Chapter I. Introduction

APPAK Master Menu Screen

Introduction

his manual documents APPAK, an accounts payable system devel oped and marketed by

Aim Management Services, Inc. The information presented in this manual isintended as a

reference to supplement proper training in the installation and use of APPAK. The first
step in using APPAK is to become familiar with the information in this reference manual. It is
recommended that you review the menus and options for an overall view of the system, how the
optionsinteract and what the various functions do.

APPAK is designed to track your payables by entering accounts and invoices into the
system. From the information you supply in these entries, APPAK issues checks to the payable
account. APPAK allows you to select which accounts are to be paid, and keeps track of discounts
available for timely payment. Since some invoices may be recurring, APPAK can automatically
generate these recurring invoices from a specimen invoice. A unique feature of APPAK is
QuickCheck("™) which permits writing a check immediately (such asto pay aC.0.D.). A number of
reports provide aging of accounts, listing of accounts, history of accounts, a check register, and a
listing of your recurring invoices. APPAK gives you the ability to reprint checks already issued
and to print mailing labels.

A step by step procedure is provided in this manual to guide you in operating Appak
Software. Should you have any questions, please feel free to e-mail us at support@ai mpaks.com
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For your convenience, alist of all the menus and optionsin the APPAK system is presented below:

Print reports
menu

Keys used to select
the menu

Ak - ACCOUNTS PAYABLE MEHUS

Setup & file maintenance

L

v

opera RS :

Dataand
operations
menu

ficcounts
Ghecks
iroups

Select for Payment

Projected Cash Heeds

Uehicles Maintenance

Enter Your Choice? [

Purchases ETUP F&
lnused Debits
Wages+Salaries Printers
fAccounts... figed Invoices Shell/08
Ledger Audit File Fix
Haster Lists Colors
History Defaults
Checks... Register Query
Issue Checks firchive
Payee Summary E-0-H
Enter Your Choice? Choice?

If cursor is here,
push enter key to
put in anew
bill/invoice

HEWL THUOICE ENTRY

(F?=0rders)

TICKLER FILES&:
Payments Due
Invoices Missing
ienerate Groups
Uehicle Operation

Remindersfor
payments,
bills, vehicle,
Dataentry

Enter Your Choice?

Description of each of APPAK'™s Data Files, and their purpose:

ACCOUNTS: This file holds information about each of the accounts entered through the
Accounts Entry and Change screen.

AUDIT TRAILS: Thisfile is a self-maintained, internal control file which stores the entries of each
operator by the Operator's ID (OPID) number. The file can be printed in areport form to check the
entries and subsequently deleted.

CHECKS: Thisfile holds checks to be paid until they are printed through one of the check printing

options: "Issue Checks", "Reprint Issued Checks", and "QuickCheck(tm) Check Writer".

DEFAULT PARAMETERS RECORD: This holds information about your firm, various control
information required to process data in the system including current dates for transactions and
end of month processing and the printer setup controls.

GROUPS: Groups establish a specimen invoice as a "mask" for future invoices to the same
accounts. APPAK copies the specimen invoice and provides a new entry number and new date.




Chapter I. Introduction 3

This greatly simplifies repetitive payments to the same account, since these new entries are
generated by APPAK. Thisfile holds these groups.

INVOICES: Onceinvoices are entered, they are stored in thisfile until deleted using the <DELETE
RECORD> function key or if selected for deletion at End-of-M onth processing.

LEDGER TALLY: Thisfile holds the ledger account number and the amount of the payment from
the ledger account so that entries to other Accounting Modules can be made.

ORGANIZATION OF THISMANUAL

Each menu option includes a "Purpose" as an introduction to the option. Next are general
comments about the option, followed by an illustration of how to access the option from the menu
being described. After the menu illustration is a sample of the screen on which you are placed or
the report generated by the option choice. Following a sample screen is a description of each of
the fields on the screen and other comments necessary (such as special function key notes).
Following a sample report are Operation Instructions, detailing the questions asked by APPAK
when the option is chosen. For further information on generating reports, see the section "General
Comments Concerning Reports' in Chapter 8 (Cookbook of Operations).

Pages are numbered consecutively throughout the manual, but are prefaced by a chapter
number (such as 13, 223, etc.) to provide easy access to information. The contents of each
chapter are briefly described below.

A cookbook is included in this manual as a guideline only. Y ou may change any of the procedure
depending on your company procedure.

A few brief comments about the system arein order:

When choosing options on menus, enter the number/letter of the option desired only.
Function keys are displayed on the bottom of each menu as a guide. If you made a mistake or you
are on thewrong menu screen, push ESC function key to go back to the previous screen.

The blanks which arefilled in on the entry screens are called fields. After entering information in
any field, be sure to press <ENTER> to move to the next field. To skip a field, simply press
<ENTER> again. When you have finished with a screen, be sure to pressF10 to save the entries or
changes or press <ENTER> through to the end of the screen to permanently store your changes.
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General Keyboard Orientation

Function Keys used in Aimpaks Accounting Software

unction keys are designed to provide additional assistance throughout the program. The
functions of some of these keys are also described in this manual and on the help
screens where appropriate. Keysnot listed are not used. "Flex Key" and "DataFLEX"
are copyrighted terms of the Data A ccess Corporation.

On PC-compatibles, the keys listed below are used for the DataFlex function stated.

F2 F3 F4 F5 F6 F7 F8 F9 F10
PREVIOUS SUPERFIND PRINT CALCULATE DELETE USER 1 USER 2 CLEAR SAVE
FIELD SCREEN RECORD SCREEN RECORD
BACK
PAGE UP PAGE INSERT DELETE UP DOWN RIGHT LEFT SPACE
TAB DOWN ARROW | ARROW | ARROW | ARROW
FIND PREVIOUS NEXT INSERT DELETE SBRSOR CURSOR CURSOR CURSOR BACKSPACE
RECORD RECORD RECORD (RZHARACTE (RZHARACTE DOWN RIGHT LEFT & ERASE

The ESCAPE (or <EXIT>) key hasfour functionsin this program:
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1. If you're on a menu, pressing ESC exits you out of APPAK and takes you back to the

operating system level.

If you're on ascreen, pressing ESC putsyou on amenu.

3. Pressing Esc cancels you data entry without saving it to the system. This doesn’t apply if
you have pushed F10 or ENTER at the end of each table entry.

4. If you've started up areport where APPAK asks you to fill in the operating questions for that
report, pressing <ESC> cancels your request for the report so that you can start again.

5. If using print to screen or the printer started printing, pressing <ESC> will stop the report and
APPAK will ask if you really want to stop the report.

