
  

V6.09 Training Manual   
— 
Menu 



 

Nimbus – Freedom to Focus on what Matters 2

 

Find the freedom to  
focus on what matters 
with Nimbus 
 

Contents 
Overview 3 

Creating Menu Pages and Menu Items 3 

Menu Security 11 

Menu Rules 13 

Deleting Menu Pages and Menu Items 13 

 
 

 

 

 

 

 

 

 

 

Document Information  
Author Phil Ivamy  
QA  
Version 1 
Date Created 14 September 2022 
Date 14 September 2022 

  



 

Nimbus – Freedom to Focus on what Matters 3

Overview 

A menu is an important navigation tool.  The Nimbus Intranet Menu is used to make 
enquiries, run reports, log/issue jobs, generate quotes, raise purchase orders, post time 
and materials, look up contact details and do anything else that is added to it. 

The Menu Pages are listed on the left-hand side of the screen when Nimbus is first 
opened. 

 Menu Pages hold Menu Items; this is because Menu Items are assigned to a Menu 
Page. 

 Clicking on each Menu Page opens the list of Menu Items for that Menu Page. 

You can open as many Menu Pages as you want.  A scroll bar will appear when the Menu as 
a whole exceeds the screen boundaries.  If the Menu gets too long and becomes too 
cumbersome to use, click the Refresh button.  This action will cause the Menu Pages to be 
contracted, ie. All Menu Items disappear from view leaving only the list of Menu Pages. 

 

Menu Pages and Menu Items can be created and/or edited using the Web Menu 
Application.  Menu Items can be set to link to a Nimbus Application or to a Nimbus Report. 
The reports will be displayed in the frame to the right of the Nimbus Menu. Once Menu 
Pages and Menu Items are created, they can be allocated to a User Group so that only that 
User Group will have access to them. 

Creating Menu Pages and Menu Items 

The Web Menu Application creates Menu items, as shown below. Accessed from Setup 
menu, Menu Editing menu item. Click on the Item Description 

To replace the home page picture, 
save the file as homepage.jpg and 
then put it in the 
\\Nimbus\Intranet\Images directory. 
The size of the new picture/logo 
must be 400 pixels (width) & 300 
pixels (height). 

If you have a permanent connection to 
the internet, clicking on this Nimbus 
Logo will link you directly to the 
Nimbus Website. 

Scroll Bar 

Click the Refresh Icon 
to return to the home 
page. 

Menu Page 

Menu Items 
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Note the New, Copy and Delete buttons located at the bottom of the Web Item Setup form: 

 Clicking the New button allows users to create a new Menu Page/Item. 

 Clicking the Copy button allows users to copy the existing Menu Item setup so that 
it can be linked to a different Menu Page.   

 Clicking the Delete button allows users to delete a Menu Item.  Note Menu Pages 
cannot be deleted if there are Menu Items linked to them.  This means that before 
a Menu Page can be deleted, users need to delete all Menu Items linked to that 
Menu Page, or edit each Menu Item so that it is linked to another Menu Page.  Also 
note that if there are no Menu Items linked to a Menu Page, then that Menu Page 
will not show on the menu.  This is automatic and may be a better option than 
deleting a Menu Page. 

Groups   If some User Groups are not to have access to a Menu Items, clicking the User 
Count button will allow the Menu Page/Items to be assigned to specific User Groups only. 
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Menu Pages 
To edit an existing Menu Page: 

1. From the Setup menu page click on the Menu Editing menu item.  This action 
displays a listing of all existing Menu Pages and Menu Items. 

2. Use the Page filter field to find the Menu Page you want to edit.  This action also 
lists all Menu Items linked to the selected Menu Page.   

Click on the name of any Menu Item held in the WebMenuEditID column.  This action 
opens the Web Menu Setup Application. 

 

3. Click on the Web Menu Pages tab. 

4. Select the Menu Page from the drop-down list held in the Page field. 
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5. Edit as required and then click the Save button to record changes made. 

 

To create a new Menu Page: 

1. Open the Web Menu Setup Application, as above. 

2. Click on the Web Menu Pages tab and then click on the New button. 

3. Enter the name of the new Menu Page in the Menu Page field and the description 
for this Menu Page in the Description field; this field is limited to 25 characters.  
For example: 

 

4. Click the OK button.  This action creates the new Menu Page. 

5. If required, enter a more detailed description of the Menu Page in the field below 
the Description field. 

6. The Pick Order field is used to list Menu Pages in a certain order.  Enter a number 
in this field to reflect the order listing you want for this page.  The smaller the 
number, the higher the Menu Page is placed on the list.  The pick order numbers for 
the Menu Pages in the master database are given below: 

Menu Page Pick Order  Menu Page Pick Order  Menu Page Pick Order 

Enquiry 8  Job KPI 25  Creditor 56 

Prospect 8  SLA 25  AssetM 60 

JobFlow 10  Stock 40  Finance 70 

Schedule 15  Office 50  Setup 95 

Projects 20  Debtor 54  Utility 98 
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7. Click the Save button to record changes.  (Note that a new Menu Page is not 
displayed on the Menu until at least one Menu Item has been assigned to it.) 

