
  

 

 

 

 

 

 

 

 

TRAVERSE Preview Quick-Start Guide 

 

 

 

 

 

 

 

 

 

 

 

 

TPQS11  



  

 

©2009 Open Systems Holdings Corp. All rights reserved. 

Document Number TPQS11 

Build 9006 

No part of this manual may be reproduced by any means without the written permission of Open 

Systems, Inc. 

OPEN SYSTEMS and TRAVERSE are registered trademarks of Open Systems Holdings Corp. All other 

product names are trademarks or registered trademarks of their respective companies. 

Printed in U.S.A. This manual is recyclable. 

January 2009, Release 11 

Open Systems, Inc. 
4301 Dean Lakes Boulevard 
Shakopee, Minnesota 55379 
 
General Telephone: (952) 403-5700 

General Fax: (952) 496-2495 

Support Telephone: (800) 582-5000 

Support Fax: (952) 403-5870 

Internet Address: www.osas.com   



  

Contents 
 

Introduction .................................................................................................................................................. 4 

User Interface ............................................................................................................................................... 6 

Personalizing Your TRAVERSE Interface .................................................................................................... 6 

Resizing Fonts (Not enabled on preview site) ....................................................................................... 6 

Resizing Windows ................................................................................................................................. 7 

Using the Tabbed View ......................................................................................................................... 7 

Collapsing the Application Menu .......................................................................................................... 8 

Using the TRAVERSE Interface .................................................................................................................. 8 

Toolbar Functions ................................................................................................................................. 8 

Navigating ............................................................................................................................................. 9 

Arranging Columns ................................................................................................................................ 9 

Sorting and Filtering .............................................................................................................................. 9 

Reporting .................................................................................................................................................... 13 

Personalizing Reports.............................................................................................................................. 13 

Filtering Report Pick Screens .................................................................................................................. 13 

Using Reports .......................................................................................................................................... 14 

Reporting Toolbar ............................................................................................................................... 14 

Preview Toolbar .................................................................................................................................. 14 

Batch Processing, Posting, etc. Toolbar .............................................................................................. 15 

Interactive Views ................................................................................................................................. 15 

TRAVERSE Preview Known Issues ............................................................................................................... 16 

 

 
 

 

 

Note: This TRAVERSE Preview Quick Start is a work-in-progress, and is current as of January 6, 2009. 

Please visit the Open Systems eVAR site for the latest version.  



Introduction           TRAVERSE Preview Quick-Start Guide 
    

4 
 

Introduction 
The TRAVERSE version 11 preview site includes a limited set of functions that provide a good 

representation of the new user interface provided with version 11 of TRAVERSE. Note that it is not a 

complete implementation of the software; you will be limited to the functions displayed on the 

Favorites menu. These functions are categorized as follows: 

Form-based maintenance functions 

¶ Vendor Maintenance 

¶ Customer Maintenance 

¶ Bank Account Maintenance 

¶ Item Maintenance 

Grid style maintenance functions 

¶ AP Hold/Release Invoices 

¶ AR Distribution Codes 

¶ Intercompany Accounts 

¶ Sales Category Maintenance 

Transactions 

¶ Accounts Receivable Transactions 

¶ Bank Reconciliation Transactions 

¶ General Ledger Transactions 

¶ Inventory Transactions 

Reporting using SQL Server Reporting Services 

¶ Sales Journal 

¶ Customer Detail List 

¶ AR Open Invoice Report 

¶ Commission Detail List 

Process functions 

¶ Accounts Receivable Post Transactions 

¶ General Ledger Post to Master 

Interactive Views 

¶ AR Detail History Inquiry 

¶ AR Summary History Inquiry 
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Specialty 

¶ Business Rules 

¶ Customer Maintenance ς Modified  

(Includes custom fields defined with Design Studio and a sample task pane showing open invoices) 

In addition to providing a good overview of the individual functions, we have specifically included a set 

of AR functionality that will allow you to enter transactions, report on them, post them to GL and 

history, and inquire into the history, providing a snapshot of a complete transactional process. 
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User Interface 
TRAVERSE provides you with the next generation of business management software. The user interface 

includes many new personalization options and a new set of navigation and sorting tools. 