6. If areport isrunning, pressing <ESC> can stop the report. APPAK will ask for verification
that you really want to stop the report.

N

On any of the menus in APPAK, options in Lower case go to screens, while optionsin all
UPPER case go to other menus with additional options. Selecting an option from a menu is a one-
keystroke operation - simply press the number next to the option. Do not press <ENTER> after the
number you select.

AIt+ESC — Pushing Alt and Esc keys together switches minimizes (turns into an icon) APPAK
DOS Screen to windows without exiting APPAK program. This applies to Win 3.x and Win 95
version. To maximize APPAK, double click icon.

AI+ENTER — Pushing Alt and Enter keystogether resizes the APPAK Window Screen.

ESC — Exit or terminate the program, return to menu. If you are on a menu, this will log you off
from DataFLEX.

ENTER — moves your cursor from one field to the next field and when you reached the last entry
field pushing enter at the end of each table or screen will automatically save your data entry.
But we recommend that you push F10 to save your work if you change afew entry.

TAB — (FIND RECORD) Once information is entered in a field, this key will display the record
associated with that information. If that information does not exist, this key will display the
record which would follow the information entered.

F3 — (SUPERFIND) When on a menu, pressing this key accesses DataFLEX's QUERY program
allowing you to extract information from the database in the form of ad-hoc reports.
Instructions for using QUERY can be found in the section "Using the Query Feature" in the
Cookbook of Operations.

F4 — (Print) Under customer accounts, pressing F4 givesyou alist of print menu to choose from.

F5 - Calculate, standard function key used for simple mathematics e.g. addition, subtraction.
Press to perform arithmetic. The cursor will move to the bottom of the screen where the
operation can be performed. Addition and subtraction signs are standard (+,-). Usea* to
multiply and a/ to divide. Examples: 3+5 5-1 6*7 8/4. Once the problem has been written,
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press <ENTER> to obtain the answer. The result will be displayed in the field where the
cursor was located when the CALC key was pressed.

F6 — (DELETE RECORD) REMOVES thedisplayed record from the file and its key from the key
list.
This is intentional to avoid accidentally deleting a customer record from the system and
because transactions and other system information is tied to the customer account (and
these should also be deleted when the customer is deleted). |f you have made an error on a
customer's record, simply type over the mistake and press F10 (to save) or push
BACKSPACE to clear thefield.

To delete a Customer Master Record, three conditions must be met: the balance must be zero,
there can be no entries made against the account, and the customer must be a cancelled
customer. |f you must delete an erroneous account which has been entered by mistake, set
the status to cancelled. When End-of-Month isrun, the account will be deleted.

If youaccessan old Transaction record by entering the Entry Number, you can DELETE the
record by pressing the DELETE Key.

CAUTION: Be very careful with this operation. Once deleted, a Transaction record is
completely GONE from the system. (The only way to recover is from the backup diskette or

tape).
Delete- Allows deletion of acharacter from the text

F7 and F8 — (USER1 KEY and USER2 KEY) These two functions are active on some screens and
accomplish different functions while on different screens. When active, a brief explanation
of their function on that screen appears at the bottom of the screen. A complete
description of the function for that screen appears in this manual with the description of
the screen.

F7 — under customer accounts, pressing F7 gives you Account Operation menu screen for dialing
(D) your customer’s phone number or to make notes (N) that will appear under the
technicians route sheet when doing services.

F9 - Clears all screenfields, but maintains the blank form. Information entered in windows will
not be saved to the database. Thisis useful in preventing unwanted or incorrect information
from being saved.

INSERT — (INSERT CHARACTER) - Allows insertion of a character into the text.

PAGE DOWN — (NEXT RECORD) - Displays the next sequential record for the window in which
the cursor islocated. This Flex key also allows paging within amulti-page record.
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Page down is also used when you print a report through the screen before making a
hardcopy. By pressing Page down, you can stop the screen printing and APPAK asks you
to either press ESC to stop or any other key to continue.

PAGE UP — (PREVIOUS FIELD) - Moves the cursor to the previous field allowing For corrections.
Some fields require an entry before you can return to the previousfield. Simply enter alegal
entry then
press thisfunction key.

F10 — (SAVE RECORD) - Stores the displayed information to the data base. Normally, you will
press the <ENTER> Key after each field and the system will automatically SAVE the
Record. However, if you change only some of the fields on a screen, you must use the

F10 Key to save the changes.
CURSOR PAD KEYS:
I UpArrow - generally do the same thing as Page Up

_ - Down Arrow — similarly will move you forward through the next field like

using Page Down
1 Right Arrow and Left Arrow —moves your cursor one letter at atime left or
right
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Entering APPAK'" System

Operator Log-on

perator log-on allows people to log on as different user of the system. Upon entering

the system you are prompted to identify yourself to the sytem and will not be allowed

access until thisinformation is entered. Thisis called the operator Log-on procedure.
This page describes a general 1og-on procedure. Since every computer is alittle bit different, your
steps may not be the same as shown here.

You are prompted to identify yourself to the system and will not be allowed access until this
information isentered. Thisis called the Operator Log-on procedure. Thisprompt is:

APPAR

ficcounts Payable

Enter vour operator ID code:
Enter vour password: _

First, enter the operator code (assigned by the supervisor). Press <ENTER>. Second, if
required, enter the password. Press <ENTER>. The password will not show on the screen. This
provides additional security should non-authorized personnel be viewing the screen at the time of
the your log-on. When this log-on procedure is completed, you will be placed at the AIMPAK
Master Menu from which you can choose the option you desire.

All AIMPAKS require an operator identification (OPID) for some of the reports. This is a
one-digit to four-digit numerical code which is not necessarily related to the USERID mentioned
above. You will need to assign these codes to each individual operator to be able to efficiently
track entries into the system. You may use any numerical code you wish; however, you will need
to keep track of this code yourself.

Recall that AIMPAKSs can run more than one company at atime. These other companiesare
run onindividual directories or user numbers. You will have to log-off (exit) from one company
and log-on again to move to another company.
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Once you have signed on to the computer, you will see a menu displayed listing all of the
AimPAKs module to which you have access. This is called the AIMPAK Master Menu and is
described in the next section.

If you have a prompt, but no menu, enter the code DFX at your prompt and press <ENTER>.
The Master Menu should appear.A part of the AIMPAK system you have received is a menu
system which gives you access to the particular PAK you have purchased. Y ou have signed
on to the computer and are now placed on a menu listing all of the PAKs to which you have
access. Thismenu is called the AIMPAK Master Menu. The last time and date you accessed
this AIMPAK is also shown. "Blank" choices represent other AIMPAKSs which you did not
purchase. Anexample of this AIMPAK Master Menu is shown below:

Select the particular option you desire by choosing the number that appears opposite the option.
DO NOT PRESS<ENTER>. You will be placed on the entry Menu of that AIMPAK.

