Chapter 4. Company Setup (Defaults)

10

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.
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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
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are two sets of arrows — vertica and
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MEHUS OF CHOICES -- the current Henu choice zhows Tike thiz I
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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)