Personalizing Your TRAVERSE Interface 

You can now personalize the way you view functions in TRAVERSE. Not only can you increase the font 

size within TRAVERSE, but you can resize both the TRAVERSE application itself and resize the function 

windows. In TRAVERSE you can also toggle between using functions as windows or the new tabbed 

view. 

Resizing Fonts (Not enabled on preview site) 

Resizing the font size increases the physical size of the TRAVERSE application as well as the size of the 

font. Increasing the font size increases the size of TRAVERSE to maintain the default aspect ratio of the 

buttons and functions. This allows you to personalize the size of the font and application to allow you to 

use TRAVERSE more easily regardless of the monitor size or aspect ratio. Below you can see an example 

of TRAVERSE using 8 point font on top of TRAVERSE using 10 point font.  
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Resizing Windows 

To change the size of the TRAVERSE application and function windows, simply move your cursor to the 

edge of the window you want to resize until your normal cursor changes to a double-sided arrow (See 

below). Then click and drag the window to the desired size. Resizing the application and function 

windows can allow you to view multiple functions within one screen. 

  
  

 

You can also personalize the way you view functions by resizing applicable sections within a function. 

Similar to resizing a window, move your cursor to the edge of the section you want to resize until your 

normal cursor changes to a double-sided arrow. Then click and drag the edge of the section to the 

desired size.  

Using the Tabbed View 

TRAVERSE also allows you to use a tabbed view. The tabbed view functions similar to that of an internet 

browser. As with internet browsers, you can click on one tab and drag the tab to a different position 

within the other opened functions ordering to help streamline your operation. In previous versions of 

TRAVERSE, you would have to minimize a function to get to other opened functions; however, using the 

new tabbed view in TRAVERSE, you can quickly switch between functions while maximizing the screen 

space for functions.  
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Collapsing the Application Menu 

In addition to using the tabbed view to maximize screen space, you can also use the  button to 

collapse the Application Menu. The functions for the selected application appear when you click on the 

collapsed vertical application button. To restore the Application Menu to the default size, simply click 

the  button.  

 

Using the TRAVERSE Interface 

You can now use TRAVERSE in a more effective and efficient manner than ever before. The placement of 

commonly used buttons as well as the ability to use movable and sortable columns helps to streamline 

your workflow.  

Toolbar Functions 

Many functions that previously required a button on a form now appear on the toolbar. The table below 

illustrates the default buttons on the toolbar; however, depending on the function, you may have 

additional buttons available. 

Button Name Click To 

 Save Save a new or edited record. 

 
First Navigate to the first record. 

 Previous Navigate to the previous record. 

 
Next Navigate to the next record. 

 
Last Navigate to the last record. 

 
New Create a new record. 

 Delete Delete the selected record. 

 Refresh Refresh the screen. 
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 Undo Undo recent changes to the record. 

 Preview Report View a preview of the selected record as a report. 

 Map View a map (using your default map viewing application) of the selected 
address. 

 Send Mail Send an email (using your default emailing application) to the selected 
ǊŜŎƻǊŘΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ 

 Copy Copy the selected information. 

 Paste Paste the information 

 
Document Delivery Email or fax a document as an image or Adobe PDF document. 

Note: Some of the above functions may require additional set up and/or may only work on certain 
screens of TRAVERSE. 
 

Navigating 

You can use the basic keyboard shortcuts below to navigate functions and select entries. 

Keyboard  Shortcut For To 
TAB All fields Move the focus forward one field/checkbox. 
SHIFT+TAB All fields Move the focus backward one field/checkbox. 
SPACE  Select or deselect a checkbox. 
UP ARROW  Scroll to the entry above the currently selected entry in combo, lookup, 

or calendar field.   
DOWN ARROW  Scroll to the entry below the currently selected entry in combo, lookup, 

or calendar field.   
ALT+DOWN ARROW  View all available entries for the combo, lookup, or calendar field. 

  
ENTER  Select the highlighted entry for the combo, lookup, or calendar field. 