Below isalist of themenusavailablein APPAK:

NEW INVOICE ENTRY AND CHANGE: allowsyou to enter invoice information supplied by your
payable accounts.

REPORT MENU : Selecting " F3" accesses a sub-menu with eleven reports which can be generated
through this option, such as audit entries, history, account ledger report and their ledger numbers,
discounts avail able and offer, issue checks, and many more.

OPERATIONS: Selecting "F7", gives you the options to enter accounts, checks, and other
mai ntenance and operational menus.

SETUP (F4) : accesses the system setup operations such as printers, adjusting screen colors,
query, end-of-month processing, archieving which are periodically required.

TICKLER FILEMENU (F8). This option accesses a sub-menu with four options allowing you to
set up and maintain reminders necessary to run APPAK so you don’t miss a payment.

Keys used to Setup & file
select the menu maintenance
Print reports /
Dataand
menu
P _—"| operations
[T - ACCOUNTS PAYABLE MEN
_ m
> K enu
REPORTS F3 OPERATIONS F7
Entrie Purch ! SETUP Fi
urchases
Unused Debits ;::::ts
Wages Audit Printers roups
ficcounts... figed Invoices Shell/08 rojected Cash Heeds
Ledger Audit File Fix elect for Payment
:‘;::::yllsts ﬁ:;::its ehicles Haintenance .
Checks... Register Query Enter Your Choice? Reminders
Issue Checks firchive = for
Payee Summary E-D-H TICRLER FILE
Enter Your Choice? Choice? Payments Due paymentsv
Invoices Missing b|||S,
Generate Groups
] HEW THUOICE EMTRY (F9=0rders) Uehicle Operation VehiCIe
If cursor is here’ pUSh > Enter Your Choice?
enter key toputina

new bill/invoice
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APPAK™ Com Setup Defaults

Setting up the Company Setup (Defaults)

he information you enter on this screen isall the information regarding your company’ s setup, which will
automatically be used by the system “to personalize” the operation of your accounts payable.

To edit or enter company setup screen, go to Appak-

Accounts Payable Menu and push <F4>. Choose D-defaults,

and push <ENTER>. (Seeillustration).

Company Code: Thiscodeisabrief descriptivetitle, which
appears on work screens and identifies the company. It isnot
used anywhere elsein the system. It can be alphanumeric and up

eight characters.

CAUTION: DO NOT USE "APPAK" for thiscode. APPAK is

reserved for demonstration copies of the program. If
you use this code, it will disable your fully
functioning program and you will have to purchase a
replacement copy.

Notes: Billing and shipping information can be the
same depending on how you want to handle your
company’s address for receiving invoices/statement
and receiving shipments.

Name: Enter the name of your company. Thisis
normally the full name of your company (up to 30
characters) and appears on all reports.

Address: Enter the Addressfor your company. Three
lines are available with up to 30 characters on each line.

APPAR - ACCOUNTS PAYABLE HENUS SRbztiibiilibiiel)

T

REPORTS 5333

Entries... LN

udit Trail
Purchases
Unused Debits
Wages+Salaries

fccounts. .. Aged Inweices
Ledger Rudit
Haster Lists
History

Checks... Register

Issue Checks
Payee Summary

OPERATIONS [iEsaiid H

SETUP F{

fccounts
Checks

Printers
Shell/0§
File Fix
Colors
Defaults
Query
Archive
E-0-H

broups

Projected Cash Heeds
Select for Payment
Uehicles Maintenance

Enter Your Choice?

Enter Your Choice?

TICKLER FILES Ji3is) to

Payments Due

HiEEy e

Choice?

Invoices Missing

HEW THUDICE EWTRY

(F9=Orders)

Generate Groups
Uehicle Dperation

Enter Your Choice?

T

APPAK - ACCOUNTS PAYABLE COMPANY DEFAULTS Bl vi3.00

Company Code

BILLING INFORMATION
(EUTMNatural Growth services, InC
LGP 0. Box 350128
Ft. Lauderdale, FL 33335-0128

[l ar W0 54 -987-4657
b Q954-961-5136
b Nl 0 0a i mpaks . com

SHIPPING INFORMATION
[EULMNatural Growth Services, Inc.
JRLIKITW3231 Sw 44th Street
Ft. Lauderdale, FL 33312-6930

IO 54 -987-4657
EE@954-961-5136
bl n@aimpaks. com

DEFAULT SETTINGS -- Current Processing Periods

WEEK: W(WAEEY through CINIFENCEN
Lol I H04 /01/200 1 RarlieTits W04 /30 /2001
YEAR: [N through IREEN{eeN

<'l____________

ESc=Close, TAB=Jump, Fl0=Save.
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Phonesand fax numbers: Enter company’ s phone and fax numbersif applicable.
Int'net: Enter e-mail addressif applicable, if you don’t have an e-mail address, leaveit blank.

DEFAULT SETTINGS - Current Processing Periods (Week, Month, Year): Enter the dates for the following
week at the end of each week. At the end of each month, when you run the End-of-Month Processing, the system will
ask if you wish to advance the current month. If you answer yes, the current month will be automatically updated for
you. If the month to be processed isthe end of the fiscal year as shown in the "Current Year" field, the system
automatically accumulates the entire history for the year and then updates the current year. APPAK only functions
properly with calendar months; Fiscal Years MUST begin on the first of a month.

One purpose of these three entries is to make report printing simpler. 1f you maintain these fields up to date, when a
report asks for a date range to print, you can respond with W, M or Y (for week, month, or year, respectively), to
avoid having to manually enter the current dates.

Note: Push <TAB> to jump from one section to another.

DEFAULT SETTINGS - General Ledger Accounts

Note: We recommend that you create your own Chart of Accounts (see Appendix 1. Chart of Accounts example)
and print it as a guide for everyday use. You may contact your accountant for guidance. To save all the entries and
changes you made, push <F10>.

