object allowing File Maintenance will have a place 
for you to establish Templates . Maybe you need a template for 
creating only Raw Materials in the Item Revision File 



What is a template? 

 You can tie the template to your custom card file; use different card 
files with different templates when needed. 

 

 

Each Object on any of your Custom Cards can have 
specific Template Preferences – in this example – the 
create template would default Raw and Purchased 
defaults into the Item Revision fields. 



What is a Template? 

You can set default values for ‘Return here to create another’ 
and ‘Preview before create’. 
 
There are also settings, per field, for: 

Position Cursor 
Retain Value 
Default Value 



Creating a Template 

• Give public templates a name that is clear to users.  

• 80-20 Rule - Add each field that is almost always the 
same and enter the default value with ability to change if 
needed. 

• Add other fields that you want the user to populate with 
a required value.  Being on the create screen will 
highlight it’s importance. 

• Set in Preferences for Object. Select card file that 
template should open when you click CREATE.   

• If desired, check “Return here to create another.”  
 

 

 



Creating a template 

• USAGE of each field can be set to: 

– “Prompt for value only” which means field will be blank 
and you must fill in the value.  Attribute appears on 
create screen as a blank. 

– “Provide default value only” means you select a value 
that is always the same.  Attribute does not appear on 
create screen. 

– “Prompt for value and provide default value” means that 
you are choosing a default value. But the field appears 
on create screen and can be changed. 

• All fields to be on create screen will be checked. 

 

 



Selecting the fields for your Data Entry Template 

The fields you can select to place on your 
Create, Change or Copy Template 

As you add fields, you can set the values, 
options, and prompting settings as described 

earlier. 



Creating a template – Field Options 

– POSITION CURSOR can be set for 
the cursor to fall on this field on the 
create screen.  

– LABEL allows changing what the 
attribute is called on the create 
screen. 

– DEFAULT VISUAL CONTROL can 
change the format of the attribute.  
Example:  from dropdown to radio 
buttons. 

– CONTENT lets user set whether 
defaulting info will show a code or a 
description of the code or both.  

– RETAIN PREVIOUS VALUE sets the 
system to always keep the record 
information from the previous entry.  
Helpful to know which have been 
entered, but you can change to be 
blank, if desired. 
 

 
 



Creating a template 

• USAGE 

 



Creating a template 

• Position attributes on create screen by “dropping & 
dragging” in R6 or using up/down arrows in R7 or 
R9.  

• Tie template to appropriate custom card file 
Objects. 

• BE AWARE:  if your template contains a blank value 
and you do not populate it, it will “blank out” any 
value coming from other records.  Example:  account 
number on PO item create template will blank out account 
information coming from the item master/item revision.  Okay 
usually for MRO but not for production items. 

 

 



Good template usage 

• New Item – Template Examples 
– Item types usually have other common defaults.                          

Example: Type 4 purchased parts usually also have: 
• Inventory code of 1=Inventory 

• Receipt required=Yes 

• Batch/lot 

• Purchase tax indicator= Non-taxable 

• Same site 

• Initial release to PDM = YES** 

• Perhaps common item classes (example MRO) 

• Perhaps inspect on receipt. 

• Current (and standard) material-this level gives a warning message if 
nothing entered in the record.  Trick, if desired:  Set these fields in the 
template as $0.00000001.  



Pick the fields you want to use in your 
Template, and in this case default values for 
Purchased Inventory. 



Good template usage - Examples 

• Item & Item Balance Maintenance Card Files 

– Entering new item warehouse records 

• Finished goods in MRP environment template: 
– Lead Time Code: M = Manufactured 

– Order Policy Code:  G = Period of Supply or A= Discrete Order 
Quantity 

– Plan Customer Orders:  5 = Yes, after MRP start date 

– Include Inventory Balance: Yes 

– Master Schedule Item Code:  = Not a master scheduled item 

– Master Level Print Code:   = Always printed 

– Combine Requirements:  0 = Do not combine requirements 

– Master Level Item Code:  M = Multiple source master level item                          

 

 

 

 



Create Templates for Workspaces 



Set your Item Entry Defaults – for say a Mfg Item 



Using MFG Parts Item Warehouse template: 

• planning fields are populated correctly  

• document control creates the item warehouse by selecting the CREATE icon  on right and 
clicking CREATE button on create prompt (3 clicks).  

• Planning and/or purchasing can add vendor lead time, etc.  
  



Good template usage – MO’s/PO’s/CO’s 

• Order-based Production Management – new MO 

 



Simplified entry for MO Create 



Fields with Defaults Only  

No check marks  so 
will not appear on 
create prompt. 



Good template usage 

• Procurement Management – PO header and items 

 



Good template usage 

• Procurement Management – PO header and items 

 



Good template usage 

• Procurement Management – PO and items 

 



Good Template Practices - Examples 

• Materials Management –  Scheduled Receipts 

– A good Receiving template with just the transactions and 
other necessary fields; i.e., Reference, GRN, Batch/lot, etc. 

