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Vehicle Operation Entry and Change 

Entering and logging vehicle expenses and mileage  
 

his is one 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 to this screen, 

as follows: 

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

 Entering through an invoice 

1. Go to Appak –Accounts Payable 
Menus and go in as you would enter or 
edit an invoice. 

2. Once in the Appak –invoices, enter the 
invoice or gasoline receipt. Save the 
invoice/receipt. 

3. Push <F3> - vehicles to get to the 
vehicle record screen. (See illustration) 

4. Push <F10> to enter a new VIN# of the 
vehicle and push <Enter> key to get to 
each column. If you already have a VIN 
number entered and want to change or edit 
it, push <F8> to change the VIN#.  

Note: you can also get your mileage 
computation in this screen by pushing <F7 
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5. Enter the following information: 

- Vehicle’s license plate or tag number 
- Decal 
- Make, model and year 
- Date the vehicle was purchased 
- Price and Odometer 

Note: If you don’t have all the information about the 
vehicle, you can leave it blank for now. Though we 
recommend that at least enter the name of the vehicle to 
distinguish it from the rest of the vehicles entered. 

6. Once all information is entered, move your cursor to the vehicle you want, and push <F3> 
- to go to the vehicle records screen. The 
invoice entry that you just entered previously 
will be seeded automatically. If not, press 
<F10> to create a new entry. Enter the date on 
the receipt, push <enter>. You will notice that 
the date is seeded. Push <enter> to move 
from one column to another. You can enter 
and modify the entry number, miles, and 
gallon and amount, and enter any additional 
information (up to 20 characters) under detail 
column. The information will be saved 
automatically when you get to the next line. 

7. If you want to remove any entry completely, push <F6> to delete that entry. Appak will 
ask you - if you want to erase the line forever. 
Push Y-yes to delete the entry or N-no to 
cancel the deletion.  

 



Chapter 8. Vehicle Operation Entry and Change. 

 

27

Through Appak- Accounts Payable Menu 

Steps: 

1. Go to Appak- Accounts payable, push <F7> for Operations menu, and then choose V-
vehicle maintenance. 

2. Push <F10> to create a new vehicle 
identification number (VIN#) for the vehicle 
(see illustration from previous page) 

3. Enter the VIN# of the vehicle and push 
<Enter> key. If you already have a VIN 
number entered and want to change or edit it, 
push <F8> to change the VIN#. 

4. Enter the following information: 

- Vehicle’s license plate or tag number 
- Decal 
- Make, model and year 
- Date the vehicle was purchased 

Note: You can also get your mileage computation in this screen by pushing <F7>(see 
illustration).  

5. Once all information is entered, move your 
cursor to the vehicle you want, and push <F3> to 
go to the vehicle records screen. Press <F10> to 
create a new entry. Enter the date on the receipt, 
push <ENTER>. You will notice that the date is 
seeded. Push <ENTER> to move from one column 
to another. You can enter and modify the entry 
number, miles, and gallon and amount, and enter 
any additional information (up to 20 characters) 
under detail column. The information will be 
saved automatically when you get to the next line. 

6. If you want to remove any entry completely, 
push <F6> to delete that entry. Appak will ask you - if you want to erase the line forever. 
Push Y-yes to delete the entry or N-no to cancel the deletion.   

 