Alternatively, from the Menu Editing report click on the Pages header link 

 

Which will take you to the Menu Page Editing  report, click on the New Menu Page  header 
link 

 

Which will open a form allowing you to create new Page  

 

Menu Items 
To edit an existing Menu Item: 

1. From the Setup menu page click on the Menu Editing menu item.  This action 
displays a listing of all existing Menu Pages and Menu Items. 

2. Enter the name of the Menu Item to be edited in the Item Description filter field 
and then press the Enter key to apply the filter. 

3. Click on the name of the Menu Item to be edited.  This action opens the Menu 
Editing Item. 

4. Edit as required and then click the Save button to record changes made. 
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To create a new Menu Item: 

1. Click on the name of any Menu Item held in the WebMenuEditID column.  This 
action opens the Web Menu Setup Application. 

2. From the Web Menu Items Setup tab, click on the New button. 

3. Enter the name of the new Menu Item in the Menu Item field; this field is limited to 
25 characters.  Don’t use a long name as the menu column is not very wide.   

 

4. Click the OK button.  This action creates the new Menu Item. 

5. Enter a more detailed description for this Menu Item in the Details field. 

6. To allocate the item to the user groups click on the User Count column 

 

 

7. Menu Items can be setup to link to a web report, a web page or an Application.  To 
set up a link: 
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a. In the Menu Item Link section of the form, click on the Edit button. 

b. From the drop-down list in the Type field, select the type of link this Menu Item 
will have.  Refer to steps (8) to (14) below for further instructions. 

8. To link to any web report, select the Web Report type and then click the  
button to select the name of the web report.  Use the lookup to make the 
selection. Refer to the Notes field for further instructions and then click the OK 
button to save changes. 

9. To view the existing Menu Items that use this link type, enter ‘Web Report’ in the 
Link Type filter field located on the Menu Editing web report.  To link to a Nimbus 
Application (i.e. Job Posting, Enquiries & Reports), select the Nimbus Application 
type and then use the drop-down list in the Nimbus Application field to select the 
application.  Specific parameters can be entered in the Parameters field.  Refer to 
the Notes field for further instructions and then click the OK button to save 
changes. 

· /d is the parameter for the dataset name held in Nimbus Security.  If it is 
not specified, Nimbus will use the default dataset that has already been set 
up, represented as [dset]. 

· Other parameters settings can be gleaned by looking at existing links.  

· To test that the link works correctly, click the Test button. 

10. To link to a Windows application (i.e. Word, Excel), select the Other Application 
type and then click the Open button to select the application.  Refer to the Notes 
field for restrictions click the OK button. 

· To test that the link works correctly, click the Test button. 

· To view the existing Menu Items that use this link type, enter ‘WinApp’ in the 
Link Type filter field located on the Menu Editing web report. 

 

11. To open a web page or .html file in the existing browser, select the Web Address 
Same Browser type and then enter the web address details.  Refer to the Notes 
field for restrictions, click the OK button. 

· To view the existing Menu Items that use this link type, enter ‘URLSame’ in 
the Link Type filter field. 

12. To open a web page or .html file in a new browser, select the Web Address New 
Browser type and then enter the web address details. Refer to the Notes field for 
restrictions, click the OK button. 

· To view the existing Menu Items that use this link type, enter ‘URLNew’ in 
the Link Type filter field. 

13. To open Nimbus web dialogs, select the TRM Dialog type and then enter the 
path/address details.  Refer to the Notes field for restrictions, click the OK button. 

· To view the existing Menu Items that use this link type, enter ‘TRM’ in the 
Link Type filter field. 
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14. If the Open File type is selected, enter the file path and name.  Refer to the Notes 
field for further instructions and then click the OK button to save changes. 

· To test that the link works correctly, click the Test button. 

· To view the existing Menu Items that use this link type, enter ‘File’ in the 
Link Type filter field. 

15. When the link type has been set up, click the Save button and then click the Cancel 
button to exit.  

Menu Editing Web Report 
The Menu Editing web report has been written to show the setup details for the existing 
Menu Pages and Menu Items and to facilitate the editing of the menu page/item details.  

Path and/or address information is held in the LinkURL column of the Menu Editing report.  
This column can be referred to when users want to create a new Menu Item, ie. Find a 
path that is similar to the one you want and then copy and paste the path held in the 
LinkURL column to the new Menu Item. 

