NAVIGATION

application computer systems, inc.

Introduction

This section of the manual will take the user through an overview of the Navigation process.

We will give the user an understanding of their navigation options, a basic understanding of how
module files and functions are laid out and how to set up select printers, access SpeedSearch and
set up Favorites files. The steps are as follows:

A. Conceptual Overview of the ACS/MASTER'’S Structure — This step will give you a basic
understanding how files are laid out and the ways to access them.

. Basic Process Training — This step will take you through each of the 3 Navigation
processes; explaining the advantages of each option and what can be accessed using each
option. We will also look at Field Look Up options.

. Data Process Training — This phase of the training will take you through how to select
Printers, access SpeedSearch options, file functions, create your own Favorites settings and
seven of the Toolbar options.
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A. CONCEPTUAL OVERVIEW OF THE SYSTEM'S STRUCTURE

There are three forms of navigation throughout your ACS/MASTER system as well as three
methods of performing field lookups:

Tool Buttons

Drop Down Menus

Toolbars

F3 — Lookup / Field Inquiry Options

Tool Buttons are located in the center of your main menu and include:
Service Repair

Distribution

Accounting

System

As you make a selection from one of these Tool Buttons, a new set of options appears in
the right hand window. Selecting an option from the window to the right will launch the
task.

Drop-Down Menus are located at the top of your menu and run horizontally across your
screen. These Drop-Down Menus include:
File

Edit

Accounting

Distribution

Service Repair

System

Tools

Favorites

Help

As you make a selection from one of these Drop-Down Menus, any additional options
available will display to the right and will include any further Drop-Down options.
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Toolbars are located at the top of your menu just below your Drop-Down Menus. These
options may include:
MS Word ACT ACS Favorites
MS Excel Archive Folder About this Task
MS Access ACS Web Site Help
MS Projects UPS Web Site Exit This Task
Crystal Reports Fed EX Web Site
Speedsearch

F3 — Lookup / Field Inquiry Options are available in most tasks as a means of looking
up customer names, job numbers, inventory items, etc.

F3 — Lookup: when available, this option will be listed at the bottom of the screen.

Field Lookup: this option is available any time you see the Magnifying Glass displayed
pictured.

Right Click: this option is accessible when you place your mouse in the field you wish to
search in and click the right button on your mouse. This will bring up a list of the options
available in this field.

NOTE: Access to the options listed above is based on User
Security and the Software that is installed on your workstation.

Check with your System Administrator for additional
information.

Whether you use the Drop-Down Menus or the Tool Buttons method to access ACS/MASTER,
the file structure and functions are the same and contain the same data.

Service Repair contains all of your job functions and information
Distribution contains Inventory, Order Processing, Purchase Orders and Sales Analysis
Accounting contains Accounts Payable, Accounts Receivable, General Ledger and Payroll

System contain System Installation and Security Settings, System Maintenance, and Data File
information
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Overview

Tool Button selections will bring up secondary menus to allow the user to select further
options. In this case we have selected Distribution and Order Processing.

A8 ACS MASTER v8.0.0 (ACS M o Il B4
File  Edit Service Repar  System  Tools  Favorites  Help

/x| |m | wlmle|elw

Service Repair

Furchase Orders
Sales Analysis

Distribution

A8 Order Processing ACS MASTER 8.0) — |0 x|
File Edit Tools Faorites Help

w]slgf =) 5 alE]s o]

Processing

Order/Picking List
Commit and Fielease Future Orders
Invoice Entry Caneel
Period End Invaice Edit Report
Invoice Printing
Sales Register
Price Quotation Inquiry
L Mon Stock Received And Mot Billed
Jitize Back Order Fill Update ~|

Command I (o] 4 Cancel |

|vEI.O. |sys_at |Se|ect a Processing task W| |PP

Reports

Maintenance

A new set of Tool Buttons is now available:
Processing, Reports, Period End, Maintenance and Utilities

As you select each Tool Button, you will see a new set of options appear in the window to
the right of the tool buttons. This will, in turn, open another window, or function.

The advantage to this type of access is; once your task is complete, you will be returned to
your last processing menu. This makes it convenient to continue processing similar or
related transactions; as opposed to drop-down access that returns you to the main menu
when a task is complete.
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Drop Down Menus

A ACS MASTER vB.0.0 (ACS MASTER 8.0) e
Fle Edt | Accounting Distibution  Service Reparr  System  Tools  Favorites  Help

Accounts Payable -
ElEl Accounts Receivable -%l!” & | # Eﬁ ? |@| El"l
Pr

General Ledger ] Journal Entry

Fayrol Reports Jourmal Entry Register

Fayrol - Load Budgeting Duaily Detal Register
Financials Account Alocation Entry
Period End Account Alocation Register
IMaintenance Bank Reconciliation
IUtities Iystem | ! =

_ Commanc I
application computer systems, inc.

(0] Cancel
Wi BCEmaster. com

wB.0. sys_az|Select an application from the Service Repair menu  Char | PP

Across the top of each of your menus you will find a list of Drop-Down Menu options
available to you. As you select an option (in this case we have selected General Ledger)
further drop-down options may be displayed.

The GL options for this user include Processing, Reports, Budgeting, Financials, Period End,
Maintenance and Utilities.

