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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. — ]
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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.