Cash/Checking: Enter the default Iedger account 'APPAK - ACCOUNTS PAYABLE COMPANY DEFAULTS B e o e eE, V3,00
number you use for your cash or checking account in conpany Code
your General Ledger. Thiswill seed but you can BILLING INFORMATION SHIPPING INFORMATION

[ElMNatural Growth Services, Inc.
PRLIEEN3231 sw 44th street
Ft. Lauderdale, FL 33312-6930

i i i I \Ei:-MNatural Growth Services, Inc.
change it when paying a batch of selected invoices. dgne RO

Ft. Lauderdale, FL 33335-0128

Accounts Payable: Enter the default ledger account N0 54-987-4657 U R054-987-4657
. b9 54-961-5136 b 954 -961-5136

number you use for your Accounts Payable account in ||zt 'net FCyurIeRe b\l 0a i mpaks , com
your General Ledger. Thiswill seed, but you can DEFAULT SETTINGS -- General Ledger Accounts
change it when entering invoices. cash/checking IR

Accounts Payable JANIGEUNIG

Discounts Taken ENEENONNY <
Discounts Taken: Enter the default ledger account vehicle Maintenance GHEVMSINY
number in your General Ledger, which you useto
offset discountstaken. Some companies offer a | ESC=Close, TAB=Jump, Fl0=Save.

discount for invoices paid in atimely manner. This

field balances the original amount entered through the "Invoices Entry and Change screen” to account for the
discount taken as the checks are printed. Only one discount may be taken.

Vehicle Maintenance: Enter the default ledger account number in your General Ledger, which you use to offset
vehicle expenses.
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DEFAULT SETTINGS- Operations

APPAK - ACCOUNTS PAYABLE COMPANY DEFAULTS M V3.0

Last Transaction Entry. The system stores the last transaction Company Code ATH
number used in this field and increments it automatically each
time atransaction entry is made to any account. The operator

should not normally change thisfield.

BILLING INFORMATION
Name AIM Management Services, Inc.
Address P.O. Box 350128
Ft. Lauderdale, FL 33335-0128

SHIPPING INFORMATION
Name AIM Management Services, Inc.
Address 3231 sw 44th Street
Ft. Lauderdale, FL 33312-6930

Phone 954-987-4657
Fax 954-961-5136
Int'net ap@aimpaks.com

Phone 954-987-4657
Fax 954-961-5136
Int'net ap@aimpaks.com

DEFAULT SETTINGS -- Operations

“Issued Date” Seed: If you want the date to seed automatically

from current date, enter Y-yes. If not enter N-no. Y ou will
have to enter the date manually.

Terms Seed: Enter theterms you want to be seeded, e.g. C.O.D.
Termsisdiscussed in later chapter.

Check Number Ceiling: We recommend that you leave the default entry of 2900000000.

AR Order Entry Program: Leave the default entry of “ARECHD”.
Push <TAB> to go to the next screen

Last Transaction Entry 8465
"Issued Date" Seed Y
Terms Seed C.0.D.
check Number Ceiling 1900000000
AR Order Entry Program ARECHD

<—

ESC=Close, TAB=Jump, FlO=Save.

APPAK - ACCOUNTS PAYABLE COMPANY DEFAULTS Esiiiiisiiaiiiiiiiiiiiiiis v:3.00

Company Code

BILLING INFORMATION
[EiNatural Growth Services, Inc.
ELGIIIP. 0. Box 350128
Ft. Lauderdale, FL 33335-0128

SHIPPING INFORMATION
[Laliatural Grosth services, Inc.
Address EpH)
Ft. Lauderdale, FL 33312-6930

Automatic VehicleLog: If you are using Aimpaks to keep log of
vehicle expenses such as gasoline, we recommend that you enter

Y-yes. Thiswill be explained later in Vehicle expenses and mileage

|2 (a0 54 -987-4657
;Y 4054-961-5136
N o h0ampaks . com

054-987-4657
954-961-5136
b T pda mpaks . com

logging.
GL LinkageLevd: Leavethisfield blank .
Path: leave thisfield blank.

DEFAULT SETTINGS -- Operations

Automatic vehicle Log (Y/N)?

6L Linkage Level (Auto/Manual/None)? E rath |

Press <TAB> to go to the next screen.

ESC=Close, TAB=Jump, Fl0=Save.

DEFAULT SETTINGS- Reports

Report by Departments: Recommended default setting is 2 (for yes)

APPAK - ACCOUNTS PAYABLE COMPANY DEFAULT U:3.08

| Company Code

BILLING INFORMATION
LEUCMNatural Growth Services, Inc.
LIVTEENE. 0, Box 358128
Ft. Lauderdale, FL 33335-0128

Report Printer: Enter the Default Printer destination
for printing reports. See setting up printersfor more
information.

SHIPPING INFORMATION

LEUCNatural Growth Services, Inc.
[LITEEN0231 §U 44th Street

Check Printer: If you use a printer to print checks, Ft. Lauderdale, FL 33312-6938

enter the name of the printer here. If not, enter ST 054-987-4657 ST 054-987-4657
" N 2 %954-961-5136 2 %954-961-5136
NONE Int'net i Int'net i 3

Aging Breaks: These are the days (negative for DEFAULT SETTINGS — Reports

future) from current report date for column breaks.
We recommend to leave default settings. (See
[llustration)

Report hy Departments A ¢i=no. 2=yes)

Report Printer i

Check Printew

Aging Breaks ("-" for future): 1=

3= 1 4- T 5- TH o= T

Note: for the rest of the screen entries, such as |
Default Settings —menu, End-Of-Month, leave all the
factory default settings of 1=-14, 2=-7, 3=-0, 4= 30, 5= 60, 6=90

E8C=Close, TAB=Jump, F1B=Save. |
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Setting up and Selecting Colors for Appak ™ Menus
This setup isfor “personalizing your color preferencein Appak ™ menu screen. <F7> will set the traditional color
defaults.

To change the screen color in Aimpaks, go to Appak —Accounts payable Menus, push <F4. Setup. Choose C-color.
Push <ENTER>

Side cursor moves up and down is used to choose
which color entry to change and also shows the
actual color combination

Auto

LISTS OF EHTRIES -- the actual data entries appear like thiz
200 WORE SCREEM: -- the data Ficlds are indicated Tike this 1

These arrows are your color picker. There
are two sets of arrows — vertica and
horizontal arrows, that chooses the color
coordinate on the color palette

MEHUS OF CHOICES -- the current Henu choice zhows Tike thiz I

WARMING MESZAGES -- &FrFoFs and Heaning appiar Tike this |
I HELF IHFJRMATION -- wour assistance appears as thiz |

{OK.. 15723 ¥

=D L -]

£
T
i
=
o
L IS

o

MG\B

PR E oo
k-

N EEE '-4§
T gSI

: 1 1 i 45 5 o SE_ ] Wi

Fik 16 i) R 16 i R I e
LaMWH=Fane], DF=0ATASFIRM, FP=Trd'l, Fé=LcD, Fi=Resst, FI0=fave, Esc=Cancel.
ju} a7 15:5:5

!
— LA T

-

Wednesda

The letters LZMWH represents each panel above the color palette. For each of the five panels, you can specify a
color setup for the form (F) and the data (D). Push letter F to activate the form color selection and D for data.