  
 

Arranging Columns 

When viewing information in a table, you can arrange the columns in any desired order to better 

streamline them for your viewing purposes. To arrange columns, click on the heading of the column to 

move and drag the heading to the desired location among the other headings.  

Sorting and Filtering 

Once you have arranged the columns to your liking, you can then sort the columns to group and filter 

the data. You can sort and filter the columns by right-clicking a column and using the functions outlined 

in the table below. 

Button Name Select To 

 Sort Ascending {ƻǊǘ ǘƘŜ ǎŜƭŜŎǘŜŘ ŎƻƭǳƳƴΩǎ Řŀǘŀ ƛƴ ŀǎŎŜƴŘƛƴƎ ƻǊŘŜǊΦ 
Note: You can also accomplish this task by clicking the column 
heading until the  appears. 

 Sort Descending {ƻǊǘ ǘƘŜ ǎŜƭŜŎǘŜŘ ŎƻƭǳƳƴΩǎ Řŀǘŀ ƛƴ ŘŜǎŎŜƴŘƛƴƎ ƻǊŘŜǊΦ 
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Note: You can also accomplish this task by clicking the column 
heading until the  appears. 

 Clear Sorting Remove all sorting options and revert to the default view. 

 Group By This Column Group the identical entries from this column into a single group. 
Note: If you group by column entry, you can right-click on the 
grouped column heading to select from the options outlined in this 
table as well as Full Expand (expand all of the grouped entries), Full 
Collapse (collapse all of the grouped entries), or UnGroup (undo the 
grouped entry). 

 Column Chooser Open the Customization window. Proceed to click and drag columns 
to this window to remove them from the screen. Click and drag 
columns from this window to place them back into the table. 
Note: You can also accomplish this task by clicking on the heading of 
the column to remove and drag the heading to the bottom of the 
screen anŘ ǊŜƭŜŀǎŜ ƻƴŎŜ ȅƻǳǊ ŎǳǊǎƻǊ ŎƘŀƴƎŜǎ ǘƻ ŀ ƭŀǊƎŜ Ψ·ΩΦ  

 Best Fit !ŘƧǳǎǘ ǘƘŜ ǎŜƭŜŎǘŜŘ ŎƻƭǳƳƴ ǘƻ ōŜǎǘ ǾƛŜǿ ǘƘŀǘ ŎƻƭǳƳƴΩǎ ŘŀǘŀΦ 

 Clear Filter Remove all filter options and revert to the default view. 

 Filter Editor See the Filtering Across All Columns section for more information. 
 Best Fit (all columns) Adjust all columns to best view all of the data at once. 
 

Filtering by an Individual Column 

To create a filter for a single column, click the funnel icon that appears once you place the cursor in the 

desired column and select a filter option from the dropdown menu (See Table 1). From this dropdown, 

you can also select from the entries in the selected column to group the column by the selected entry.   

Select To 
(Custom) Enter criteria for filtering the selected column.  

Note: View the following paragraph for additional information. 
(Blanks) Display only entries with blank information in the selected column. 
(Non blanks) Display only entries with information in the selected column. 
Table 1 

 

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering criteria for the 

selected column from the dropdown menu s (See Table 2), then enter a string of text or numbers to 

complete the condition before clicking OK. 
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Table 2 

Filtering Across All Columns 

To create a filter across all columns, use the Filter Editor function to create a filtering condition (See 

Sorting and Filtering for how to access the Filter Editor). A filter condition can consist of up to four 

options. Each option within the condition appears as a different color to help distinguish it from the 

other options, Red Text [Blue Text] Green Text <gray text>. The instructions below illustrate how quickly 

and easily you can build a condition. 

1. Select how to group values by clicking the red text component (See Table 3). 

2. Select a column heading to filter by clicking the blue text component. 

3. Select the filtering criterion by clicking the green text component (See Table 4). 

4. Enter, if applicable, a string of text or numbers to complete the condition by clicking the gray 

text component. 