In this example we have selected the GL Processing options which include Journal Entry,
Journal Entry Register, Daily Detail Register, Account Allocation Entry, Account Allocation
Register and Bank reconciliation.

The advantage to this type of access is that is gives the user quick and easy ways to locate
the information they are looking for and can be a great learning tool.

Once you have completed the task you have chosen through the drop-down option, your
system returns you to the main menu.
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Toolbars

A5 ACS MASTER v8.0.0 (ACS MASTER 8.0) : o w9
File Edit Accountng Distribufion Service Repair System  Tools Favorites Help

o] #|E| 7] | » g Toers

Service Repair

Purchase Orders

Distribution Sales Analysis

Accounting

System

Cormmand I

application computer systéms, inc.

(0]4 Cancel
Wi BICSmMaster.com

vB.0. sys_az Select an application from the Distribution menu Cher | PP

Located directly below your Drop-Down Menus you will find your Toolbar. The options
that are available to you from this feature will vary from user to user, so contact your
System Administrator with any questions you may have.

As you take your curser/arrow and hover over each button your system will display each

feature.
About

This Task

=] G| m|B 7ok

Archive ACS Web Speed Favorites Help Exit
Folder Site Search

Seven of these options will be covered in detail in the next section.
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Field Look-Up / Field Inquiry options
F3 Lookup — The F3 function key is available in most tasks as a means of looking up
customer names, job numbers, inventory items, etc.

EXAMPLE: When in a Customer Number field, F3 can be utilized to obtain a complete
listing of all customers. Then it is a simple matter of selecting the correct customer.

Any time you are in a field which utilizes the F3 function, you will see the F3 options
displayed at the bottom of your menu.

(«<F3==Lookup]

It is also possible to perform lookups using the Field Lookup option located at the top of
your menu. Simply move to the field you need to find information for, and select the Field
Lookup option.

| Field Lookup

,.ﬁ Inventorv Item Lookup LJﬁ.ﬂs MASTER 8.0)

Your final option for field searches is the right button of your mouse. Put your curser in the
field you wish to search in and click the right button of your mouse. This will either take
you to a list of the field you are searching, or it will display a “pop up” box with further
options.

I -(olx|

|i\ssign Mew Mumkbe

Lookup |

Exit |

Mo Selection |

These 3 lookup options may be used in conjunction with the remaining Speedsearch
options to obtain the data you seek.
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B. BASIC PROCESS TRAINING

Navigation Instructions — throughout the training material that came in the installation manual
of your ACS/MASTER system you will see Navigation Instructions:

Distribution & Purchase Order 2 Processing = Purchase Order Entry

These instructions guide you through the “levels” of information to find the function that
you are looking for. In this example you start by selecting Distribution, from there you
select Purchase Orders, then Processing and finally, Purchase Order Entry.

Drop-Down Menu Options

FILE Drop-Down Menu Options

43 ACS MASTER v8.0.0 (ACS MASTER 8.0)
File Edit Accounting Distrbution Service Repair  System  Tools  Favorites  Help

ij AT

Compary
Date

Frinter Selection
Zhange Password

Exit  Alt+F4

| g | g

7

Service Repair
Distribaution

Accounting

Order Processing
Furchase Orders
Sales Analysis

From your Drop-Down Menus take your arrow and “hover over” the first option: File
This option gives you access to 5 important functions.

Reports: This feature gives you access to all previously printed documents using your PF

printer or Print to File.

Your system will display a list of the items that have been printed “To File” using your User
ID. It will display the Report Description (assigned at the time of printing), the Date and
Time along with the record was created and its size.
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ASReports (ACS MASTER 8.0)
File Edit Favorites Help

|| 9o

Select | Report Description Date Tirme Size

Orderflieaoice Terminal Maintenance 10/10/06 11:42 Abd 1,362
Furchase Requisition Entry 03/04409 12:51 P 2,793
Furchase Order Entry 11/19/04 04:37 P 2722

Job Entry 0B/20,05 10:36 Ah 8.996

[term Transaction History Listing 10431,/06 11:32 Abd 177,288
Frint Order 0001152 0B/20,05 10:59 Ar 2812

Qick Delivery Ticket Print 11/15/06 11:21 Ah 1,853
Fecord Layout Listing 11,15/08 03:17 Phd 3.763
Purchase Order Receipt Register 11/12/08 11:29 Ahd 3068

Yiew Cancel | Delete Frint |

|vEI.O. |syc_c|r |Se|ect this report to process W| |PP

g oo a

From here you can perform several functions by placing a check in the Select field in the
first column and then selecting an option from the buttons at the bottom of the screen.

View — will open the document on your screen for viewing

Cancel — will return you to the main menu

Delete — will permanently report the report from this list

Print — will pull up a list of available printers and allow you to select one to print the
report

File — will allow you to name the report and safe it to a TXT file format

Company: Your ACS/MASTER software is capable of processing information for a single
business entity, or for multiple companies. When processing for multiple companies, use
this feature to select the company whose data you are entering.

File Edit Record View Favaorites Help

Mackey Enterprizes
AddonSoftware Consolidation
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Date: This option allows the user to temporarily change the date of the computer they

are processing on.
{53l
Current Setting |HNH
aF. Cancel |

w8.0.0 [syc_dt | Date | PP

Great care must be taken when using this option.