E.g. To change the color of List of entries, push the letter L on the keyboard and move the arrows on the sides of the
color palette (using up/down & side arrow keys). Observe the color changes on the List of Entries panel.

Save your selection after making all the changes by pushing F10. Then you can do the same procedure with Z (zoom
screen), M (menus), and W (warning messages), H (help information)
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New Accou

Entering and Editing Accounts

his option allows you to enter all necessary information concerning your payable accounts, as well as
change any of the information currently on file or setup. Once you are on the Appak — Accounts
Payable Master Menu screen, you can access information, setup, print reports and pay bills.

Entering a new account

APPRK - ACCOUNTS PAVABLE MENUS st biabh st SRt b e

el OPLRRTIONS EFRIRRH F7
To enter the Accounts Entry and Change Screen, push <F7 5555;:;5;.;:; == Eggggg“
function key>, OPERATIONS MENU will be highlighted and then e it | | B selbct e Pt~
select A-accounts under Operations, push <ENTER>. Choose any shecks.. fomige | | ey Eater Your Ghoice?
Payee Summary 0-H

of the account/template samples and push <F4> to go to detailed
screen. Thiswill give you ablank account to befilled in. Y ou may

HEW

enter the new account. — @ Lomer _' P

Note: If you are editing the vendor’ s infor mation, choose the
account and push <ENTER> .All information will be seeded by I o et v
Aimpaks. - s x ]

Account # Department ___ Oﬁer_wed Note
Account #: Enter up to 12 characters to indicate your Addross ey ———— T
. o or s .
account number for this payable account. If thisisan Sata Pronu - Ces/o/muoices)
P contact GL Account  6340.000000
existing account master, enter the account number and Pronet oo Terms
escription

the account information currently on fileis displayed. -
. Tickle -- Next Step: __ value Range
Y ou may use the <Page Up> and <Page Down> function vehicle seed __  Autogen: Flag _ Entry Nunber
. Comment:
keysto move among all account masters on file.

to
select (y/n/a/p) _

Ordet: Methgd (D/F/M/g) _ Sgrgharge if minimum order is not met:
NOTE: Do not put any spaces on the account number. | 24Eiel Sussie o | dinjun order smont ieors suhargss - —
. . > Feac? . .
E.g. Aim Mgmt should be entered as AimMgmt. endor POy Frices? - | preferred shipping nethod:

ESC=Close/Cancel, Fé=Remove, F7=Notes, F8=Invoices, F9=Clear, FlO=Save.




Appak ™ Reference Manual 15

Department: Thisisafour-character entry to designate atype of account. For example, you can separate
accountsinto categories such as OVHD (for Overhead), MAIN (Maintenance), etc.

Name: Enter the name of the payable account. Y ou may use up to30 characters for this name.

Address: Enter the address of the payable account. Each of the three lines may have up to 30 characters.
Contact: Enter the name of your contact person at the payable account. This field accepts up to 30 characters.

Phone: Enter the telephone number for this payable account. Thisfield accepts up to 20 characters allowing
sufficient space for area codes and symbols (such as parentheses around the area code and a dash after the
exchange).

FAX: Enter aFAX number, if applicable, for this payable account. This field accepts up to 20 characters.

Date Opened: Enter the date this account was opened. If thisisanew account, today's date will be seeded
automatically into thisfield by APPAK. Press<ENTER> to accept thisdate. Y ou may changethisdate, if
desired.

Their Acct# Enter your account number assigned to you by this company/ vendor, if applicable. This number
will appear on checks printed for this vendor.

Fin or SSN: Enter the vendor’s FEIN or SSN. If none, leave this blank.

10997 Enter Y (yes) - for a1099 summary report of all payments made for the calendar year. Enter N (no) if not
applicable.

Stub Detail: Enter Y (yes) if you wish details to be included on the counterfoil. The counterfoil is the check
stub and shows the invoice number, the invoice description, and the balance due for each invoice to be paid

with thischeck. Upto 16 invoicesare SNOWNONONE |\ o s s
. . . APPAK - ACCOUNT MASTER iomiinasiiinini ittty
counterfoil. If you do not wish these details to be
. Account # Department ___ | Opened Note
included, enter N (no). Name - Their Accth
Address FIN or S5N 10997 _
NOTE: If you have morethan 16 invoicesto be stub petail  (ves/No/Invoices)
paid with this check and you have set thisfieldto Y Contace 6L Account 6340.000000
(yes), be aware that APPAK printsall the invoices FAX# Description
assigned on the check stub. If there are more Tickle - Next Step: __ value Range to
invoices than 16. APPAK voids the next check and vgmc]etseed ___ AutoGen: Flag __ Entry Number select (y/n/a/p) _
! omment:
continues with the invoices on the next stub, up to
an additional 16. This process continues until all order Ijllletﬂod (0/FM/P)  _ | surcharge :‘jf minimum grger is not net:
. . . Partial shipments OK? _ | Minimum order amount before surcharge:
invoices have been listed. If you have many Ackgow'ledgement Needed? _ Min;mum grdﬁr amount fﬁrdfree shipping:
; P i P i i vendor on PO? _ Prices? _ | Preferred shipping method:
invoices to.be paid with this check, you may wi sh Notes (private)
toset thisfieldtoN (no) to keep fromvoidi ng too ESC=Close/Cancel, Fé=Remove, F7=Notes, F8&=Invoices, F9=Clear, Fl0=Save.
many checks.

Data Phonett: Thisonly appliesif you have amodem or adatalink program in your computer, to coordinate data
transfers with other firms that use Aimpaks. Leave this blank if this does not apply.

GL Account: Enter the General Ledger distribution account number normally used for the debit account posting
transactions. E.g. 5110.0000 (for equipment), 5120.0000 (for shipping).
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Terms: Enter the terms under which you pay this account. E.g. COD, net 15™. Thisfield accepts up to 20
characters. Available syntaxes are:

a) COD

b) RECEIPT

c) NONE- If youleavethisfield blank.

d) NET XX

e) NETYYZZ

f)  NET YYZZ PROX

Terms explained:
COD, Receipt and None — the effect on“ Date Due” equals date received.