5. Click Apply. 

6. Click OK. 

Button Name  

 And  

 Or  

 Not And  

 Not Or  

 Add Condition  

 Add Group  

 Clear All  
Table 3 

Button Name  

 Equals  

 Does not equal  

 Is greater than  

 Is greater than or equal to  

 Is less than  

 Is less than or equal to  

 Is between  
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 Is not between  

 Contains  

 Does not contain  

 Begins with  

 Ends with  

 Is like  

 Is not like  

 Is blank  

 Is not blank  

 Is any of  

 Is none of  
Table 4 

Using the Lookup Field 

With the introduction of the lookup field ( ) you can now move columns, sort, and filter available 

entries using the methods discussed above. After clicking the Χ in a lookup field, all available entries for 

the selected field appear.    

Unlike columns of data, columns of lookup entries allow you to search for specific items by typing a 

string into the filter field under each of the headings. The lookup will then only display, if applicable, 

entries meeting the entered search criteria.  
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Reporting 

Personalizing Reports 

You can also personalize the way you view reports in TRAVERSE. Reports now allow you to select criteria 

to display in the report before printing as well as show the username of the person who generated the 

report. Depending on the report, you can select to include a range of data or select whether to display 

certain criteria within the report.  

Filtering Report Pick Screens 

You can use the Data Filter from report pick screens to build a condition to filter the generated report.  A 

filter condition can consist of up to four options. Each option within the condition appears as a different 

color to help distinguish it from the other options, Black Text [Blue Text] Green Text <gray text>. The 

instructions below illustrate how quickly and easily you can build a condition. 

1. Select how to group values by clicking the black text component (See Table 5). 

2. Select a field to filter by clicking the blue text component. 

3. Select the filtering criterion by clicking the green text component (See Table 6). 

4. Enter, if applicable, a string of text or numbers to complete the condition by clicking the gray 

text component. 

5. Click the  icon to add additional conditions if applicable. 

6. Use the Print, Preview, or Reset buttons to generate the report or set all fields to their default 

values. 

Button Name  

 And  

 Or  

 Not And  

 Not Or  

 Add Condition  

 Add Group  

 Clear All  
Table 5 

Button Name  

 Equals  

 Does not equal  

 Is greater than  

 Is greater than or equal to  

 Is less than  

 Is less than or equal to  

 Is between  

 Is not between  

 Contains  

 Does not contain  

 Begins with  
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 Ends with  

 Is like  

 Is not like  

 Is blank  

 Is not blank  

 Is any of  

 Is none of  
Table 6 

Using Reports 

You can now use reports in TRAVERSE in a more effective and efficient manner than ever before. Some 

reports feature sortable columns as well as the ability to expand sections to gain additional information 

ƻǊ άŘǊƛƭƭ-downΦέ To sort a column, click the column heading to sort the data in ascending or descending 

order. If you generate the Summary view of the Customer Detail List, you can see an example of sortable 

column headings. To drill-Řƻǿƴ ŀƴ ƛǘŜƳΣ ŎƭƛŎƪ ǘƘŜ ΨҌΩ ƛŎƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ƛǘŜƳ ŦƻǊ ǿƘƛŎƘ ȅƻǳ ǿŀƴǘ ǘƻ ŜȄǇŀƴŘ 

information. If you generate the Summary view of the AR Commission Detail List, you can see an 

example of drill-down items.  

Reporting Toolbar 

The Print, Preview, and Reset buttons now appear on the top toolbar of the reporting functions. 

Button Select To 

 
Print the report. 

 
Preview the generated report. 
Note: See the Preview Toolbar section to view the available 
functions on the preview screen. 

 
Set all fields to their default values. 

 

Preview Toolbar 

When viewing the generated report preview, use the following buttons to perform the described 

functions. 

Button Name Select To 

 Print Print the report as it appears on the screen, including any 
columns sorted, expanded sections, etc. 

 Print Layout Change the layout of the screen before printing. 

 Page Setup Setup additional printing options. 

 Export 9ȄǇƻǊǘ ǘƘŜ ǊŜǇƻǊǘ ƛƴǘƻ aƛŎǊƻǎƻŦǘΩǎ 9ȄŎŜƭ ƻǊ !ŘƻōŜΩǎ t5C ŦƻǊƳŀǘΦ 
Note: Exporting the report retains the formatting in both formats 
and the interactive content in the Excel format. 

 