. Be certain that the Date is changed BACK TO THE CURRENT DATE after the process
needing the data change is complete.

. Be certain that the DATE you select does not fall within a CLOSED period for any of the
modules the transaction may be posting to.
. It is strongly suggested that you contact ACS Customer Support to review this process

prior to any changes being made to be certain you have a clear understanding of the
ramifications of this process.

Printer Selection: This option allows the user to select a specific printer for any function.
When selected, this option will display the Printer Options box containing a listing of each

printer available to this user. Simply highlight the correct printer and select “"OK” to change
your printer option.

/S printer options (AGS MASTER 8.0)
File Edit Favorites Help

OlnE ¢ e|w

- Current Printer

IPP: Print Preview

F1:HF LaserJet v (Form Feed Only) ;I
PC: Windows Compressed ()

FF: Printta File

PPF: Print Preview —I
FS: Windows Default Printer

FL: LUNFORMS

FZ: Unfarm Printer (Portrait 10cpi) LI

Ok | Cancel Setup |

VB0, sye_qr| G

Your system will display the selected printer in the lower right corner of each menu.
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=10 x]E

O Distrbution  Service Repair  System  Tools  Favorites  Help

It is possible for each |- —
menu to havea  [or AdH H|~| ajEolelv
different Print Option '——}

Service Repair

se I ec ted Order Processing
Purchase Qrders

Sales Analysis

Distribution

A order Processing (ACS MASTER 8.0) _ o] x|p
Fle Edit Tocls Favorites Help

m5s]a) e m] 5i/m]-| nlelr]el

. .
roEessIng Order/Picking List

Reports Cummit and Felease Future Orders oK | Cenesl
Invaice Entry

i B Invoice Edit Report

Iresaice Frinting har FC-1

WMaintenance Sales Register
Frice Quotation Inguiry f

Mon Stock Received And Mot Billed
Back Order Fill Update I The printer iS

»” designated in the
Cammand I 0K .
\_, lower right corner of

vB.0. lsyc_oy Select a Processing task Char | Pz-1 each screen.

|_ilities

Because different tasks may require the use of different printers, (Check printing, pre-
printed Customer Statements or Invoices, Financial Reports, etc.) you have the option of
selecting a printer at any time during your processing.

EXAMPLE: When you log into your ACS/MASTER system there will be a default printer
established. If you then select the AP Module to generate Manual Checks, you will be able
to select a specific printer to perform this task. This is not a permanent change that will
impact your entire system; it impacts only the tasks on the menu you have selected it for.
(The main menu will still have the original printer established when logging into the
software.) Once you leave or close the AP Module Manual check menu, the printer will
return to the printer selected on the main menu.

PLEASE NOTE: No two Networks/Systems are configured exactly the same way. As a
result, you may find that the printer designations described below are not what you
find when you begin to explore your system. The options listed below are simply
Standard or Basic System Printer settings; you can call ACS Customer Support
regarding any questions you may have about printers.
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Special Printers:

PS: Print Standard is usually used for forms/documents like Purchaser Orders or
Delivery Tickets that do not need to print in compressed format.

PC: Print Compressed is usually used for items/reports that need to be compressed like
Aging Reports, Transaction History Reports, Open Job Reports, etc.

Your PC/PS printers are usually the personal printer that is part of your work station or
your designated printer. EXAMPLE: if Gary prints a Delivery Ticket to his PS printer and
Jane prints a report to her PC printer, they should each get the report to print to their own
work station printers.

PF: Print To File will send the document to a folder that can then only be accessed by
using your FILE menu option and selecting reports. This information is saved and accessed
only by the user that created the file; other users do not have access to this file.

NOTE: User Maintenance contains the Maximum PDF Files setting that controls how many
Print To File documents can be on file for this user at any given time.

When the maximum number files have been reached, your system will issue a warning to
tell you it will be deleting the oldest record to make space for this new document.

PP: Print Preview will send the information directly to your screen for viewing.

It is important to note:

1. While the Print Preview option does display a Printer ICON when you are viewing your
document, it may not be formatted correctly when it prints.

2. When you close the document that is displayed on your screen, it is not saved
automatically.

This option is very useful when a document does not have to be printed and saved; when
you are simply checking to see if a transaction posted, or need to see a register total and
do not need to update the register that the time.

Pa: Archive Printer is an option very similar to your Print To File option, EXCEPT, when
your document is saved, it is actually placed in a network Archive File as a PDR or Txt
formatted document that can be accessed by other network users.

This option is useful when saving very large documents like Sales Registers or Daily Details.
This gives the user a way to print large documents and review them BEFORE updating
registers. It also allows the user to save information for future reference without the time
and expense of printing and saving a hard copy. Once saved it can be accessed at any
time and will remain in the Archive folder until moved or deleted.

14
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Pe: Email Printer will convert the selected document to an email attachment format and
completes the interface by opening a blank Email with the document attached.

EXAMPLE: Select a Purchase Order you would like to send to a vendor

Open the PO and select your Pe printer

When you Print the PO your system will convert the PO to an email attachment and open
an email for you to address.

NOTE: You MUST have MS Outlook selected as your DEFAULT Email provider. Your Pe
printer WILL NOT work correctly with any other email provider.