To open the Menu Editing report for the purpose of copying existing paths and parameters: 

1. From the Setup menu page click on the Menu Editing menu item.  This opens the 
Menu Editing report. 

2. Use the Link Type filter field to find all existing Menu Items with a certain link type.   

CODE LINK TYPE 

WebRpt Web Report 

NimApp Nimbus Application 

WinApp Other Application 

URLSame Web Address Same Browser 

URLNew Web Address New Browser 

TRM TRM Dialog 

File Open File 

3. Once you have filtered for a specific link type, refer to the LinkURL column to view 
setup information for the selected link type.  The screenshot below shows the 
Menu Items that use the ‘URLSame’ link type. 
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4. To use an existing command held in the LinkURL column, select the command, 
copy it (Ctrl + C), and then paste it (Ctrl + V) into the Link Properties, Address 
section of the Menu Item being created/edited.  (Note that for this to work 
correctly, the Menu Item being created/edited must have the same link type as the 
Menu Item you are copying commands from.)   

5. Edit the command as required and then save the Menu Item details. 

Menu Security 

Menu Pages and/or Menu Items can be made available for everyone or for selected User 
Groups only.  Access rights will vary for each organisation. 

To assign a Menu Item to the User Group that will need to use it: 

1. From the Setup menu page click on the Menu Editing menu item.  This action 
displays a listing of all existing Menu Pages and Menu Items. 

2. Use the Page filter field to find the Menu Page that will need access rights set up 
for it.  This action also lists the Menu Items linked to the selected Menu Page, in 
the Item Description column. 

3. Click on the WebMenuEditID field of the Menu Item that needs access rights set up 
for it.  This action opens the Web Menu Setup Application. 

4. Click the Groups button. 

5. From the drop-down list in the Group field, select the User Group for which access 
rights are to be set. 

6. From the Group drop-down list in the Menu Page field, select the menu page for 
which access rights are to be set for the selected User Group. 

7. The available Menu Items are listed on the left-hand side of the form.  The Menu 
Items that have been allocated to a User Group are listed on the right-hand side.  
For example, in the screenshot below, the users assigned to the ‘Office’ user group 
will see the ‘Finance’ menu page, however they will only see the ‘GL Enquiry’ and 
‘Standing Jnls’ menu items on this menu page. 
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8. To assign a Menu Item to the selected User Group: 

a. From the list of available menu items, select the Menu Item to be assigned by 
clicking on it. 

b. Click on the > button to move the selected Menu Item to the list of allocated 
menu items. 

c. Repeat until all Menu Items to be assigned are displayed in the list of allocated 
menu items. 

d. If all available menu items are to be assigned, click the >> button.  This action 
will transfer all menu items to the list of allocated menu items in one move. 

e. Use the Up and/or Down buttons to arrange all assigned menu items into the 
order they are to be displayed on the intranet menu, underneath the Menu Page 
name.  Alternatively, if the listing order is to be alphabetical, click the Sort 
button.  This action will arrange all assigned menu items into alphabetical order. 

f. If you allocate a menu item in error, select the menu item and then click the < 
button to move it back to the list of available menu items.  (If all menu items 
are to be returned, click the << button.) 

9. Click the Apply button to save changes. 

10. Repeat the above steps for any other User Group access rights that need to be set. 

11. Click the Close button to return to the Web Menu Setup Application. 

12. Click the Cancel button to close the Web Menu Setup Application. 

13. Alternatively, from the Menu Editor report click on the User Count and tick the 
required group. 

14. Alternatively use the User Count column for the Menu Edit report 
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Menu Rules 

If a Menu Page does not hold a Menu Item, the Menu Page will not be displayed in the 
Menu. 

If a new Menu Page has been created, the Menu must be refreshed before the Menu Page 
is displayed. 

If a Menu Item has not been allocated to a User Group, it will not be displayed for that 
User Group. 

If all Menu Items belonging to a Menu Page have not been allocated to a User Group, then 
that Menu Page will not be displayed. 

Deleting Menu Pages and Menu Items 

If required, Menu Pages and Menu Items can be deleted.  However, keep in mind that 
delete means delete and there is no undo button if you change your mind. 

Note that Menu Pages cannot be deleted if there are Menu Items linked to them.  This 
means that before you can delete a Menu Page, you will need to either delete all Menu 
Items linked to that Menu Page, or edit each Menu Item so that it is linked to a Menu Page 
that will not be deleted.   

Note also that if there are no Menu Items linked to a Menu Page, then that Menu Page will 
not show on the menu.  This is automatic and can be a better option than deleting a Menu 
Page.  This is because the Menu Page will remain in the database for future use and it will 
only be displayed in the menu if a Menu Item is linked to it at some future point in time. 

To delete a Menu Item: 

1. From the Setup menu page click on the Menu Editing menu item. 

2. Use the filters to locate the Menu Item to be deleted. 
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3. Click on the name of the Menu Item (located in the Item Description column) to 
open the Web Menu Setup Application.   

4. Click on the Delete button. 

5. You will be asked to confirm the ‘delete’ action; click OK to confirm. 

 

6. Close the Web Menu Setup Application and refresh the Nimbus Intranet.  This 
action will remove the Menu Item from the list held in the Menu Page.  Note that if 
this is the last Menu Item to be removed from the Menu Page, this action will also 
remove the Menu Page from the menu. 