Net xx, net yyzz, net yyzz prox_— the effect on “Date Due” isthe Date I ssued plus xx of days; where zz isthe
“th”, “nd”, or “rd”. Then that xx day of the month that followsDate Issued. Theyy day after the first of the
month following Date | ssued. E.g. Net 23°, net 15",

Description: Enter any comment you desire in this field— up to 20 characters. The information you entered here
will be seeded to new invoices for this vendor.

Note: The following fields need not be filled if you don’t useit.
Tickle—Next: Date next invoiceis due.

Step: 30/365, etc. in days.

Value Range: Low and high expected values for an invoice.

Vehicle Seed: Leave this blank

AutoGen: Flag__:

Entry Number: Note: These three fields are explained thoroughly on
recurring invoices (groups)section.

Select (y/n/alp):

Comment: Enter any comment you desirein these two fields. Each line accepts up to 60 characters.
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APPAK - ACCOUNT MASTER e

Account # Department Opened Note
Name Their Acct#
Address FIN or SSN 10997

stub Detail _ (Yes/No/Invoiceé)_
Data Phone#

contact GL Account  6340.000000
Phone# Terms
FAX# Description
Tickle -- Next Step: __ value Range o
vehicle Seed __ AutoGen: Flag __ Entry Number select (y/n/a/p) _
comment:

Note: These fields only apply if you

are using the BUYPAK Purchasing order Method (D/F/M/P) surcharge if minimum order is not met:
Partial shipments OK?

. ~ | minimum order amount before surcharge: ___
Module. You may |leave these fields Acknowledgement Needed? _ | Minimum order amount for free shipping:
blank vendor on PO? _ Prices? _ | Preferred shipping method:

Notes (Private)

ESC=Close/Cancel, Fé=Remove, F7=Notes, F8=Inhvoices, F9=Clear, Fl0=Save.

Order Method (D/F/M/P): The method you order/ purchase, such as:

a) D-datalink
b) F-byfax
) M - by mal

d) P-Dby phone( normal order method)
Partial Shipments OK?: If it is Ok to ship productsto you partially or not. Enter Y-yes or N- for No.

Show Vendor Code on PO?: Enter Y-yes or N-no, whether 3-letter vendor code portion of the INVPAK part
number is shown or the purchase order.

Notes (Private): Enter your comments or notes here,

Surchargeif minimum order isnot met:

Minimum order amount before surchar ge: !\lote: Th.e following information is the vendor policy
information for your buyer’sreference. You may leave
Minimum order amount for free shipping: these fields blank.

Preferred shipping method:
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Invoice Entry and Change

Entering and Editing Invoices

This option is used to enter or edit invoices from your accounts payable in order to

allow APPAK to control your payables.

To reach this screen, open up AIMPAKS program, go to File, and then choose APPAK from the
pull down menu. Thiswill bring you to the APPAK Master Menu. As adefault the cursor will be
placed under New Invoice Entry (Seeillustration above).

Entry # Thisisanumber assigned by Appak automatically when you enter and save an invoice. If
you wish to access an existing invoice, enter the Entry Number and press Page Down. APPAK

displays “>>editing an old entry<<” and
displays information for this existing entry
(Account, Company, Terms, Invoice #, etc.). You
may change information as required. In the
remaining fields described below, information is
displayed for an existing entry. Instructions are
given for new entries.

If you wish to create a new entry, press
<ENTER>. APPAK displays “>>starting a new
entry<<” and assigns the Entry Number when
you have completed and <SAVED> the screen. If
by accident you force a Zero entry and it says O
>>editing an old entry, just push <F6> function

key and delete the entry. This will remove the 0 as an

APPAR - THUDICES

% Company AIM 01/06/1593

Opid 1

Entry

Last Entry Humber

fAccount Tns
Hotes
Invoice Description
Issued
Received Full Invoice fAmount

ue
Discount Available Until

Ledger Control Account
Discount Amount

Distribution:

fAccount / Amount

Purchase Order &

fimount To Pay

Balance Remaining
Last Payment Date
Last Payment Check

Source Module/Entry _

ESC=Close, F3=Uehicles, Fi=Accounts Scan, FB=Checks, F1D=Sawe.

entry. Take note that if there is any

information entered, you must re-enter that invoice again since the 0 entry will be deleted.
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Note: DO NOT delete or edit an invoice once that entry is included in the End-of-M onth Process.

Last Entry Number: APPAK displays the entry number for the last invoice created (regardless of
whether it was for this account). The operator does not have access to thisfield.

Account: For an account that you have previously entered, enter the first two or three | etters and
push page down to display the account’s code and name. For a new account, push F7 Function
key to enter the Appak — Account Records— which displays the Company Account Master
Record. Y ou may browse through the list of vendor, once avendor’s name is found push ESC, and
the vendor’ s name will be seeded in Appak. Y ou may also create anew vendor account and enter
the information in this screen.

Note: The Account Code field also displays the corresponding company name adjacent to its
screen display.

Tmsor Terms: APPAK displaysthe termsfrom the Account Master Record. Thisisthe terms of
payment that is usually set when you enter all the information about the account. E.g.
COD, net 20"

Notes: This field is automatically seeded by the system. Any notes that you put in the account

record will be shown here.

Invoice # Enter the account payable invoice number. This field allows up to 16 alphanumeric
characters and gives you a cross-reference between the Entry Number in APPAK and the actual
invoice. If thefield isleft blank, an invoice number is generated by Aimpaks.

Description: Enter a description, notes and comments of thisinvoice. This field allows up to 30
alphanumeric characters for any desired title describing thisinvoice. Y ou may also |eave this blank.

Issued: Enter the date the invoice was issued. The creditor often refers this to as the “Billing
Date’.

Received: Enter the date you received the invoice. This is seeded to real date by default, but
limited withinthe “ current month”

Due: APPAK calculates this date as 30 days from the “Issued” date and displaysthe datein this
field. You may changethisdate, if desired. . If you enter a payment term such as net 15™
the due date will automatically be entered based on the date issued. Y ou can manually
overwrite the date, or if you did not enter anything, the date received will be seeded on
thisfield.

Note: The due date can be set automatically when you initially set up the Account Master
Record under Terms.

Discount Available Until: Enter the date by which payment must be made in order to take
advantage of any discount offered by the vendor. APPAK requires this date to prepare the
“Discounts Available Report”.

Full Invoice Amount: Enter the balance due or total amount on the invoice.
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Ledger Control Account: This is the control account number in your General Ledger that holds
Accounts Payable. APPAK seeds this account from the Company Setup or Account Master
Record (Defaults) table. Y ou may change this account number if desired.