NOTE: If you are a remote user (you do not access the file or data server directly) this
option may not be available to you.

Po: ACS Output Manager printer (available when using GUI) provides a wide range of
processing options.

A8 acs ouput Manager (ACS MASTER 8.0)

g [ Pint [ tuctive W Fax I~ For
Mumber O Pages & Search For I
= [~ Ecel [~ Emai [ Html Execute
e

07/21/09 ACS MASTER 8.0 Page 1
1z:4]1 PN Sales Register Audit # 0000275
Ey Customer Number
Customer Order Invoice Gross Het Gross Gross
No. & Name MNuwber Number Date Fales Returns Discount Tax Freight Sales Cost Profit
oooloo 0002169 0005243 07/06/09 1068.00 0.o0 106.80 57.67 0.o0 101&.87 655.22 368.65%

Everest Industries
gooloo J000769 0005245 07710709 358,32 0.oo0 35.93 15.40 . 342.79 1a9G.66 -372.74%
Everest Industries
goozon 000z170 0005244 07706709 1470.00 0.oo0 147.00 79.38 . 1402. 38 736,01 49.80%
Industrial Products

Register Totals: 2897.32 .00 259.73 156.45 . z764.04 3091.89 -6.72%

M-T-D Totals: 251734.75 760,64~ Z2377.65 11512.96 240209. 42 25013.66 90.03%

Next M-T-D Totals: 137498.36 .00 2225.37 133,32 . 143411.81 113585.75 13.04%

07/21/09 AC3 MASTER 8.0 Page 2
12:41 PN Sales Register Aduditc # 0000275
Territory Summary Amount

001 Western U.5. 2897.32
Transaction Summary Amount

1 Design Labor 3z20.00

B Parts Total 39.32

N Non-stock Item &650.00

4 dtandard Inw. Item lage. oo

X Priced Mezsage 0.00

Taxt 156.45

Freight 0.00

Discount 289.73
Jalesperson Summary Amount

JDP Judy D. Peterson 1427.32

FIMM Kevin Martin 1470.00 LI

When using the Po printer, your document will display on your screen using the Output
Manager format. Of the 9 options available, only those processes supported by your
system will be available.

15
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DLpuUt Manager (ACS MASTER 8.0}

I I_ Print I_ Archive I_ Faw I_ FIOE
1 Search Far I
: [ Ewcel [~ Emai [ Himl EHecute
L& | < - > | ER
—_——__ —_—————eeeeeeeeeeeeeeeeeeee

PRINT

Select the Print option if you wish to send your data to an actual system printer.

Upon selecting PRINT you will hit Execute and a Printer Options box will “pop up”. Simply
select the system printer you wish to use and click OK.

ARCHIVE

Select the ARCHIVE option if you wish to send your data to your Archive or Pa printer.
Upon selecting Archive you will hit Execute and an Archive Report Name box will “pop up”.
Simply enter the Report Name and click OK.

FAX

Select the Fax option if you wish to send your document by fax.

NOTE: this option is only available if your system is configured to include a FAX printer and
you use MS Fax or VSIFAX. Simply enter the Fax phone number to be used and select OK.

The PDF option is only available if your system/work station has PDF creation abilities or is
configured for UNFORM. Upon selecting PDF you will hit Execute and your system will
create the PDF file. The PDF document will need to be processed/saved separately or
closed without saving.

The Excel option requires that MS Office Excel 2000 Service Pack 3 or newer be installed
on the work station being used. However, not all ACS/MASTER reports can be converted
to Excel format due to configuration and formatting issues, so there will be reports that will
not have the Excel option available.

NOTE: It may also be necessary for you to adjust the security on your MS Office Excel
Macro settings to allow the Output Manager to create the MACRO for Excel. Upon
selection Excel you will hit Execute and your system will create the Excel document. The
Excel document will need to be processed/saved separately or closed without saving.
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EMAIL

Select the Email option if you wish to email your document.

Upon selecting Email you will hit Execute and an attachment will be created containing
your document and an email window will open.

Simply fill in the Address and Subject information and hit Send.

NOTE: This option requires MS Office Outlook be set as your default Email setting and
Email must be configured as one of your print options in ACS/MASTER.

HTML

Your HTML option gives you the ability to create Internet “friendly” documents. This can
be very useful if you wish to publish information on your Company’s Website.

Simply select HTML and hit Execute. You will then need to process/save the information
separately or close without saving.

FIND NEXT

AS acs ouput Manager (ACS MASTER 8.0)

Mumber OfF Fages & Search For I :

Another very useful option your Output Manager offers is the “find next” feature.
Simply enter the information you want to find in the Search For box and hit FIND NEXT.
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A8 acs ouput Manager (ACS MASTER B.0)