– Item Revision & Item warehouse records – 
engineering can create w/planning codes and other values 
already set. Email notification when complete via NMS. 

– Cycle count items sequential count template defaulting 
current date and counted by or assigned to. 

• Procurement Management 

– Blanket release template – control whether release 
create screen returns with open quantity for item or is blank. 

 

 

 



Questions on Templates ? 



Power Link  
Card Files  

& 
Cards 



Card Files & Cards 

Card File 

A Card File is a group of Object or Data  Cards – this Card File 
shows the Standard XA Cards on the  “Default” Card File. 



Customize Card Files & Cards 

Custom Card File – with Custom Cards for 
the User ! 



Create Custom Cards & Card Files 

Custom Workspaces on a Card – including 
default Data Entry Templates for the 
different Item Types…..a breeze with a little 
training time! 



Create Templates for Workspaces 



What is a card file?  Full default set 

Great for inquiry for full details – does 
the User need all those fields ? 



What is a card file?  Custom card file 

Much better for new 
item entry! 

Even better – a single Compound Card for Raw 
Material Maintenance….. 



Maximize Space – Eliminate Cards 



Card File – Organization of Data & Cards 

 Equates to multiple menu screens in green screen. For example the 12 Green 
Screens of Item Master Information. 

 Card file organizes all information in a specific record of data – or Objects/Files in 
groups. R9 Data Organization is FAR SUPERIOR TO 7.7 and 7.8 ! 

 

R9 Card File and Cards are 
superior ! 



Creating a Card 

CARD TYPES TO CREATE 



Card Styles – Types of Cards 

Cards styles include: 
 Attribute cards – holds the data fields in a file/object 

 Overview cards – graphical display of data on order, in 
BOM, etc. 

 List cards – subsets, views, sorts 

 Compound cards – attributes, graphs, lists on same 
card 

 Graph cards – Pie charts, bar graphs, etc 

 Tabbed cards – holds other cards 

 

 

 



Customizing  Attribute Cards 

• When customizing an 
attribute card, you can 
insert: 
– Blank lines 

– Headings over the field 
description 

– Headings over the data 

 

• Column breaks allow for 
displays on both the right 
and left side of the card 



What is an attribute card? 

Much better for new item 
entry! Custom card with only 
fields being populated by 
particular Users in the Flow of 
Item Maintenance. 

Just Cost Fields…or all Cost 
Fields on a single card ! 



What is a two-column card? 

Better use of gray space—one card instead 
of two or scrolling.  May move tabs to top. 
Note section headings and info indents 



What is an overview card? 

Graphical view of entire record. In R7  
“Collapse” and “Power-expand” for plus-
ing out information. 



What is a List Card? 

Lists item details (CO, PO, MO components, operations, etc).  
Use icons on right to maintain or see all details. Sometimes 
there are bottom tabs -  



What is a Tabbed Card? 

Allows for multiple Tabs on the same card….like multiple List 
Cards on the same Card  



What is a Graph Card ? 



What is a compound card? 

A combination of Card Types – in this example – an “Attribute 
Card” and a Base Prices List Card 

Up to 4 Cards on a Compound Card – of any type ! 



Ten Commandments of Customization 

 Only super users should have ability to create public 
customization.  Others should have private. 

 Consider a naming convention for public 
customization (no user names and clear descriptions, 
etc.). 

 Rarely change defaults.  Used to say never but 
sometimes makes sense to change “General” view. 

 Limit use of private templates since defaulted fields 
are so important. 

 Rename user fields, if you own Integrator. 

 



Ten Commandments of Customization 

 Take full advantage of setting preferences for all 
customization (views, subsets, sorts, card files, 
templates).  In R7, use “Favorites” to filter views 
and subsets and R7 Presentation Schemes for 
visual data management. 

 If procedure is to use templates, YOU MUST 
ALWAYS USE THE CORRECT TEMPLATE. 

• Defaults set in template will be missed. 
• Typically if you have used incorrect template, delete 

record and recreate using correct one—OR, look at 
template and change all the settings which should have 
been selected using the right template 

   
 

 



Ten Commandments of Customization 

 Place attributes needing entry near top of card 
and leave general information/defaulted 
settings near bottom.  For views, place most 
important info near top in setup (on left on 
screen). 

 Tie template to custom card file and set checks 
for “Return here to create another” and for 
“Preview before create” as needed. 

 Always remember other groups need 
information from the records we create. 
Simplify for their inquiry/maintenance needs, 
too. 
 

 



How Can I Leverage Power Link? 
CISTECH Quick-start 

• 1 Day of general training on Power Link  and 
Client Customization for your Team. 

• ½-1 day with each process group (Procurement, 
Planning, etc) to tailor Browser Apps to 
streamline your workflow 

• Result: at the end of the engagement, users 
have incorporated Power Link into their daily 
activities to become more productive. 
IMMEDIATE PAYBACK AND USER KNOWLEDGE! 



Thanks for joining        

us today! 

 