For example: 2110.0000 — normal A/P control account

2112.0102 - Master card

2112.0102 - Visacard

2112.0103 - Discover card

2111.0000 - Kathy's reimbursable
2113.0000 — David' sreimbursable

What happen here is when you print out the checks, 2110.0000 will print the exact name
of the vendor where the bill is going. 2112.0102 will print the master card’ s name and
address on the check. 2112.0102 will print out the visa card’ s name and address.
2111.0000 will print out Kathy’ s name so she can cash the check as reimbursement for

out pocket expenses, and so on.

Discount Amount: If adiscount appliesto this account for timely payment, enter the amount of the
discount preceded by a NEGATIVE sign. APPAK uses this amount to calculate the payment if
made prior to the date entered in the *“ Discount Available Until” field, described above.

Distribution: The primary account number to which this invoice is to be credited is automatically
seeded by APPAK from the Account Master Record in the first field along with the “Full Invoice

Amount” from above. If this invoice is to be
allocated completely to this distribution account,
press <ENTER> to accept the entries.

Note: Allocations can be distributed among up
to five accounts, however. This allows you to
separate taxes, freight, etc. from the principal
allocation. Enter the Ledger Account number
from which the allocation is to be made and the
dollar amount to be allocated from that account.
Once the total of the individual amounts entered
equals the “Full Invoice Amount”, APPAK
automatically moves to the next field. For
example, if the “ Full Invoice Amount” is $200
and you enter $180 in the first distribution

APPAK - INVOICES Hiiimmmismiiiiiiiint Company AIM 02/24/2001 opid 1
Entry # 8352 Last Entry Number
Account CARMAINTENAN car maintenance-general Tms C.0.D.

Notes
Invoice # +8352 Description wax & cleaner-supply
Issued 01/29/2001
Received 01/29/2001 Full Invoice Amount 28.59
Due 02/15/2001 Ledger Control Account 2112.0106
Discount Available uUntil Discount Amount 0.00
Distribution: Account / Amount Purchase Order #
1) 6150.0000 26.97 f—sewee—modu'le/Entry 0
2) 5120.0000 1.62 Amount To Pay 0.00
3)  0.000000 0.00 Balance Remaining 28.59
4)  0.000000 0.00 Last Payment Date
5)  0.000000 0.00 Last Payment Check 0

ESC=Close, F3=vehicles, F7=Accounts Scan, F8=Checks, Fl0=Save.

account and $20 in the second, APPAK skips the remaining distribution account fields (since the
total entered in the two accounts equals the full amount).

Sometimes an invoiceisbilled for supplies and shipping. So you need to break down the
distribution to two separate |edger account. (See Appendix 1 for chart of Accounts sample).

E.g. 6350.0000 — equipment
5120.0000 - shipping
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total amount = 28.59;
Cost of material (6350.0000 = 26.97);
Shipping (5120.0000 =1.62). Seeillustration or sample screen.

Inthis example,

Purchase Order #: This field accepts up to 10 alphanumeric characters and gives a cross
reference between your purchase order number, the vendor’s Invoice Number (entered above) and
the Invoice Entry Number. Leave this blank if it does not apply.

NOTE: The operator does not have access to the remaining fields. The information displayed in
thesefieldsis provided for reference purposes only.

Source Module/Entry: Note: The Operator does not have access to this field. If thisinvoiceis
automatically made up by another AIMPAK (such as PROPAK - Professiona Billing), APPAK
seeds the two-letter designator for this PAK in this field. The operator does not have access to
this field, but the information is supplied as a cross-reference. For entries made by a Source
Module. APPAK suppliesthe entry number from the Source Modul e as a cross-reference.

Amount to Pay: If thisinvoice has been selected for payment, APPAK displays the amount to be
paid in thisfield. If azero (0) appearsin this field, thisinvoice is not selected for payment. NOTE:
Do not alter or change. The operator does not have access to thisfield entry.

ADDITIONAL NOTE: Oncethe amount to pay is entered, push <ENTER>, you will be given three
choices (seeillustration):

—
APPAK - IHVOICES Company AIM

0271971993 Opid 1

Entry # 0

>> starting a new entry <<

Last Entry Humber 482%

1. N -norma save (default) saves your e s -
invoice entry to be paid later. Hotes
Invoice # Description
2. S-elect for payment. This will save your Issued 02/19/1998

invoice and at the same time will be marked
or tagged to be paid after exiting the

Received 01/31/19%%
Due 01/31/19%%

Full Invoice Amount
Ledger Control Account

Discount Available Until

Discount Amount

23.00
2100000
.00

Purchase Order #

X Distribution: #ccount F Amount
APPAK. When you exit the program, you 3 "-foooon -
3

will be asked if you want to print the check v
to pay the invoice entries you marked asS.

ESC=Close, F3=Uehicles, F7=fccounts Scan,

Thursday, 02/19/1998 12:1:16

3. eX-post facto means after the fact. If you
have entered and paid the invoice already and just want to enter the check humber and the
date or alter any changes with the invoice entry, you choose X. This will save any changes
you made with the entry.

Balance Remaining: APPAK displays the balance remaining by subtracting amounts paid from
the “Full Invoice Amount”. The operator does not have access to this field, (unless you choose
eX post facto when saving the entry).

Last Payment Date: APPAK displays the date the last payment was made. The operator does not
have access to thisfield, unless you do an ex-post facto save mode.
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Last Payment Check: APPAK displays the check number for the last payment made for this
invoice. The operator does not have access to thisfield, unless you do an ex-post facto save mode.

DELETING AN INVOICE ENTRY

If you wish to delete an Invoice or an entry, enter the entry number, and press <ENTER>. If you
don’t know the entire entry number, you can put two or three numbers and press <PAGE DOWN>
to display the invoice to be deleted. Then pressF6 <DELETE RECORD> Funtion Key. You can
also delete invoices at End-of-Month Process (discussed later in this manual).

Note: The entry number is seeded from the Invoice Entry and Change screen you were on when
you pressed enter or <page down>. The Account Number, Company, Terms, Invoice Number,
and Description are also displayed.

After pressing F6 Function Key, you are asked to | AP - IWOLCES & : Conpany AT 01/07/1998 opid 1

verify the invoice to be deleted. The entry number and

. X . . Entry # 4750 »» editing an old entry <« Last Entry Mumber 4750
other information (the record which was displayed

when you pressed this function key) are seeded by || ccomt 7R  Howard Zuiren USN (RET s C.0.1.
APPAK on this screen. Y ou will be asked: llotes

Please Verlfy that thisistheinvoice you wish to delete Tnvoice # +4750 Description Monitor Repair

by checking theinformation displayed.
ARE YOU SURE THAT YOU WANT TO DELETE THIS INVOICE (Y/N)? _

If you wish to delete this invoice, answer Y (yes) and
press <ENTER>. Theinvoice and any entries linked to
this invoice are DELETED from the system. Once the
invoice is deleted, it can only be recovered through
your backup files. Y ou are returned to the Invoice Entry and Change screen.