—
Paging Function

07/el/09 ACH MASTER &.0
0l:58 M GL Transaction History Report
From First dccount Through Last dccount
From July (Period 07) 01 Through July (Period 07) 09
Detail Report For All Journals, All Audit Mumbers
Account Date Jrnl Mndit § Memo Ref 1 Ref Z Ref 3 Debitza Credits
Ref 4 Ref 5 Fef &
(Miz=zing Account Master Beginning Ealance 0.00
Jul 05
07/20/05 0000216 Cash 3ale 99-9359 aoos175s 010 (Cash)
07/20/05 0000216 Cash 3ale 99-9999 0o0s17s Cash Sale 0.52
07/20/05 0000216 Cash Hale 99-93999 oposL7e 010 {Cash)
07/21/05 0000Z16 Cash Fale 99-9399 oposlsz 010 (Cash)
07/2Ll/05 0000Z16 Cash Fale 99-9399 oposlsz 010 (Cash)
07/2Ll/05 0000Z16 Cash Jale 99-9399 oposlsz 010 (Cash)
07/2Ll/05 0000Z16 Cash Jale 99-9399 oposlsz 010 (Cash) 1,025.00
Total For Jul 05
Ending Balance For Jul 05
Total For Account
1010-00 Cash In i j National Eeginhing Ealance

Enmpl Loan 010

12/12/02 0000004 Reserve For Bad Debt Reserve oln 5,000.00
lasen/n2 0000001 Parampunt Industries ano1oo A212204 0005000 A 6,597.00
lasen/n2 0000001 Acme Metal Products aniooo 1001 0005001 A 20,412.00
laysa0/02 0000001 Western Sport Supply 001400 A951z220 oposooz A 2,772.00
laysa0/02 0000001 Richard J. Clark, CPA ooos0o AZ12014 opos0o3 B 1,250.00
laysen/nz 0000001 Pacific EBell ooos0o Dec Eill ooos00d B 748,92
la/en/nz 0000001 Pacific EBell ooos0o Deposit ooos00d B 1,000.00
lz/en/nz 0000001 United Parcel Serwice ooos0o Az1215 00os00s B 240,00
laysez/n2 0000001 Everest Industries ooo10o lzzezool ooos0ol 420,68

lasez/02 0000001 Everest Industries ano1oo lazzenol anos006 579.32

las22/02 0000001 Western Sport Distributors oopozoo lazzooz oposooz 13l.52

las22/02 0000001 Taylor Sporting Goods ooos0o lazz003 o0os003 L157.61

la/2z/02 0000001 Santa Monica Fitness Center 000400 lazzo04 0005004 230.46

la/2z/02 0000001 Ron Anderson And Company ooos0o lazzoos ooos007 1,510.58 LI
I —

In this example we used the JE/Journal ID code. Each time the FIND NEXT button is hit,
the system will find the next time the JE journal id code is found in the report.

The Output Manager Paging options allow you to move quickly through your reports.
The single arrow options allow you to move one page at a time

While the double arrow options allow you to go directly to the first or last page of the
report.

Each time you select one of the Output Manager options your system will return you to the
Output Manager after each option is complete. It is also possible to select multiple
processing functions and execute them simultaneously. After all of your options are
complete you will again be returned to the Output Manager; you will have to select EXIT to
close the report.




Application Computer Systems, Inc.
Navigation

Change Password: this option is used to create and change passwords.

A2 Password Entry (ACS M — 0] x|

Old Fassward ||
Mew Password I
Re-enter New Password I

(04 Cancel |

When setting up passwords for the first time leave the OLD Password field blank and fill in
the New Password information.

When changing passwords, type the existing Password in the OLD Password field and fill in
the New Password information.

NOTE: it is suggested that passwords be changed on a regular basis to optimize system
security.
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Accounting Drop-Down Menu Options

_' ACS MASTER v8.0.0 (ACS MASTER 8.0}
File Edit | Accounfing Distribution  Service Repar  System  Tools  Favorites  Help

Accounts Payable 4 .
E,El Accounts Receivable ¥ %! F‘*dl # 8| 7 |@| U"l

General Ledger *
Fayrol > Senvice Repair | MRERARRIIES
Payrol - Load v System Maintan

Secondary menus for Accounting Modules include:
AP — Processing

Reports

Period End

Maintenance

Utilities

Processing
Reports
Period End
Maintenance
Utilities

Processing
Reports
Financials
Period End
Maintenance
Utilities

Daily Processing
Daily Entry
Periodic Processing
Maintenance

W-2 Processing
Utilities

PR - Department Maintenance
Load Title Code Maintenance
Employee Maintenance
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Distribution Drop-Down Menu Options

_' ACS MASTER vB.0.0 (ACS MASTER B.0) :
File Edit Accountng | Distribution Service Repar  System  Tools  Favorites  Help

Irvvertory r

Wlﬁl'&lﬁj Order Frocessing *Ize*dl ﬂlﬂ‘_“l?l@l@‘l

Furchase Orders  *

i Sales Analysis m Service Repair | Bleport iiter

Secondary menus for Distribution Modules include:
Inventory - Processing
Reports
Cost/Price Changes
Physical Inventory
Lotted/Serialized
Period End Processing
Maintenance
Utilities

Order Processing - Processing
Reports
Period End
Maintenance
Utilities

Purchase Orders - Processing
Reports
Period End
Maintenance
Utilities

Sales Analysis - Inquiries
Reports
Period End
Maintenance
Utilities
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Service Repair Drop-Down Menu Options

