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System Navigation 
This section describes keyboard notes, toolbar, login screen, field functionality, insert and delete 
record functionality, and operational notes that are helpful in navigating LPMS.  The data shown 
in the pictures of this document are for format review purposes only. 

Keyboard Notes 
The following keyboard functions can be helpful while working in LPMS. 

Tab Moves the cursor to the beginning of the next field. 

Shift + Tab Moves the cursor to the beginning of the previous field. 

Ctrl + Tab Moves the cursor to the beginning of the next field outside 
of the subform. 

Alt + Arrow Down Show the contents of a dropdown box without using the 
mouse. 

Arrow Right/Left Allows the user to select option buttons without using the 
mouse. 

Space Bar Allows the user to check and uncheck checkboxes without 
using the mouse. 

ESC Allows the user to stop the update of a record or to break 
out of a function. 

Custom Toolbar 

    1   2       3       4   

To assist the user, a custom toolbar is available from applicable screens and allows the user to 
navigate to LPMS screens.  When the user puts their cursor over a toolbar button, the purpose of 
the button will be displayed.  The buttons on the toolbar, listed from left to right, perform the 
following functions: 

1. Save the current record 
2. Open the Policy Search screen 
3. Open the Reports Menu screen 
4. Clear the current record 
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Treeview
The security-authorized user will be allowed to access system tools option screens from the 
treeview.  The following is an example of the available screens under the treeview: 
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1. When the cursor is positioned over a module of LPMS, the module link becomes visible. 



Louisiana Plans Management System (LPMS) Friday, July 7, 2006 
Producer User Guide – Version 3 Page 11 of 149 

2. Click the link to expand the module and show its available screens.  (Clicking the link again 
will collapse the module.) 
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3. Click the screen link within the module to go to the screen. 
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Field Functionality 
The following table explains the functionality of fields in LPMS. 

Field Color Field Functionality Definition
White Optional field  Field can be filled out or left blank 
Yellow Required field Information must be entered for field 
Gray Disabled field Information cannot be input into field 
Red Exclamation 
Point

Invalid data field, 
incomplete required field  

Data entered is invalid in field; field is 
required and must be completed 

The following screenshot gives examples of the field functionalities: 
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Record Functionality 
The following steps describe how to insert, edit, and delete records in a list. 

1. Click the Add link to clear all fields and allow entry of a new record. 
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2. Fill out the applicable information and click the Save icon to submit the new record. 
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3. Click the View link to edit fields for the current record. 
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4. Click the Cancel link to terminate the addition of a new record and return to the current 
record.
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5. Click the Delete link to delete the current record. 

6. The following screen will confirm deletion.  Click the OK button.
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Operational Notes 
The following notes provide additional information about how to operate LPMS. 

1. When inputting text, users must enter the appropriate spacing and characters for the 
following field types.  The exact formats shown below must be followed in order for 
LPMS to accept the data. 

a. Phone numbers: (000) 000-0000  
b. Social Security Numbers: 000-00-0000  
c. FEIN: 00-0000000 
d. Dates: 00/00/0000 

2. When closing an LPMS web browser screen, there is no prompt to save.  If a screen is 
closed without clicking the Save button, data will not be retained.  To avoid losing data, 
click the Save icon or the Continue button to move from screen to screen.  