If, after checking the information displayed, you do not wish to delete this invoice, answer N (no)
and press <ENTER>. No action is taken by APPAK. You are returned to the Invoice Entry and
Change screen.

NOTE: Werecommend that you delete an invoice entry if entered by mistake. DO NOT DO THIS
IF NOT IN THE CURRENT MONTH, SSNCE GENERAL LEDGER WILL HAVE ALREADY BEEN
POSTED AND THE BOOKSARE CLOSED.
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Accounts History and Logging

Viewing the Account History and Entering Notes

Hese features are provided for easy access to the accounts’ paid invoices and to record
any information. There are two screens provided — Account History Screen and Note

logging.
Account History Screen

The account history screen gives you asummary of all invoice paid and unpaid. It displaysthe
following:

1. Account and account name you assigned
Number of Outstanding Balance and Credit amount
Running total of bills still to be paid.
Invoice #
Due date and amount of each invoices iy T
Entry Number and date invoice was paid e e
Check number of the payment. L st S s

NoakrwWN

How to access the Account History Screen: ———

1. Goto Aimpaks Master menu, then hoct AR
Accounting, then accounts Payable. et
2. Push <F7>. Choose A —accounts, go the
account you want to check the payment
history. 55
3. Oncethat account is highlighted, push <F8> | -:::
for invoices.
4. The next screen will show you alist of the G112
entireinvoices paid. — ]




Appak ™ Reference Manual 24

NOTE: Thisscreenisfor reference purposesonly. You cannot change any information on this
screen. |f you want to print the list, push <F4> to print. You can also access this report through
the Reports Master Menu, which will be discussed later.

Notes Logaing Screen

Thisisavery good feature provided by Appak so you can enter notes related to that account. To
access this screen,
1. Goto Appak —Accounts Payable Menus. Then push <F7> Operations, choose A-
accounts. Y ou should be giventhe Appak - Account Recordslisting. Typeinor go to the
account you want, once highlighted, push <F7> for notes.

2. Toenter anew note, push <F10>. The APPAK--ACCOUNT NOTES |EiiRieA FRA SR e R B
default date (today’s date) and time will Account Nunber 84L Dep't Name 84 Lumber
be seeded. If thisis correct press DATE T | oAy I SUBJECT

<ENTER>. If not edit the information and
push <ENTER>. (Seeillustration).

3. Onceinthe Appak —Account notes, the
day of the month is seeded and the
column- | isfor order of priority being 1-

very urgent. 5- lessimportant. :

) o i

4. Enter your notes under heading - ] AOD NOTE - STAWP s
subject (49 charactersfor thefirst line). {022 2000

. s s
Push <ENTER> to type in more notes. i esccncel. |

. . ESC=Close, Fé=Remove, F1.
You have amaximum of 4 lines. To save |

your entries, push <F10>.

5. Todeleteanote, goto the notes APPAK-—ACCOUNT NOTES fi
you want to delete and push <F6>. It Account Number 84L Dep't Name 84 Lumber
will ask you if you really want to DATE  |TIME | DAY |i SUBJECT
delete the entry. Enter Y-yes, N-no
to cancel. To get out of this screen,
press <ESC>.

02/26/2001|03:14 [Monday P|This is where you enter the notes you want and

and push enter.

you have a maximum

of four Tines

under this space, push <F10> to save your notes.

ESC=Close, F6=Remove, F1l0=New Note.
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Vehicle Operation Entry and Change

Entering and logging vehicle expenses and mileage

hisisone of the special features of Appak, which allows you to keep track of vehicle
expenses such as fuel consumption and mileage. There are two ways to get tothis screen,
asfollows:

1. Through entering an invoice
2. Through Appak- Accounts Payable Menu Operations<F7>.

APPAK - INVOICES Hiininn iy Company 02,25/ 200 KL
Entering through an invoice R0 > starting a new entry <<EEEECIEINEIIITE |

Account LM Petrol Purchases, non-Farmers [iE002112.000000
1. Go toAppak —Accounts Payable hotes

Menusand go in asyou would enter or - ™ 1yoice + BN oescription
edit aninvoice.

pAICh02 /25 /2001
X i i Received WMPERRIN | Full Invoice Amount 15.00
2. Onceinthe Appak —invoices, enter the Due WPXFROII | Ledger Control Account  FANWMOKE
. . R : Discount Available until Discount Amount 0.0(
invoice or gasoline receipt. Save the
. . . Distribution: Account / Amount purchase order # [N
invoice/receipt. 6150. 0000

elect to Pay

"SAVE MODE" -- E:rma] Save
EJ Post Facto

3. Push <F3> - vehiclesto get to the

vehicle record screen. (Seeillustration) Your chofce?

ESC=Close, F3=vehicles, F7=Accounts Scan, F8=Checks, Fl0=Save.

4, Push <F10> to enter anew VIN# of the
vehicle and push <Enter> key to get to [ PP VENICLE RECORDS Fiiesurumusaiasiaat eaian e anasameaaaane

VIN Tag Decal |Make [Model |year|Purchased |Price|odometer

each column. If you aready have a VIN LFDLEA0S7VHB26853 |AS0VUC 0696155 |FORD V90, 11997 08/29/1999 35700 52922
; IFTDE14Y1GHA74046|QTI26L  |06777429 |FORD[E150 |1986(06/01/1995| 1200| 86000

number entered and want to change or edit 134FF48STYLI50516 |A78KUW JEEP| CHERO [ 2000 [08/05/2000| 25600 45
134F328515L615323 |A78KUW 01483738 | JEEP |CHERO [1995(06/20/1999 | 12000 39323

i 114G25854XC725910(|X592140 (11267470 (JEEP [GRAND [1999|05/19/1999 (26000 18
It’ pug‘1 <F8> to Change the Vl N# 13CWC7722ET068273 |RHL76Q 06777428 | JEEP |WGNR |1984|11/01/1993| 9000| 92000
1ICWEFDR687909 0 0
FORDV90 1997 o] 0

Note: you can also get your mileage

computation in this screen by pushing <F7 | prp—— .

il Enter the new VIN? 1JFDLE40S7VHB2683 |l
i o

L Esc=cance]. |
] P