/13 ACS MASTER vB8.0.0 (ACS MASTER 8.0) ]
Fl= Edit Accountng Distributon | Service Repar  System  Tools  Favorites  Help

| ™ - Job Quotng »
Wl E| el Bl m| E'| Job Enfry Maintenance

Jobr Card/QA Data
Material Charges

Time Clock System
Time Card System

»
3
3
4 .. .
5 rinistration
Job Biling LS
»
»
3
»
3

ta File Load

Job Reporting

Period End Processing

Bar Coding

Equipment Storage
application computer sysHEEEE Gl SN E gk gler

Secondary menus for Service Repair Options include:
Job Quoting - Quote Entry/Maintenance

Quote Form Print

Open Quote Report

Quote Purge

Quote Profile Entry

Quote Profile Print

Job Entry/Maintenance - Job Processing
Handheld

Job Card/QA Data - Job Card/QA Entry Full Screen
Job Card/QA Entry Single Line
Job Care/QA Data Print

Material Charges - Material Charges Entry
Extended Materials Charges
Material Charges Register/Update

Time Clock System - Time Clock
Maintenance

Time Card System - Time Card Entry
Time Card Edit List
Labor Update
Employee Hours Report
Employee Hours Purge
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Job Billing - Delivery Ticket Entry
Quick Delivery Ticket Print
Linked Job Pre Invoice Entry
Job invoice Entry
Invoice Edit Report
Invoice Print
Sales Register
Change PO/PO Rel# on Job Invoice

Job Reporting - Reports 1
Reports 2

Period End Processing -  WIP Report
Customer Job report
Sales Analysis By Job Report
Job Closing
Job Re-opening
Job History Purge
Employee History Hours Purge

NOTE: Some Secondary Service Repair menus may have additional menu options, such as Time
Clock and Job Reporting.

NOTE: Depending on the modules purchased, you may see some variations in the Service Repair
options available to you. These options can also be limited by user Security Levels.
For further information, please contact your System’s Administrator.

System Drop-Down Menu Options

The options available to each user when accessing the System menu options will depend upon
each user’s security levels. A detailed explanation of this module can be found in the System
Maintenance section of your installation manual.




Application Computer Systems, Inc.
Navigation

Tools Drop-Down Menu Options

,..1-.5 ACS MASTER vB.0.0 (ACS MASTER B.0)
File Edit Accountng Distribution Service Repair System | Tools Favorites  Help

w]ss] a ] o e | 4/ | oa]

Word
Excel
Access
Froject

Crystal
Distribut — act

‘ \ Archive Folder
Account
: Wi, ACS Master, com

Swster
W LIS, SO T

The options available using your Tools drop-down menu will vary from user to user,
however, you will find that the Tools options should be the same options available to you in
the first 10 options of your Toolbar. These functions can be access either way.

Service R

Keep In Mind: To have access to Word, Excel, Access, Crystal Reports and Act you must
have this software installed on your work station. Similarly, you must have access to the
Internet to be able to access web sites for ACS, UPS and FedEx.

Favorites Drop-Down Menu Options

A ACS MASTER v8.0.0 (ACS MASTER 8.0) o o
File Edit Accounting Distribution Service Repair System  Tools | Fawvorites  Help
o | Job Enfry

¥ | 5 | & | & |2 ‘U”'! = | &; | !l = | i | A |_® Quote Enfry Maintenance
Material “harges Entry
Timeclock Entry
Celivery Ticket Entry
Distribiution Inwveice Entry
Sales Register
Inventory Transacton Entry
System A B C Analysis Report

Furchase Crder Imvoice Entry
] Command  [mvoice Entry
application computer systems, inc. Payment Selection
heck Frintng
Journal Entry
Daily Dretail Register
wB.0. |sys_a5 |5e|ect an applicaton from the System menu Bank Reconciiaton

Service Repair

Accounting

W BCSmMaster.com
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As you begin using your ACS/MASTER System, you will find that your Favorites Drop-Down
Menu is blank. Using the ACS Toolbar Button (explained later in this section) you will begin
adding tasks that you use often to this menu. This gives you the access to a specific
function directly from your Favorites menu, without having to process through multiple
menus.

Help Drop-Down Menu Options

43 ACS MASTER v8.0.0 (ACS MASTER 8.0) - |0 %]
File Edit Accounting Distributon Service Repair System  Tools  Favorites | Help

Contents

Wl E| > | & :_'T_IH_E Eq"l ﬁ;l!l B | i Eﬁ @ |@ |E Search for Help Gn...  Alt+F1

System Information

i i  Beport W

When selecting Contents or Search for Help On from your Help menu
Your system will display the Select Application Menu, giving you the ability to select which
module you would help with.

Accounts Payable

Accounts Receivable
Administrator

Data Dictionary

General Ledger

Inventory Control
Order/lnvoice Processing
Payroll

Purchase Order Processing
Sales Analysis d

Once a module is selected, if you have access to the internet, your system will display
the on line help information available for the module you selected. Here you are able to
search using Content, Indexing and Word Searches.

System Information is also available as part of your Help menus and will be covered
during System Security.
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Tool Buttons Menus
Tool Buttons provide the user with the same options as the Drop-Down menus described above;

select the Service Repair “Button” and the available options will appear in the box to the right.

