To establish user defined synonyms for data entry, follow the steps below:
1. Click on Settings in the toolbar.  

2. From the dropdown menu, click on Preferences.  The Preferences for “USER” will appear

3. There are nine different categories:

· Sign-On Security
· Importing Farm Data

· Farm Identification
· Female Age (Cycle or Parity)
· Data Entry Settings

· Report Settings

· Language

· Date Formats

· SPI & BVSP

4. Click on the Plus (+) sign in front of Data Entry Settings.

5. Click on Synonyms

6. Click on the checkbox in front of Use Synonyms to navigate between events, placing a checkmark in the box.

· Users can define custom synonyms by selecting the event from the dropdown list and typing the desired synonym into the synonym text box.

· Multiple synonyms can be entered for each event.  Separate synonyms by a comma; do not use spaces.  Example:  XX,XY,ABC

· Synonyms cannot be more than 10 characters in length and cannot contain spaces.

· For a list of default synonyms, please refer to the Care 3000 user guide.

· Synonyms can be locked by the administrator.  When locked, the administrator’s synonyms serve as the synonyms for all users.  Only the administrator is able to alter or edit the list.  To lock down access to the synonym list, place a checkmark in the box in the lower left-hand corner of the synonym screen.
7. To save a keystroke during data entry, place a checkmark in the box in front of “Navigate to this synonym textbox with the mouse only” in the Navigation section of the screen. 
8. Click on Apply

9. Click on OK