A8 Acs MASTER v8.0.0 (ACS MASTER 8.0) — 0] x|
File Edit Accountng Distrbution  Service Repair  Sysi] Tools  Favorites  Help

|s|a e m =] g m

Service Repair

Jok Card/QA Data

Material Charges

Time Clock Systerm

Time Card System

Job Billing ~|

Distribution

Accounting

Systerm

Command I

application computer systéms, inc.

oK Cancel
W BCSmaster.com

wB.0. |sys_aa |Se|ect an application from the Service Repair menu | Char Fo-1

Toolbar
In this section we will be covering 7 of the Toolbar options:

S| B W | alE 2| e
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Archive Folder:

(=

Each time you select your Pa printer, your system prints your document to an Archive
Folder located on your ACS drive. To access these files, you select the Folder Icon located
in your Toolbar. Here you will select from a list of documents previously printed using Pa.
From here it is also possible to access the Archive Folders for other users. Please contact
your System Administrator for further information, or contact ACS Customer Support.

File Edit View Favorites Tools Help

q Back = J - ‘ﬁ' | /'._\= Search Falders |E|v

Address |C| Chgoostdviirms\irmoarchive\ACS o
Mame =

Size | Type | Date Modified

File and Folder Tasks

& Make a new folder

€} Publish this folder to the

Web
k2 Share this folder

Other Places

= archive

5 My Documents

= Shared Docurments
4 My Computer

& My Network Places

Details

ACS Web Site:

® W egports00 1
U edports002
El 11065ALES REG
El z007close
El 2007updatebb
Bl 07140900
B aging And Sales Cisplay
E|AR_DETAILL
Hbudget_20090FTO
El budget_20090PT1
Hhudget_20090FPT1
El budget_2010BUD
Hbudget_20108U0
El budget_20100PT1
Hbudget_20100PT1
El budget_20100T1
Hbudget_20100T1
Hbudget DEPT_01
Hbudget_DEPT_45

%

1KB

1KE
19KB

SkKB

SkKB
34 KB
J5KE
33KB
50 KB
15 KB
B0 KB
15kKE
50 KB
15 KB
B0 KB
15 KB
B0 KB
50 KB
37 KB

Microsoft Office Word ...
Microsoft Office Word ..,

Text Document
Text Document
Text Document
Text Document

Microsoft Office Excel ...

HTML Document

Microsoft Office Excel ...

Text Document

Microsoft Office Excel ...

Text Documeant

Microsoft Office Excel ...

Text Document

Microsoft Office Excel ...

Text Document

Microsoft Office Excel ...
Microsoft Office Excel ...
Microsoft Office Excel ...

6/2/2009 11:23 AM
5/29/2009 10:10 AW
11/6/2008 10:55 Al
11/6/2008 12:08 P
11/6/2008 12:07 P
7/14/2009 10149 AV
9/11/2008 10:09 AV
B/30/2008 11:03 AN
7/13/2009 1:16 PM
7/13/2009 2:20 PM
7/13/2009 2:19 PM
7/14/2009 11:52 AW
7/14/2009 11:50 AN
7/13/2009 1:50 PM
7/13/2009 3:04 PM
7/13/2009 2:15 PM
7/13/2009 2:14 PM
7/13/2009 115 PM
9/11/2008 4:04 PM

Depending on your internet access and program structure, your next Toolbar option is the
ACS WEB SITE “button”. This option will take you directly to www.acsmaster.com
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SpeedSearch:

L

To access our SpeedSearch function, you will select the Binoculars button. Once selected,
you will choose from the following options: Lookup, Accounting, Distribution, Service
Repair, Executive Summary, and System. For a detailed explanation, please see the
SpeedSearch section of your installation manual.

Favorites Add/Remove:

A

Located in the Drop-Down Menu explanation of this section, you will find information
regarding the FAVIORITES Drop-Down Menu options. This option gives the user quick and
easy access to the tasks they perform the most often.

The Favorites Add/Remove button allows you to determine what functions will be included
in your FAVIORITES menu.

Simply open the function your wish to add, Order Entry. Once the order entry screen is
open, select your Favorites Add/Remove button and you will receive the following
message:

IT WILL NOW BE NECESSARY TO LOG OUT OF YOUR ACS/MASTER SOFTWARE.
For the change to be updated, it will be necessary to log off and log back on again.

To remove a function: select the option from your FAVORITES menu; when the option is
open on your screen you will select your Favorites Add/Remove button. You will receive a
message saying the task has been removed.

IT WILL NOW BE NECESSARY TO LOG OUT OF YOUR ACS/MASTER SOFTWARE.
For the change to be updated, it will be necessary to log off and log back on again.
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About this Task:

This option provides system information pertaining to the function you are in when you
select the ? button. While in Order Entry we can determine the following information:

-
p IR T . Program and
Fle Edt Favortes He  Applicaiton

0 | | ||‘| NIL mforrgathlp %j_l

- Program Information -'

Pragram Name Iope_dc.bbx IOrderEntry,"Ribbon f"-m\

Firm/Company 01 |

Application Iﬁ IOrden’Invuice Frocessing Menu/Task
Order Entry

- Runtime Information T >

Firm 1D ID‘I }ACS MASTER 8.0 e

Parameters Iope_da.bbx IMENU=mb_menu,TOOLBAR=tb_header

henuiTask Iop_proceim IOrderEntry

Session Information

Process ID ITDD:Z Dates ID?,-'ES}DQ ID?,’ES}DQ User }ACS Security |9 Printer IPD Fant |1
S
P

User/ACS
Security level 9
Printer Selected Po

.

V3.0, |syc_ac | W | |Po— 1

Help:

@

Upon selecting the Help button, you will see the following display:
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Accounts Payahle
Accounts Recerable
Administrator

Data Dictionary

General Ledger
Imventary Control
Order/Invoice Processing
Payroll

Purchase Order Frocessing Sys
Sales Analysis

Service Repair System

From this list of options select the module you have questions about. If your work station
has Internet access, you will be taken to the online Help feature.

{,;'ARHELP70 - windows Internet Explorer provided by Yahoo!

v @ crmnostdiep\an\ARHELR 70.itm =2l x| [raoct searcn
Fle Edit ‘iew Favorites Tools Help
Esnagt B &

¥ 4 @sReELP7O £~ B ~ o=~ |Zrpage - GiTook v

.g contents| @ mdex & Search

= W0 Agcounts Receivable 7.0 Accounts Receivable Overview
%AR Overview S R
i+ AR Introduction
@ AR Installation . . i . . i .
# @ AR Flow of Processing The AddonSoftware Accounts Receivable module provides invaluable information for managing your customer base,
/@ AR Operations making credit decisions and improving cash flow:to your business. This manual introduces you to the capabilities of
the software, helps you install and operate the software with the guidance of your dealer, provides complete
‘processing instructions and serves as a reference guide for all menu options and data entry fields.

The manual is divided into four main sections:

Introduction

« Optional AddonSoftware Modules
+ Features & Benefits

« Reports & Registers
+ A'Word to the User

Installation S e :

This section provides information primarily used by your dealer when installing the software. The information
included will help you gather the required information, make the right decisions for setting medule parameters,
enter the information gathered and convert from manual to computerized accounts receivable processing. Data
collection forms are provided which can be used to gather the information and as a record of how the module
was established. : L

Flow of Processing

This section consists of step-by-step procedures for daily and monthly processing within the module. Both a
Daily Processing Checklist and a Period End Checklist are provided that should be referenced regularly when
operating the Accounts Receivable module.

Operations . e
Included in this section are descriptions and instructions on how to operate each of the Accounts Receivable -

From this site you can review the installation manual Contents, search using the Indexing
feature and perform word or phrase Searches.
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-',E_“, Contents b Index E, Search

-
& contents B maex

= [} Accounts Recetvable 7.0 =
AR DT . & W contents B ndex B search

H AR, Introduction
* AR Installation
* AR Flow of Frocessing
= W) AR Operations
|F] AR Operations Overdew

\7] Accounts Recenable Main Menu

\7] Simple Invoice Entry
Simple Invoice Printing
Simple Invoice Register
Cagh Receipts Entry

\7] Cazh Receipts Regisder
Aging Repart
Aging Analysis Report

AQE ACcounts Receraable Transaction:

* Actounts Recehvable Reports
= I Period-End Frocessing
Feried-End Processing
% Finance Charge Creation
Finance Charge Entry
7] Finance Charge Register
Customer Statements

Manthly Cash Receipts Journal
Manthly Cash Receipts Journal Fu

Customer Ranking Report

7] 2ero Balance Invoica Report and |

7] Fericd-End Update

+

Accounts Recehvable Utilities

Exit this Task:

* : Accounts Recehvable Maintenance

Type in the beyword to find:

fered —

Period
Posting
Cash Receipts
Printing Customar Statements
Farameters
Printing :Aginig Repart
Customar Labels
Hard Copy
Simple Fnvaices
Profile Enformatian
Purge:Monthly Cash Receipts
Zero Balance Invoice
Ziard Belansk Invdices
Ranking Methods
Ranking Types
Ranking: Customer
Riebuild Cross
Registers: Conversion Irvolce
Festures
Finance Charge
Invodge Date Modificaton
Registration
Rport Sequence
Reports:Aging Analysis Report
Aging Report
Customer Cross
Customer Label Printing
Custamer Ranking
Features
Faramaters
Zero Balance Invoice

T

Toypa in tha word(s saarch for:

Accounts Recehvable Information Chedidist
Accounts Recenable Pararmatecs

Aging and Sales Summary

Applying Credit Memos to Open Imvoices
AR Distribution Information

Bank Raconciliation

Batch Frocessing

Cash Receipts

Cash Receipts Code Maintenance

Cash Receipts Codes

Cash Receipts Codes

Cash Receipts Entry

Cath Receipts Register

Cormmersion Ingice Entry

Defiming Accounts Recetvable Codes
Deleting Monthly Cash Receipts Records
Digtribution Code Maintenance
Distribution Codés

Entering Cash Recelpts

Entering the Information

Features and Benafits

Finance Charge Entry

Flows of Daily Processing

General Ledger Accounts

Ganersl Ladger Chart of Apounts
Handling Chedis with Mon-sufficient Funds
Invvoice Date Modification Entry

Irwoice Modification

Monthly Cash Receipts Journsl

Mankhly Cash Receipts Jowmnal Purge

When this option is used, it will close or exit the process/screen you are in and return you
to the previous screen. If you are at the main menu, it will log you out of ACS/MASTER.
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